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GRANDE PRAIRIE REGIONAL COLLEGE

OFFICE ADMINISTRATION
COURSE OUTLINE F.a9%

0A2620 - MICROSOFT WORD

Instructor: Gail Sherman, A313A
Office Hours: Monday to Friday 13:00 - 14:00
or by appointment
Telephone: 539-2016 (w) 5684153 {h)

Instruction Assistants: Grace Walton, 539-2965
Liz Jacobs, 539-2058

Microsoft Word 2000, Nita Hewitt Rutosky.
Formating Guige for Office Administration
2 file foiders

2 disks

Handbook Writers

Studerts will learn ta use & common ward processing software program as a ol for
the composition and formatting of business documents. Emphasis will be placed on
strategies used 1o learn the saftware and transfer the lesming to other computer
programs,  Students will be expected (o integrate their keaming of software functions
with their knowledge of business wriling and correct business formsts 1o peoduce
professional-ooking documents that adhere to standards expected in the workplace.

The student will damonstrate the ability to:

= Apply a varlety of resources and methods {o successiully perform advanced
lealures of Microsoft Office to produce integrated documents.
Communicate knowledge of Microsoft Office.
Transfer knowiedgs and skills to other computer programs.
Usa Microsoft Office 1o praduce finished documents in acoordance with
business standards for limely completion, corectness of cantent and format,
professional appaarance, and crealivity

»  Work coliaboratively with others to complete complex projects

»  Accept responsibility for backup routines and preventive maintenancs routines.

= Accept thal unexpected problems will grise from the use of the COETIpLber
hardware or software and andeavor 1o resolve them,

= Exhibit ethical behaviour wilh respect to copynight on software, confidentiality,
privacy of documents on screen, and sharing of disks and information

=  Exhibit buginess standards of behaviour with respect to atiendance. punctuafity,
time mansgament, positive attitude, and respect for other individuals,
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COURSE 1. Alendance is mandatory, If you are il you must notify your instructor by
POLICY: edephona (539-2016).

2. Assignments are due (1530 p.m.) on the dates set by the instructor,
Agsignments may be handod in carly; but 5 merks will be deducled fur e day
the assignment Iz late,

3. If you rmss an exam, there are no make-ups. In special cases of liness

{instrucior nobfied) the exam percentage of the missed exam may be added
onta yolr fimal exam

4. Academic dishonesty - refer to page 19 of the college calendar
3. Al magor assignments must be completed in order to complete this cowrse.
B Your marks shest must be lumed into your instructor upon completion of the

course in order fo recelve credit for your assighments. As this is worth 20% of
your grace, please keap these sheets in a safe place untll you can tum them in.

GRADING; Aszigrmants 30%
Tests, Quizzas 205%
Final Project: 50%
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