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This comrse focuses o e word processing skills pecessary tor 1he
prodoction of prolessional business documents including: letlers. memus,
reports, and tables. Bmphasis 15 on the skills students need 1o master the
Core Certification exan i Word 2004, These skills are listed on the
caurse objeclives.

The student will;

Correctly apply the software program to produce basic office documents
in accordance with business standards and within reasonable tims
limitations.

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

Waord Processing:

The studem will continue 1o use Word 2000 to perform the following Core
Level MOLUS skills:
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Use Go To to locate specific elements in a 214-215 £
document
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Use the Office Assistam L 2
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Favrmaitimg:

Focus is on advanced document lormutiing in relation to lellers, menies,
repuorts, thles, bibliographics, and table of contents
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Assignments are due (15:30 pom) on the dates set by the instructor. Assigmnents
may be handed in early; but 5 marks will be deducted for each day the assignment

Stodent Requirements:

ATTENDANCE IS MANDATORY!!I!!
Students participating m all learning activities can excel in their studies.

Poor attendance, late armivals, or carly depanores decrnease Lhe chances of
success and distupt the learning experience for other students,

Assignments and tes) are due on the dates set by the mstructor enly with
permission of the istrecior may o test e aken law or ao assigament be
turned in fae.
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