2022-2023 S3 Administration Course Outline
	Week
	Period 1
	Period 2
	Period 3

	38
	Introduction – OneNote 
	Admin Assistant 
	Icons in Word

	39
	Tables in Word 
	Tables in Word
	TEAHER DISCRETION

	
	End of Academic Year

	15/8
	-1 Intro and recap
	Posters in Word
	Posters in Word

	22/8
	Touch Typing 
	Proof Reading 
	Manuscript Corrections 

	29/8
	Letterheads
	Letterheads
	Letters

	5/9
	Letters
	Letters
	Letters

	12/9
	Letters – Revision
	Forms in Word
	Forms in Word

	19/9
	-1 
	-1
	Forms in Word

	26/9
	Itineraries 
	Itineraries
	Itineraries

	3/10
	Consolidated Task 
	Consolidated Task
	Consolidated Task

	
	October Break

	17/10
	-1 IN SERVICE DAY
	Intro to Spreadsheets 
	Spreadsheets – basic calculations 

	24/10
	Spreadsheet Tasks
	Spreadsheet Tasks
	Spreadsheet Tasks

	31/10
	Spreadsheet Tasks
	Spreadsheet Tasks
	Spreadsheet Tasks

	7/11
	Spreadsheet Charts 
	Spreadsheet Tasks
	Spreadsheet Tasks

	14/11
	Intro to Database  
	Databases Tables 
	Databases Tables

	21/11
	Databases Forms 
	Databases Queries
	Databases Queries 

	28/11
	Databases Reports 
	Databases Tasks
	Databases Tasks

	5/12
	DTP – Business Cards 
	DTP – Invitations 
	DTP – Certificates 

	12/12
	DTP – Wristbands 
	DTP – Christmas Cards 
	DTP – Christmas Cards

	19/12
	TEAHER DISCRETION
	TEAHER DISCRETION
	-1

	
	Christmas Break

	9/1
	CIA - PowerPoint
	CIA – PowerPoint
	CIA – PowerPoint

	16/1
	CIA – Email
	CIA – Email
	CIA – Email

	23/1
	CIA – E-diary
	CIA – E-diary
	CIA – Internet 

	30/1
	CIA – Internet
	CIA – Internet
	CIA – Internet

	6/2
	CIA – Internet
	CIA – Internet
	CIA – Internet

	
	February Break

	20/2
	CIA – Reliable Sources of Information 
	CIA – Reliable Sources of Information 
	CIA – Reliable Sources of Information 

	27/2
	CIA – Consolidated Task
	CIA – Consolidated Task
	CIA – Consolidated Task

	6/3
	CIA – Consolidated Task 
	CIA – Consolidated Task 
	CIA – Consolidated Task 

	13/3
	Let’s Travel consolidation Task 
	Let’s Travel consolidation Task
	Let’s Travel consolidation Task

	20/3
	Let’s Travel consolidation Task
	Let’s Travel consolidation Task
	Let’s Travel consolidation Task

	27/3
	Consolidated Tasks 
	Consolidated Tasks
	TEACHER DISCRETION

	
	Easter Break

	17/4
	-1
	Consolidated Tasks
	Consolidated Tasks

	24/4
	Consolidated Tasks
	Consolidated Tasks
	Consolidated Tasks

	1/5
	-1
	Consolidated Tasks
	-1 INSET DAY

	8/5
	Consolidated Tasks
	Consolidated Tasks
	Consolidated Tasks

	15/6
	Consolidated Tasks
	Consolidated Tasks
	Consolidated Tasks

	22/5
	-1
	Consolidated Tasks
	Consolidated Tasks

	29/5
	Consolidated Tasks
	Consolidated Tasks
	Consolidated Tasks


1
S3 Administration 
Course Plan 2022/23

