Course Syllabus

OT 11A – Microsoft Word Essentials
Instructor:  
Cheryl Lingo


Email: 
clingo@scccd.org

Phone:
637-9888  /  Fax: 637-4266

If you need to reach me outside of class hours, contact me at the office numbers above.  I do not regularly check messages left at the switchboard.  

Course Materials:  

· Text: 
Microsoft Word 2002 MOUS Essentials, Ericksen
· Two floppy disks or zip disks are also required.  
Objectives:

· Opening and editing a document

· Modifying and enhancing text

· Creating labels and envelopes

· Using spelling and grammar checkers

· Using a thesaurus

· Sorting a list

· Using find and replace

· Working with columns

Grading:

Your final grade will be dependent on Word application tests, written tests, homework, lab assignments, and participation.  


Application Tests
40%


Written Tests
30%


Lab Assignments
20%


Participation
10%

Final grades will be based on the following scale:



90%-100%

A



80%-89%

B



70%-79%

C



60%-69%

D



Below 60%

F

Course Content:

This course consists of lectures, demonstrations, discussions, hands-on computer applications, and student presentations. There will be limited lab time available during class.  Students must have access to computers outside of class time to complete assignments.

Attendance & Class Conduct:
You should conduct yourself in this class as you would in the workplace.   Courtesy and consideration of your instructor and fellow classmates is expected of OT11A students who will:  

· attend every class
· arrive before class starts;  tardiness is rude to others, and hinders your success.  

· take responsibility for finding out what you missed due to absence or tardiness

· take care of personal business before class begins
· turn cell phones and pagers off.

· not bring visitors to class

· not bring food, drinks, or gum into the classroom 

· not use this class time for any other work 

Drop Deadline: 
_____________________ 
 It is your responsibility to make the drop official in the Administrations and Records office to avoid receiving a grade of F.

Holidays:


Monday, Sep 6 
Labor Day
Final Exam:



Wed., October 13, 2004, 8AM

