COURSE SYLLABUS

(Tentative)

OT 11A—Microsoft Word
Summer 2005
Instructor: Fred Rola 
MW 10:00 am to 11:50 am
(5/31/05 to 7/29/05)

Phone: 638-3641
Room: POR 5
eMail: frola@iwon.com

Text: Microsoft Word 2002 MOUS Expert Level, Linda Ericksen, Prentice Hall

Required Materials:

Floppy disks, 2 each

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 based on Word application tests, written tests, homework, lab assignments, and participation. Exams are weighted as follows:


Application Tests
60%


Written Tests
40%

Final grades are determined using 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 the class time to complete assignments

Classroom Conduct and Expectations:
Food, beverages, and chewing gum are not allowed in the computer lab at any time. Anyone who chooses to bring these will be removed from the lab and/or class. Cell phones and pagers must be turned off or placed in silent mode. 

Plagiarism and Cheating Policy

You will be expected to conduct yourself with the highest moral and ethical behavior.  Any cheating or plagiarism will be dealt with severely.  At the instructors’ discretion, you may be given an F for the test or assignment, or an F for the class.  An academic dishonesty report will be filed with student services and will be added to your permanent college record.  The instructor and the college consider cheating to be a serious offense.

Attendance:
Your education prepares you for a career in the business world. Just as an employer will not tolerate excessive absences, neither will they be tolerated in this class. You will be dropped from the roster if you miss 3 sessions in a row up to the drop deadline. If you decide to drop the course, it is your responsibility to make the drop official in the Admissions and Records office or else possibly receive a grade of F. You are required to call or email me if you will be missing class. If you know that you must be absent for a class meeting, please tell me at the class meeting prior to your absence. If you are absent more than four class meetings, your grade may be reduced by one letter grade. Continued absences beyond four meetings may result in being dropped from the class.

The last day to drop is Wednesday June 29th.
Tardiness:
Be on time! I will take roll at the start of class. You will be marked as tardy when you arrive after roll call is completed. If you are tardy for more than four class meetings, your grade may be reduced by one letter grade.
Accommodations for Students with Disabilities
If you a have a verified need for an academic accommodation or materials in alternate media (i.e., Braille, large print, electronic text, etc.) per the American Disabilities Act (ADA) or Section 504 of the Rehabilitation Act, please contact me as soon as possible.

Holidays:
Independence Day  Monday July 4th
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