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TEXT: WordPerfeat 6.4 for DOS by Mary Eisch

Office Handbook
PREREQUISITE: OA1020 and 40 nwpn, or equivalen
COURSE Uses the basic and advanced features of the word processing
DESCRIPTION: software WordPerfect 6.0 for DOS 1o produce decuments,

COURSE OBJECTIVES: The student will he required 1w apply the basic knowledge and
applications of the word processing software by completing practical
exercises and assignments 10 produce mailable documentation.

GRADING: DAILY ATTENDANCE 5 ESSENTIAL FOR SUCCESSFUL
COMPLETION. Not all assipnments can be completed within class
time. Students are responsible for completing assi grments outside of
class if necessary. LATE OR MISSED ASSIGNMENTS ARE
DEDUCTED ONE GRADE POINT FOR EACH DAY PAST DUE.

Assignments 20%
Quizees 0%
Final Project 5%
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SUPPLIES: Two 3 12% disks (one for assignments, one for testing), file folder, wp
ruler, large brown envelope for testing,
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