
OT 11A Microsoft Word
Syllabus Fall 2006  10/16 – 12/15
Class Meetings: 
Time: 2:00 – 3:50pm 
Days: Tuesday/Thursday     Location: Portable 5
Required Texts: 
Essentials: Microsoft Word 2003 Comprehensive, Prentice Hall, 2003

Instructor: 

Name: Autumn Bell

Office Hours: By Appointment





Phone:
(559) 259-8867

E-mail: autumn.bell@reedleycollege.edu
Important Dates:
Final Drop Date
11/14/06




Holiday

Thursday 11/23




Final Exam 

Tuesday 12/12  2-3:50pm

Course Description: The goal of this course is to help students become comfortable using Microsoft Word as an office productivity tool. Basic word processing, such as word-wrap, justification, editing, formatting, styles, and design will be introduced. Some basic Windows file management; including saving and copying will be reviewed. This course will also cover basic typography concepts such as styles, typeface, and type size. Students will learn to use editing features such as spell check, grammar check, and AutoFormat to aid productivity. Special formatting features for professional documents will be introduced, such as headers, footers, endnotes, tables, sections, and table of contents. Graphic elements such as clip art and WordArt will be used to enhance documents. 

Course Policies: 

1. Grading:  This course will cover 8 “Projects” as described in your textbook.  Each Project contains 7-8 “Lessons” that walk you through, step-by-step, how to do a task or use a feature in Microsoft Word.

Our class agenda is:

Tuesdays:
Project Quiz

A quiz on material covered in the previous week’s Project



Project Overview
An introduction/summary of the next Project



Project Walk-through
Work independently through the Lessons in the Project 
Thursdays:
Project Activities
Hands-on assignments to practice new skills learned on Tuesday


Project Review

Review of key terms and concepts in preparation for the quiz.
Grades will be based on the following:

Independent project work = 80 pts
Complete in-class reading, stay on task, complete Project.  






You may earn 10, 5, or 0 pts each Tuesday.

Quizzes/Exam = 100 points

Seven quizzes worth 10 pts each; 1 exam worth 40 points.






Your lowest quiz score will be dropped.

Assignments = 120 points

Points will be earned each Thursday as you complete hands-on 





assignments in class.  The point value of each assignment will 





be announced.

2. Grading Scale:

	Letter Grade
	
	Numeric Average

	A
	
	90 and above


	B
	
	80–89.9

	C
	
	70–79.9

	D
	
	60–69.9

	F
	
	Under 60


3. Testing:  Students are required to take quizzes on the day and time they are scheduled.  In order to accommodate extraordinary circumstances that may cause a student to miss a quiz, the instructor will drop the lowest quiz score when calculating the final grade.
4. Assignments:  Students are expected to complete reading and Project assignments in class.  Hands-on Assignments must be completed as well. Students will be instructed on how to save and/or print completed work in order to receive credit.  No late work will be accepted.  Opportunities to earn extra credit will be announced through-out the nine weeks.
5. Classroom Behavior:  Food, beverages, and chewing gum are not allowed in the computer lab at any time.  Cellular phones must be turned off.  Pagers must be set on quiet mode.  Do not answer your phone or make calls in the classroom.  

When working through your projects and hands-on assignments, please be considerate and respectful of others in the lab.  I encourage students to work together and assist one another.  However, this requires that you stay on task and not engage in disruptive behavior.   

When you complete an assignment, continue with the next assignment or check with the instructor for extra credit opportunities.  You may not study for another class, surf the internet, check e-mail, etc. during class.  Failure to adhere to these requirements will result in loss of points.  

7. Attendance:  Your education is preparing you for a career in the business field.  Therefore, excessive absences will not be tolerated.  If you know that you must be absent for a class meeting, please tell me at the class meeting prior to your absence.   

· Students are expected to attend all class meetings, be on time, and be in class the entire class.
· Being absent, late, or leaving early may affect your project work points. 

· 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.  

	Week
	Project
	Lessons

	10/17

10/19
	Project 1: 

Taking a Tour of Word 2003
	1. Explore the Word screen

2. Use menus and toolbars

3. Enter text in a document

4. Save a document

5. Correct spelling and grammatical errors

6. Preview and print a document

7. Get Help

8. Close a document and exit Word



	10/24

10/26
	Project 2: 

Working with a Document

	1. Open a document

2. Scroll and use Select Browse Object

3. Insert text

4. Select, delete, and change text

5. Create a table from existing text

6. Apply a bulleted list

7. Insert page numbers

8. Change view modes



	10/31

11/2
	Project 3: 

Formatting Text
	1. Apply and modify character formats

2. Change the font, size, and color

3. Apply font effects and character spacing

4. Copy formats with Format Painter

5. Highlight text

6. Insert symbols and special characters

7. Display formatting marks and hidden text

8. Insert non-breaking spaces and hyphens



	11/7

11/9
	Project 4: 

Editing Documents
	1. Insert and modify date and time fields

2. Change the case of text

3. Cut, copy, and paste text

4. Copy between document windows

5. Undo and redo actions

6. Use AutoCorrect

7. Use Thesaurus and other language options

8. Review word counts



	11/14

11/16
	Project 5: 

Formatting Paragraphs
	1. Set line and paragraph spacing

2. Select text alignment

3. Indent text

4. Customize bulleted and numbered lists

5. Create an outline numbered list

6. Add borders and shading

7. Clear, set, and modify tabs

8. Reveal and clear formats



	11/21


	Project 6: 

Formatting Documents
	1. Set margins

2. Insert section and page breaks

3. Set vertical alignment

4. Prevent text from separating across page breaks

5. Create headers and footers

6. Navigate with the Document Map

7. Create and print envelopes and labels



	11/28

11/30
	Project 7: 

Creating and Formatting Tables
	1. Create a table

2. Insert rows and columns

3. Delete rows and columns

4. Adjust column width and row height

5. Format cells

6. Apply shading and borders

7. Move and position a table

8. Use Table AutoFormat



	12/5

12/7
	Project 8: 

Inserting and Formatting Graphics
	1. Insert an image

2. Size an image

3. Wrap text and position an image

4. Inserting a text box

5. Apply a border and fill color

6. Create WordArt

7. Preview and save a document as a web page



	12/12
	Final Exam
	


