INSTRUCTOR:

TEXT:

SUPPLIES:

PREREQUISITE:

COURSE
DESCRIPTION:

GRANDE PRAIRIE REGIONAL COLLEGE

OFFICE ADMINISTRATION
COLRSE OUTLINE, e 'ale)

OA 2620 - MICROSOFT WORD 97

Cindy Gerritsen

Office: C-213

Cfice Phone; 539.207]

Home Phone: 539-5574

Email: ¢indygemnisenfdGPRC ab.ca

(Tice Hours: Monday & Wednesday: §:30-9:30
Tuesday & Thursday, 10:00-11:00
Friday, 11:301:00
Or by appointment

Instructional Assistants: Grace Walton 539.2064

Liz Jacobs 539.2059

Ober, Hanson, Johnson, Rice, Poland, and Rossem College
‘boardi m sSing ‘indows. 8™ Editon
Westerville, OH. Glencoe/McGraw-Hill

Marrison, Conme A Practical Approgeh to Migrosoft Word 97 for

Windows 95 Comnpl Cincinnati, OH,  South-Western
Educational Publishing 1995

Department of Office Administration Formattimg Guide

3 disks (disk holder recommended)
2 file folders

Random House Dictionary

(irege Reference Manual

Mone,

Students will feam to use a common word processing software
program as a 100l for the composition and formatting of business
documents  Emphasts will be placed on strategies used 1o learn the
software and transfer the learning to other COMpuUler programs.
Students will be expected to integrate their learning of software
lunctions with their knowledge of business writing and correct
business formats 1o produce professional-looking documents that
adhere 1o standards expected in the work place.
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COURSE
OHBIECTIVES: The student will be able 1o

I Apply avanery of resources and methods b fuceesslally pectnm
advanced features of Microsoft Office 1o produce integrared
documents.

2 Communicate knowledge of Microsoft Word
3. Transfer knowledge and skills 10 other COMPLET pragrams

4 Use Microsofi Ward 1o produce finished documents 1n
dccordance with business standards tor timely completion,
varrectness ol content and format, professipnal appeariance, and
creativity

3 Work collaboratively with others 1o complete complex projects

0. Accepl responsibility fior backup routines and preventive
Maintenanis routines.

7. Accept that unexpected problems will arse from the use of the
computer hardware or software, and endeavaur to resolve them.

8 Exhibit ethical behaviour with respect 10 copyright on software,
confidentiality, pavacy of documents on screen, und shanng off
disks and information

9. Exhibit business standards of behaviour with respect 10
attendance, punctuality, time mana Eement, positive attiiude, and
réspect lor other individuals

ATTENDANCE: Attendance is mandatory. |f you are dJl, you must notify your
InStructor prior 10 the besinning of class. More than 3 missed classes
will result in a recommendation of debarred from any exam. On the
advice of the instructor and with concurrence of the Depanment
Chair and the Repistrar, a student may be disharred from an
examinahion when attendance TequITements are nol met Students
debarred from an examination on the basis of attendance will he
given i grade of 2¢ro on the exam.

GRADING: Daily attendance is essential for successfol completion of course
material. In order to complete this course successfully, vou must
atiend daily and complete all M) ar assignments,
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Adsignments must be coded in order 1o recenve a prade

Assignments are due as indicated by the instructor Late assienments
will receive a penalty of -3 for each day late Missed asgignments
will recesve a grade of zero

If you miss an exam, there are no make-ups. In special cases
(instrucior notifked ), the percentage of the missed exam MAY be
added o the final cxam, with permission from the mstrucior A
missed exam without the instructors PRIOR knowledee, will receiyve
A prade of rero.

Academuc dishonesty - refer o page 27 of the college calendar

The student is respansible for the maintenance of grade sheets.

Your final mark will be determined as tollpws:

A 2620 MICROSOFT WORD

Agsigmments

30%

Each page of an assignment is marked out of 10 marks
-3 for format errors
-2 for proofreading ¢rors

Tests

2%

Each pape of a document prepared is marked out of 10
marks

-3 for format ermors

-2 {or progdfreading errors

Chaizzes

Each page of a document prepared is marked out of [0
marks

-3 for format emors

-2 for proofreading errors

Fimal Practical Exam
(12 Hours)

45%,

Each page of & document prepared 15 marked out of 10
marks

-3 for formal errors

-2 for proofreading errors

Total

100
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