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OFFICE ADMINISTRATION

COURSE QUTLINE
0A2060 - COREL WORDPERFECT &

Instructar; Dianeg Kinderwater, Raom C302
Office Hours:  1:30 - 3:30 p.m. or by appeintment. Phone 5362783 fw) or 5327044 (h)

TEXT:

PREREQUISITE:

COURSE
DESCRIPTION:

COURSE
OBJECTIVES:

Caorel Word Perfect 8, Complete Course
Mary Alice Eisch, Southwestern Publishing

Permilssion of Instrector, or OA 2230

Students will kearn o use 3 comman word processing
softwara pragram as a tool for the composition and
formalting of business documents. Emphasis will be placed
on strateqies usad to leam the software and transfer ha
kzarnng to other computer programs, Students will be
expicted o integrate thelr learning of software functions
with their knawledge of business writing and carrect
business fomnats o produce professional-iooking
documents which adheare 10 standards expected in the
warkplace,

The student will demonstrate the abitity to!

« Apply 3 variety of resources and methads to ksarn word
processing softwara

= Communicate knowledge of word processing software.

= Transfer knowledge and skilis to other computer
peograms

= Lise word processing software to produce finished
documents in accardance with business standards for
limealy completion, corectness of content and format,
professional appearance, and creativity

= Work collaboratively with othars to complete complax
projects,

»  Accept respansibility for backup routines and
preventative maintarance routines,

o Accepl that unexpected prablems will arize from e use
af the computer hardware or saftware and andeavor to
resolve them,

= Exhibil athical behaviour with respect to copyright on
software, confidentiality, privacy of documents on
sCraen, and sharing of dizks and information

= Exhibit business standards of behaviour with respect to
attendance, punctuality, tme management, positive
attitede, and respect for other individuals



COURSE POLICIES:

GRADING:

Dafaltz8iaa20en

Attendance is mandatory, If you are i, you need to

nolity ma by telephone. Please leave a message i you
are unable to resch me.

Aamgnments are due on e daies sel by instructor,
Late asskgnments will not be graded unless by special
arrangemants with your instructar,

I you miss an exam, there are no make-ups. In special
cases of iliness (instructor natified) the exam
pementage of the missed exam may ke added onto
your final exarm.

Pleasa refer to page 24 and 25 in the college calendar
referring to academic regulations.

All major assignments must be handed in and graded in
order b complete this course.

‘four marks shest must be turmed in to your Instructor
upan complation of the coursa In order to recelve credit
for your assignments. As this is worth 30% of your
grade, please keep these shaets in & safe place unfil
you can tum tham in

Assignments 0%
Tests and Quizzes 20%
Firal Projact: S04



