Information Systems (IS) 2
Word Processing
Reedley College






Room: Business 41
Instructor: Autumn Bell  


 autumn.bell@reedleycollege.edu

            (559) 259-8867

Saturday 2/24/07 and Saturday 3/3/07   8:00AM – 11:50AM

COURSE OBJECTIVES:  A brief introduction to word processing, this course will cover creating, editing, formatting, and printing documents.  The student is expected to complete a number of short word processing assignments emphasizing the editing and formatting elements of a word processing application.  Further, the course will include saving and retrieving files from floppy and hard disk systems.

Upon completion of this course, students will develop a word processing document.
REQUIRED TEXT: None
Important: If you have a verified need for an academic accommodation or materials in alternate media (i.e., Braille, large print, electronic text, etc.) per the Americans with Disabilities Act (ADA) or Section 504 of the Rehabilitation Act, please contact me as soon as possible.

ATTENDANCE:
   

· Students are expected to attend all class meetings, be on time, and be in class the entire class session.

· Silence cell phones please – no phone calls may be made or taken in class.

· 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.

· Food, beverages, and chewing gum are not allowed in the computer lab at any time.  
Upon Completion of this course, students will be able to:
A.
understand the basics of a word processing application.

B.
create, edit, format documents.

C.    print, save, and retrieve documents.  

D.    be familiar with the Microsoft Operating System and the Windows Graphic Environment as they relate to a 
word processing application.

Grades will be based on the following assignments:

Each worth 25% of your Grade:
· Document Creation (Exercise1)
· Document Editing (Exercise 2)
· Word Processing Quiz
· Final Project
Grades will be based on the following scale:

90%-100%
A

80%-89%
B

70%-79%
C

60%-69%
D

Below 60%
F
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