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OA1080 - MICROSOFT WORD

Instructor: Gail Sherman, A3134A
Telephone: 539-2016 (w) 513-5575 (h)

Instruction Assistants: Grace Walton, 539-2965
Liz Jacobs, 538-2059

Microsoft Word 87 for Windows 95 by Connie Momizon
College Document Processing for Windows, by Ober, Hanzon, Johnson, Rice,
Poland, Rossetti

Formatting Gulde for Office Adminlstration
2 file folders

2 disks

Handbook Writers

Students will laam lo use a commaon word processing software program as a tool for
the compasition and formatting of business doauments, Emphasis will be placed on
sirategies used to learm the soffware and transfer the leaming 1o other computer
programs.  Students will be expected 1o integrate their leaming of software functions
with their knowdedge of business witing and comect business formats to producs
professional-looking documents that adhers to standards expected In the workpiace,

The student will demonstrate the ability to;

« Apply a varlety of rasources and methods to successfully perform advanced
features of Microsaft Office to produce integrated documents,

+  Communicate knowledge of Microsoft Office.

= Transfer knovdedge and skills to other computer programs.

s Use Microsoft Office to produce finished documents in accordance with
business standards for imely completion, comeciness of content and format,
professional appearance, and creativity.

Work collaboratively with others to complete complax projects.

Accapt responsibility for backup routines and preventive mantenance roulinas
Accept that unexpected problems will arise from the use of the computar
hardware or software and endeavor 1o resolve them,

»  Exhibit ethical behaviour with respect 1o copyrighl on software, confidentiadity,
privacy of documants on screan, and sharing of disks and [nformation.

= Exhibit business standards of behaviour with respeact to attendance, punctuality,
time management, positive altituda, and respect for other Individuals,
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1. Atlendance is mandatony, if you are ill you must nolify your instructor by
talephone (539-2016)

2. Assignments are due (15:30 p.m.} on Ihe dates set by the instructor.
Assignments may be handead in early, bul 5 marks will be deducted for aach day
the aszsignment is late.

3, M you miss an exam, there are no make-ups. In special cases of lliness
{instructor nolified) the exam percentage of the missed axam may be addad
onto your final exam.

4, Academic dishonesty - refer to page 18 of tha college calendar.

8. All major assignments must be complated in order to complete this coursa.

6. Your mark sheet must be tumed in to your instructor upon completion of the
course in order lo recaive credit for your assignments. As this is worth 15% of
your grade, please keep thess shests in & safe place unlil you can tum them In.

Azgianments 15%
Tasts, Midlerm 35%
Final Project: 50%



