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Office Hours: Monday - Wednesday; 2;30-4.00
Thursday & Friday: 1:00-2:30

Ober, Hanson, Johnson, Rice, Poland, and Rosseiy College
boarding a nt Process Windows, 8" Edition
Westerville, OH. Glencoa/McGraw-Hill,

Morrison, Connie A Practi ach to Micr ord 97 f

& Practical Approach to Microsoft Word 97 for
Windows 95 Complete Course. Cincinnati, OH. South-Westem
Educational Publishing 1993.

Department of Office Administration Formaning Guide

Sabin, Millar, Sine, and Strashok The Gregg Reference Manual. 5"
Canadian Edition McGraw Hill Ryerson.

3 disks and disk holder (recommended)
Portfolio binder or folder

Disk Log

Manila file folder and label {legal size)

Mone.

This course focuses on the word processing skills necessiry for the
production of professional business documents including letters,
memos, reports, envelopes, and tables. Emphasis is on the proficient
use of Word 97 to create mailable copy within the deadlines
prescnibed.
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COURSE

b

OBJECTIVES: The student will be able to:

12

COURSE CONTENT:

o000 dooooooJd00o0c0o0poo0e

Apply the software program to produce intermediate level
office documents in accordance with business standards and
within acceptable time limits. (See formatting guide, )

Resolve unexpected problems ansing from the use of
computer hardware and software.

Maintan a professional file management svsiem, {See
formatting guide.)

Start and continually develop materials for an emplovability
skills portfolio,

Ergonomics

Keyboarding Skill and Accuracy Development
Information Management and Disk Log Book
Document Creation

Selecting and Editing Text

Moving and Copying Text

Spell Check. Grammar Check and Thesaurus use
Formatting Features

Page Breaks

Page Numbers

Headers and Footers

Footnotes and Endnotes

Using Help

Tabs, Indents, Margins

Memaos

Letters: Envelopes, Multpage, and with Tables
Reponts: Multipage Rough draft, with Lists, with Displays,
Styles (APA, MLA)

Tables: Simple, with Column Headings, with Tubles
Sityles

Sort

Replace
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ATTENDANCE: Attendance is mandatory. If you are ill, you must notfy vour
instructor,  More than 3 missed classes will result in a
recommendation of debarred from any éxam. On the advice of the
fnstructor and with concurrénce of the Department Chait and the
Registrar, a student may be disbarred from an examination when
aftendance requirements are nol met. Students debarred from an
examination on the basis of attendance will be given a grade of zero
on the exam,

GRADING: Daily anendance is essential for successful completion of course
material.
Late assignments will receive a penalty of -2 for each day Jale,
Assignments must be coded in order to receive @ grade.
Missed assignments will receive a grade of zero.
If you mass an exam, there are no make-ups. Missed exams MAY be

added to the final exam., with permission from the instructor, A
missed exam without the instructor’s PRIOR knowledge, will receive

a grade of zero,

The student is responsible for the maintenance of grade sheets.

Urading continued on next page. ..
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GRADING CONTINUED:

Your final mark will be determined as follows:

OA 1060 MS WORD 97 A Base Level Course

AsSIgnments 0% All assignments are graded out of 10 points
-3 for format errors and -2 for proofreading errors
REFER TO HANDBOOK AND GUIDE.

Tests 20% | All assignments are graded out of 10 points
-3 for format errors and -2 for procireading errors
REFER TO HANDBOOK AND GUIDE,

Final Practical Exam 407 All tested matenials are timed and graded out of 10 points.

{10 Hours) -3 for format errors and -2 for proofreading errors
REFER TO HANDBOOK AND GUIDE.

Employability Skills 10% | Credit - No Credit

Portfolio

Total 100%

OA 1070 MS WORD ‘97 An Intermediate Level Course

Assignments 106 | All assignments are graded out of 10 points
-3 for format errors and -2 for proofreading errors
REFER TO HANDBOOK AND GUIDE.

Tests 10% All assignments are graded out of 10 points
-3 for format errors and -2 for proofreading errors
REFER TO HANDBOOK AND GUIDE.

Final Projects Tand I | 30% | Projects are graded out of 10 points.
-3 for format errors and -2 for proofteading errors
REFER TO HANDBOOE AND GUIDE,

Final Practical Exam 0% All tested matenals are timed and graded out of 10 pomts.

(10 Hours) -3 Tor format errors and -2 for proofreading errors
REFER TO HANDEOOK AND GUIDE,

Emplovability Skills 10% Credit - No Credit

Portfolio

Total 100%
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