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CGRANDE PRAIRIE REGHONAL COLLEGE
OFFICE ADMNINISTRATHON
GPHG COURSE OUTLINE

0 TORE - Mo 2000 Boave | evel
&
4 SO0 - Word 20060 Tintermediote Teved

INSTRUCTOR: keelly Couller OMee- C2 14
Utllice Phone; 539-2829 Email: coulierfgpre.ab.ca
Oftice Hours: Tuesday & Thursday 1:00 — 2:00

TEXT: Rutkosky. Nita Hewitt Migrosofl Word 2008 S1.Paul. MN, Paradigm
Publishing Lne.

Uber, Hunson, Johson, Rice, Poland, and Rosseiti College Kevboarding

and Document Processing for Windows. 8" Edition Westerville, OH,
GilencoeMeGraw-Hill

Department of Offwe Admimstration Formatting Cuide

SUPPLIES: ¥ disks and Jisk holder
Porfolin binder ar folder
hdanila 1le folder and label

PREREQUISTE: Murne

COURSE DESCRIFTHON: This course locuses on the word procesaing skills necessars for the
preduction of prodessional decuments meluding letters. memos, reparts, envelopes. amd ables.
Emphasis s on the prohicient use of Word 2000 to create prolessional mailable documents within
prescribed deadlines



Course Onjectives: | he student will be able o

| Spply e sothwre progiae b poc e miermabude ool ofhee
dicunwns in secordunce with Business stamlimds and wootan
aveepinbie time limits

2. Resolve unespected problems arising rom the use ot Somputer
harchwire and soflware,

3. Maintain g professional e management sy slen. | sév torngiimng

vuide)
4. Start and continually develop materials for an eniplos abality skills
o b .
Grading: I nls aftendanve is essentmi! !t Most comeepis are covered im0 ¢ lass tome.

howeyver nol all assignmems can be compleled in class time. Stndents are
responsible for completing assignments outside of class 1ime when
DRCEAsary,

Assipaments - 1%
¥ all marked assignments are graded oul of 9
deduct | tor each keybourding error
deduct 2 for each tormarting error
¥ ot all assignments will be assigned a grade
v lale or missed assignments will receive a grade ol |

Unit Performance Assessments and Production Quizzes - 20%
¥ owall consist of unit and wple lesis

Finual Practical Exam - 40%%

¥ Consdsis ola 5 - 10 howt i elass assignmem which students will
procluce (nished guality documénts applying concepts learned over the
course of the semester,

Joh Specess SKills - T %
*  fhe stdent wall demanstrote job sucecss shills through:
reevibar atendance und punctealiny
tmely completion of work
At & high standard of work
abiliy o owaerk Bkl nslependemldy and collabasranivels

PLAGIARISM: Phe penalis for plagnnesim s SEVERE! 1o can conslat of EXPULSION
frovrm i proesgereinn sl thee institution g receiving and prade of one m he
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DATE

ibseginnimg |

SEPT 3"

SEPT 1™

SEprT I

SEPT 24"

QCT 17

OCT 8"

DCT 14

e 22

Eamil iyt

WEEK

#

P

TEATATVIZ TIEL )iz

ACTIVITY

Corse Cutlme &
[nrroductions

keyhoarding skalls and
drills

kevboarding skills and
drills

Creating, saving, editing
& printing word
documents

Formatting Characters

Formaiting Paragraphs

Formatting Mocuments &

SecLons

Maintaimng & Printing
Dracuments

MIDTERM ({1 22-13)

ol
ismge Writimg Toals

REFERENCES/
RESOURCES

Mastermy keyboand
Skills - Ubelacker

Word 2000 - Chaprer |

Word 2000 - Chapter 2

Word 2000- Chapter 3

Ward 2000 - Chaprer 4

Word 2H0 - Chapter &

Chapters | -5

Word 2006 - Chapter 6

b Aden niargnmsn sl 300

OFFICE ADMINISTRATION 106041070

ANSILNMENT

Seaavarger e anad Lz

Aerive Framdoimaion jan Ieflis o
¢
ATy

o fe7

S wskesyment | - 3

Word furfon Review & Terms
Review

Ex | -8 y¥ =47 on owr)
Skrlls aszessmens -3
Gregyr ex Memao -4 Pg. 60-62

Ex f-2f
SEfLY csxesvmeny o8
Coregipr ex felters /-3 Pg. 5]

Ex -1~
BRIl v svmment f-4

Ex) i M2

SETS covsessment |- 7
Napplfomenttary work acdditional
vkeld hurelders Uving Expilorer

vl fa
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OCT 20"

LR L

MOV 12

L L

~NOW 2

DEC

[RETLEE]

1o

12

13

14

Mungpabiading Tabs Woed 2000 - Chaaper 7
hloepoipnng Foag Wonmd it - hapreer X
Formuatipie wnhspecad  Woerd 2000 - 4 hapter 4

HRTTN T e

Creatmy Headegs & Word 2000 - Chaptey 10
Footers ina Do unment

Creming Footnotes & Word 2000 - Chapter 11
Endnotes

Beview & Final Exam
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SENTE covearaenr -3

Ex! 1T

SEA s vsmene 1 - 3

Ex ¥
S covyesnereny f-3
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