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BUSNC-625: MICROSOFT OUTLOOK
Justification for this inactivation request
Based on an agreement with the Director of Upper Valley Campus and Community Education, the Principal at Napa Valley Adult
Education, and the Senior Dean of Career Education & Workforce Development, the Microsoft Suite courses should be archived. This
ensures we do not have redundancy with our partnering Adult School and can have clear transitions and pathways between our
offerings.

Effective Term
Fall 2025 

CC Approval
09/20/2024 

AS Approval
10/24/2024 

BOT Approval
11/21/2024 

COCI Approval
03/13/2025 

SECTION A - Course Data Elements
CB04 Credit Status
Noncredit 

CB22 Noncredit Category
Workforce Preparation 

Discipline

Minimum Qualifications And/Or
Business Machine Technology (Any Degree and Professional Experience)

Subject Code
BUSNC - Business Noncredit 
Course Number
625 

Department
BUSN 

Division
Career Education and Workforce Development (CEWD) 

Full Course Title
Microsoft Outlook 

Short Title
Microsoft Outlook 

CB03 TOP Code
0514.00 - *Office Technology/Office Computer Applications 

CB08 Basic Skills Status
NBS - Not Basic Skills 

CB09 SAM Code
C - Clearly Occupational 
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SECTION B - Course Description
Catalog Course Description
This course covers the major components in Microsoft Outlook: E-mail, Calendar, People, and Tasks. The components will be explored
in step-by-step tutorials. 

SECTION C - Conditions on Enrollment
Open Entry/Open Exit
No 

Repeatability
Unlimited - Noncredit OR Work Experience Education 

Grading Options
No Grade-Noncredit 

Allow Audit
Yes 

Requisites

SECTION D - Course Standards
Is this course variable hour?
No 

Total Instructional Hours
27 

Distance Education Approval
Is this course offered through Distance Education?
Yes 

Online Delivery Methods

DE Modalities Permanent or Emergency Only?
Entirely Online Permanent
Hybrid Permanent
Online with Proctored Exams Permanent

SECTION E - Course Content
Student Learning Outcomes

  Upon satisfactory completion of the course, students will be able to:
1. Demonstrate knowledge of the major Outlook features.

Course Objectives

  Upon satisfactory completion of the course, students will be able to:
1. Demonstrate and apply the use of Outlooks core features.
2. Send and receive Email.
3. Utilize the Calendar.
4. Add contacts.
5. Utilize Tasks.

Course Content
A. Overview of the Outlook program. 
B. Send and Receive Email. 
C. Organizing Email. 
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D. Using the Calendar. 
E. Creating Tasks. 
F. Integrating Outlook with other Programs.

Methods of Instruction
Methods of Instruction

Types Examples of learning activities
Lecture

Online Adaptation

Types Examples of learning activities
Activity
Directed Study
Discussion
Group Work
Individualized Instruction
Journal
Lecture

Instructor-Initiated Online Contact Types
Announcements/Bulletin Boards 
Chat Rooms 
Discussion Boards 
E-mail Communication 
Telephone Conversations 
Video or Teleconferencing 

Student-Initiated Online Contact Types
Chat Rooms 
Discussions 
Group Work 

Course design is accessible
Yes 

Methods of Evaluation
Methods of Evaluation

Types Examples of classroom assessments
Exams/Tests Multiple Choice test on the core features in the Microsoft Outlook program. 

Final Exam - Example: 75 question Multiple Choice exam on the major features
of Microsoft Outlook. Create a distribution list and email the contacts on the
distribution list.

Homework Example: Create an address book in the People section of Microsoft Outlook. Add
10 contacts. Email all 10 contacts in the list.

Assignments
Reading Assignments
Read Chapters 1 and complete the activities at the end of the chapter.

Writing Assignments
Compose a short email message and send it to your instructor and one other student in the course. The following fields must be
included: body, carbon copy, and body of the message.

SECTION F - Textbooks and Instructional Materials
Material Type
Textbook 
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Author
Seguin 

Title
Microsoft Outlook 2016 

Publisher
Paradigm Solutions 

Year
2016 

Material Type
Other required materials/supplies 

Description
Access to a computer or equivalent technology 

SECTION G - Diversity, Equity and Inclusivity

Course Codes (Admin Only)
CB00 State ID
CCC000595639 

CB10 Cooperative Work Experience Status
N - Is Not Part of a Cooperative Work Experience Education Program 

CB11 Course Classification Status
J - Workforce Preparation Enhanced Funding 

CB13 Special Class Status
N - The Course is Not an Approved Special Class 

CB23 Funding Agency Category
Y - Not Applicable (Funding Not Used) 

CB24 Program Course Status
Not Program Applicable 

Allow Pass/No Pass
No 

Only Pass/No Pass
No 
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