
Course Syllabus for Microsoft Office Specialist (MOS) 

Teacher: Mr. Weigold, Room 214        

Summary: 

Welcome to the Microsoft Office Specialist (MOS) Course! The MOS course is set up to allow 

students to further their knowledge in the workings of Excel and Word. This course provides an 

opportunity for students to not only master the skills necessary to work these programs, but to become 

certified in those specific areas. Students will be expected to take the MOS certification test at the end 

of the class. If they pass, students will not only graduate with a diploma from Bellefonte, but also 

specific certifications that will allow them to be more marketable at both the collegiate and 

professional levels. Students also have the opportunity to earn three college credits through Seton Hill 

when taking this course. They need to enroll at the beginning of the year and need to understand that 

these credits will be a part of their permanent collegiate record if they choose to enroll in the college in 

the high school portion. 

Students should know and demonstrate the correct application of the principal features of 

Microsoft Word. These candidates should be able to create and edit 2-3 page documents for a variety 

of purposes and situations. Examples include professional-looking reports, multi-column newsletters, 

résumés, and business correspondence. They should know and demonstrate the correct application of 

the principal features of Excel. These candidates should be able to create and edit a workbook with 

multiple sheets for a variety of purposes and situations. Examples include professional-looking 

budgets, team performance charts, sales invoices, and exercise logs. Overall, each student should show 

mastery of advanced skills in both Word and Excel before taking the exam. 

Microsoft PowerPoint and Access will also be covered at a basic and intermediate level, so that 

students can use those platforms in their future. PowerPoint is a presentation software that is widely 

used for lectures and presentations in the classroom and in the corporate world. Many people use 

PowerPoint and other presentation software’s to aide their presentations. Access is a database software 

that tracks information for businesses or individuals. We use many databases in everyday life, and are 

part of many as well. 

General Expectations: 

1. Students should be seated, have all the materials they need, and ready to begin class on time. 

2. It is the student’s responsibility to make up assignments. The student should look on the 

assignment board or ask the teacher on the day they return and ask what they missed. 

3. Every document that is turned in should have the date, period, and student’s name written in the 

appropriate places. 

4. Any suspicion of copying documents/assignments done on the computer or written will result 

in a zero and disciplinary actions according to the school handbook. 

5. Students will use the computers according to the rules stated in class/ in the school handbook 

and will only use approved websites and software applications. 

6. Students are to treat everyone with respect as well as people’s property. 

7. The student is expected to follow all classroom and school rules and respect the technology and 

equipment in the room. 

8. Stay in your seat during class as well as quiet while others are talking. 

 

 

 



Consequences: 

First Offense: Warning 

Second Offense: Meet with me to discuss issue at hand 

Third Offense: Parent phone call and development of a behavior plan 

Fourth Offense: Disciplinary referral 

Required Material: 

 Pencil/Pen, Folder, Microsoft Office Textbook(Shelly Cashman), MOS Certification books, 

MOS CD’s and tutorials, MOS online tools and resources, Microsoft Office Suite 

Assessment/Evaluation: 

 Students will be assessed by different means throughout the school year. Students will receive a 

responsibility grade that is calculated by semester and is out of 120 points. Each day a student can earn 

up to 3 responsibility points. If a student receives over 120 points for a semester the points will be 

calculated into their total grade as bonus. Reasons why you would not get points for the day are as 

follows: absence, did not bring required material, are not paying attention, disrupting the class, or are 

not working during class. As well as the responsibility grade for the class the student will be graded on 

the following: 

 Lesson Tutorial Problems 

 Skill Review Problems 

 Lesson Application Problems 

 Unit Review Problems 

 Verbal and non-verbal exams 

 Passing the certification exam of their choice 

Grading: 

A. School Percentages: 

1. A = 100-90 % 

2. B = 89-80 % 

3. C = 79-70 % 

4. D = 69-60%   

5. F = below 60% 

B. Work Policy: 

1. Late in-class assignments and homework will be subject to a percentage deduction each 

day the assignment is late. The first day the assignment will be worth 75% of its 

original value, 50% on the following day, 25 % the next, and after that the assignment 

will be worth no points. It is important that you turn your work in on time. 

2. Tests and quizzes must be made up within five school days of the original date given. 

Students are responsible to schedule the make-up test with the teacher. 

3. Extra credit will be given rarely, but will be announced in class. 

4. It is important to participate in class discussions and not disrupt the class in order to 

earn the maximum responsibility points. 

C. Points System: 

1. All assignments will be based on a point system.  

i. If there is a Bell Ringer they are to be completed at the beginning of class. They 

are to be turned in at the end of the chapter and are worth 5-10 points. 

ii. Assignments will range from 10-40 points.  

iii. Big projects will range from 50-100 points.  



iv. Tests and other assignments will vary. 

v. Responsibility points are out of 120, with a possibility of earning 3 points per 

day. 

Resources: 

1. The Business Ed Drive will have various files you will need. 

2. My page on the website will have resources and information. 

3. During the course Mr. Weigold will show video clips and videos in order to enhance learning. 

Some videos may be rated PG or PG-13. 

 

Questions: At the end of the semester the student should be able to answer these questions. 

1. What functions and skills does it take to create a document and spreadsheet? 

2. How do you create a cover letter and resume? 

3. How do you insert in text citations and create a reference page? 

4. How do you organize text in a more professional manner? 

5. How do you create a spreadsheet with tables and formulas? 

6. How do cell references work within a document? 

7. What is the active cell? How do you move from cell to cell? 

8. What does the Auto SUM function do? What does the AVG function do? 

9. How do you use different tabs to help you organize information? 

10. How do you make a chart in Excel with existing data? 

11. What is a one way to format numbers? Why would you format a chart? How do you format a 

worksheet or chart? 

12. How do you use the filtering functions? How do you sort? What does it mean to use a certain 

criteria? 

13. What is Design view? What is database view? How do you use different views to achieve a 

correct form? 

14. How do you edit forms? What is a query? Why would you use a report? 

15. What functions and skills does it take to create a document and spreadsheet? 

16. How to you create an engaging presentation? 

17. Explain what a database is used for and what each function is for? 

18. How does learning proper computer skills help you get a degree? 

Standards:  National Business Education Association set standards: 

Information Technology: I., II. 1-4, III. 1-2, IV 1-10, IX. 1-9, XIV. 1-4, XVIII. 1-3 

Computation: I. 1-3, II., V. 1-3 

 

Outcomes/Content: 

The student will be able to: 

 Create, navigate through and manage documents 

 Format, customize, and configure options for a document 

 Format text and paragraphs 

 Create and modify tables and lists 

 Apply references such as footnotes, citations, and captions 

 Insert and format objects such as building blocks, shapes, SmartArt, and images 

 Navigate Between Worksheets and Data Information 



 Key and Edit Data In Worksheets 

 Use Different Functions Within Worksheets 

 Work Within a Worksheet Using Rows/Columns Correctly 

 Rename, Copy, And Delete Files 

 Format Numbers 

 Make and Edit a Chart 

 Edit Objects and Enhance them 

 Use Filters, Sorting, and Criteria 

 Create and edit Presentation 

 Use animations and transitions 

 Insert Media into your Presentation 

 Create Tables and Make Design Changes 

 Create a Table in Database View 

 Make and Edit Forms Correctly 

Students: Please feel free to ask me any questions you have about the rules, the syllabus, or the 

class expectations that I have for you. I am here to work with you. 

Parents: Feel free to contact me with any remaining questions or concerns you have about your 

son/daughter or the class in general. 

I am excited to work with you this year! Mr. Weigold – Business Teacher 


