Reedley College

OT 11C – 78013 Word Processing Projects
Summer 2008

Course:
OT 11C – 78013 Word Processing Projects
Course Start – End:
May 27, 2008 – July 24, 2008
Units:



1.5 Units

Instructor:


Ms. Gayla Jurevich

Class:



TTH   12:00 – 1:50 pm   POR-5 

Office Hours:

by appointment

Phone


(559)-244-5999 ext. 9752

Email



gayla.jurevich@fresnocitycollege.edu
Textbook:

Essentials Microsoft® Office Word 2003:  





Comprehensive



Keith Mulberry, Cynthia O. Krebs, and Jan Bentley
 


Pearson / Prentice-Hall
Other Materials:
Pens (one red), pencils, highlighter, lined paper, a notebook, and a USB Flash Drive
COURSE


EXPECTATIONS and POLICIES:

· All absences should be reported in advance.
· Students will observe the standards of adult, professional behavior.

· Campus code requires shoes or sandals and a shirt to be worn at all times.

· No eating, drinking, or smoking is allowed in the building.  No children, pets, or visitors are allowed in the classroom.

· Students who have not obtained a textbook within the first week of class may be dropped.

· All pagers and cell phones must be off during class.  Earphones are not allowed in class.

· Students will be expected to read and study the assigned materials.

· Students will be expected to be on time, prepared to work, and prepared to learn. Students will have all necessary materials for the class.

· Students are responsible for all information given in class. If a student is absent, it is the student’s responsibility to get notes and assignments before the next class meeting.  
· Students will respect the rights and property of others and will not disrupt the class.

· If a student requires special accommodations because of a disability or has other emergency information, the student should inform the instructor immediately.

OBJECTIVES:

Upon completion of this course, the student will be able to:

A.
customize paragraphs using pagination, lists, and tables.

B.
format documents using document sections and styles.

C.
format long documents including indexes, tables of contents, footnotes, endnotes, and cross-references.

D.
organize multiple documents by using master and subdocument tools.

E.
customize tables, using Excel data and Word calculations.

F.
create and modify graphics.

G.
customize Word using macros, menus, and toolbars.

H.
assist in a workgroup using tools to track, accept, and reject changes to documents.

I.
perform mail merge using Word, Excel, or Access data.




In the process of completing this course, students will:

A.
control pagination.

B.
sort paragraphs in lists and tables.

C.
create and format document sections.

D.
create and apply character and paragraph styles.

E.
create and update document indexes and tables of contents, figures, and authorities.

F.
create cross-references.

G.
add and revise endnotes and footnotes.

H.
create and manage master documents and subdocuments.

I.
move within documents.

J.
create and modify forms using various form controls.

K.
create forms and prepare forms for distribution.

L.
use Excel data in tables.

M.
perform calculations in Word tables.

N.
create, modify, and position graphics.

O.
create and modify charts using data from other applications.

P.
align text and graphics.

Q.
create, edit, and run macros.

R.
customize menus and toolbars.

S.
track, accept, and reject changes to documents.

T.
merge input from several reviewers.

U.
insert and modify hyperlinks to other documents and Web pages.

V.
create and edit Web documents in Word.

W.
create document versions.

X.
help protect documents.

Y.
define and modify default file locations for workgroup templates.

Z.
attach digital signatures to documents.

AA.
merge letters with a Word, Excel, or Access data source.

AB.
merge labels with a Word, Excel, or Access data source

AC.
use Outlook data as mail merge data source.

ATTENDANCE:
Students are expected to attend every class session.  Attendance will be taken each class session. If you arrive late, it is your responsibility to inform the instructor after class, so your absence will be changed to a tardy.  Attendance is important in a skill development course.  Arriving late or leaving early will be counted as half an absence.  A student will be dropped from the class when, in the judgment of the instructor, the student is not making satisfactory progress.  Students who have already accumulated two absences by the drop deadline may be dropped from the course.  Students must keep up with the assignments or they will be dropped.  To receive credit for the class, students must successfully complete the coursework including the final examination.  If you wish to drop this course, it is your responsibility to do so.  

There will be no excused absences.
GRADING POLICY:

There will be no make-ups for quizzes, tests, the final, or in-class assignments.  The final exam must be taken when scheduled.  There will be no late assignments accepted.  

The instructor reserves the right to change the time schedule and the number of assignments.  However, changes will be announced in class. 


Classroom Participation:   
10 %

        Grading Scale

Projects, Presentations &


90% - 100%
=   A

Assignments:  


50 %

80% - 89%

=   B


Quizzes:



20 %

70% - 79%

=   C









60% - 69%

=   D


Final Exam:



20 %

Less than 60%
=   F
TOTAL:
      Maximum of 100 %

ACADEMIC DISHONESTY:

Cheating is the act of deception by which a student misleadingly demonstrates that s/he has mastered information on an academic exercise. Examples of cheating are copying or allowing another person to copy a test, paper, project, or performance, etc. 
Plagiarism is the act of representing the work of another as one’s own without giving credit. Plagiarism includes but is not limited to incorporating the ideas or words of another’s work without giving appropriate credit. If a student is found to be in violation of cheating and/or plagiarism, the student will either be dropped from the class or failed, and a record of this act will be recorded in the student’s file according to the Reedley College Catalog. 

OT11C Word Processing Projects

Tentative Itinerary / Summer 2008

Week 1
May 27 – May 29
Introductions, Syllabus, Goals, Projects, Interviews, Course Overview, Review of Project 7 (11A)  
Week 2

June 3 – June 5

Project 8, Level One (Inserting and 





Formatting Graphics), Quiz #1

Week 3

June 10 – 12

Project 1, Level Two (Refining Documents) 
Week 4

June 17 – 19

Project 2, Level Two (Creating and 





Formatting Columns), Quiz #2
Week 5

June 24 – 26  

Project 3, Level Two (Automating Work 




with Autotext, Styles, and Templates)
Week 6

July 1 – 3


Project 4, Level Two (Collaborating with 




Others), Quiz #3
Week 7

July 8 – 10


Project 5, Level Two (Performing Mail 




Merge)
Week 8

July 15 – 17 

Project 6, Level Two (Using Drawing Tools





and Special Effects), Quiz #4



Week 9



July 22 


Review for Final

July 24


Final

