Prerequisite:
Session Details:

Instructor:

Texthouks:

Delivery Mode:

Course Description:

Grrading:

Grande Prairie Regional College
Administrative Technology
Course Outline
Winter 2043
OA TO60A3 — (3) ((-0-5)
Microsolt Word 2000 — Core Level 1

NONE

Winter 2003 TRF 13:00 - 14:20 A0S

Grace Walton e-maill swaltondd epre.ab ca phone: 5392777
Nila Rutkosky, Microseafy Weed 20000 Signaturg Series, EMC Paradigm,

Ober, Hanzon, Johngon, Rice, Poland and Rossett, Greg College
Kevboarding & Document Processing for Windows, 8" Edition,
MeGraw-Hill, 19097,

LecturedLab

This course focuses on the core level word processing skills necessary
far the production of professional business documents including: letiers,
memuos, and reports. Emphasis is on the proficient wse of Word 20060 to
creale professional mailuble documents that adhere to the standards
expected in the workplace within prescribed deadlines.

Most concepts are covered in class fime, however not all assignments
van be completed in class time, Students are responsible for completing
pssignments outside of class time when necessary

Assignments: 3

& all marked assignments are groded oot of 9
dedogt 2 for each kevboarding emor
deduct 3 for each formatting error
not all sssignments will be assigned a grade
= late or mussed assignments will receive a grade of |

Unit Performance Assessments & Production Chuzzes; 205

Job Success Skills 1055

¢ the student will demonstrate job suceess skalls through regular
attendance and pusictuality, imely completion of work,
minnlaining a high standard of work, and the ability of wark both
independently and coflaboratively,



sSupplies:

Course Policy:

—
H

bt

=1

Final Production Project; e

=  Final production project must be completed during the last two
weeks of regularly scheduled classes, in class time, Consists of
5-10 hour elaes time whaeh stodents will produce finlshed gqualiny
documents applying concepts leamed over the course of the
semestler. Disks and compléted components are handed in at the
end of each class. There are no extensions for this project.

Basic Formatting Guide

2 file foslders

4 computer formatted data disks (.44 mz, HD)
Dictionary

Attendance 1 requared and will be taken a1 each class, 7 vou arc ill,
please call you instructor. More that 3 missed classes may resalt in a
recommendation of "Debarred from Exam.” (See College calendar, p.33)

In-class tests, mid-terms. and [inal cxams must be completed ar 1he
scheduled tnes, Altemate or individualized examinanoen Umes will not
be constdered. Falure to complele examinations at the scheduled times
will resull in a grade of zern (0,

If you miss aclass, have a classmate call you with your assignments,
You are responsible for any work missed.

Assignments are due an the dates sel by the instructor. Assignments may
be hunded m carly, but only in excepliomal circumstances may
assignments e handed i lote.

If you miss an m-class or homework assignment, you receive a zero (0)
for that assignment, Some of these assignments may be unannounced
hefore that date,

This policy may change from course to course.

Plagiarism will not be tolerated.
Al major assignments must be completed in order to cormplele o course.

Keep vour work up-to-date. If you are absent, phone your study
partner 1o find oul whal work vou missed.

Study Pariner’s Name

Study Partner’s Phone Number

Read yvour Rights & Responsibilities on page 30-40 of the College Calendar.
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