Course Syllabus

OT 11A – Microsoft Word Essentials

M W  10:00 – 11:50 a.m.

Summer 2006

Instructor:  
Teresa F. Smith



Email: business_educator@yahoo.com

Phone: 
638-3641 Ext. 3832


Office Hours: by appointment

Text: 

Microsoft Word 2002 MOUS Essentials, Ericksen

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.  

40% performance exams

30% lab

20% objective exams

10% attendance

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.

Classroom Behavior:

Food, beverages, and chewing gum are not allowed in the computer lab at any time.  Anyone who chooses to bring food, beverages, or chewing gum into the lab will be removed from the lab and/or class.  Cellular phones must be turned off.  Pagers must be set on quiet mode.

Attendance/Tardiness:

Your education is preparing you for a career in the business field.  There is no such thing as an excused absence in business.  Therefore, excessive absences and tardiness will not be tolerated.  If you are absent and/or tardy 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.  If you know that you must be absent or tardy for a class meeting, please tell inform me prior to the class meeting of your absence or tardiness..  


Last day to drop this course:


