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Students will [eam fo Use @ common word processing software program as a 1ool foe
the compasition and formatting of business documents. Emphasis will be piaced on
strateqies used to leam the software and transfer the leaming to other computer
programs. Students will be expected to Integrate their leaming of software functions
with their knowledge of business writing and comect business formats lo produce
professional-locking documents that adhere to standards expected in the workplace.

The student will demonstrate the ability to:

* Apply a vanety of resources and methods to successfully perform advarcsd
features of Microsoft Office to produce integrated documents,

= Communicate knowiedge of Microsoft Offica.

+ Transfer knowledge and skills to other computer programs.

*  Usa Microsoft Office to produce finished documents in accondance with
business standards for timely completion, comectness of coment and format,
prufessional appearance, and creativity,

Work collaboratively with others to complete complex projects.

Accept responsibility for backup routines and praventive maintenanceToutines.
Accapt that unexpected problems will arise from the use of the computer
hardware or software and endeavor lo resolve them.

= Exhibdt ethical behaviour with respect 1o copyriaht on soffware, confidentiality,
privacy of documents on screen, and sharing of disks and Irformstion,

+  Exhind business standards of bahaviour with respect to attendance, punctuality,
time management, positive attitude, and respect for other individusis,
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- Altendance is mandatory, If you are ill you must notify your instructor by

telephone {539-2016).

- Assignments are due (15:30 p.m.} on the dates sat by the instructor,

Assignments may be handed in eary; but & marks will be deductad for each day
the assignment IS |ate, B

- I you miss an exam, there are no make-ups. In special cases of iliness

{Instructor notified) the exam paercentage of the missed exam may be added
onto yaour final exam,

. Academic dishonesty - refer to page 18 of the college catendar,
- All major assignments must ba completed in order to complete this coursa,
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mhmarmmmnmmm. Az this is worth 30% of
Your grade, please keep these sheets in a safe place untll you can tum them In,
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Assignments 0%
Tests, Quizrres 20%
Final Project: S0%



