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GENERAL COURSE INFORMATION

COURSE NUMBER: 
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2401

COURSE TITLE: 
WORD PROCESSING I

CREDIT HOURS: 4      
LECTURE HOURS: 3        
LAB HOURS:  3

COURSE DESCRIPTION
This is an introductory course designed to present concepts of information/word processing as well as the opportunity to perform basic word processing functions,  develop formatting skills, and apply communications skills using Word application software.  Prerequisite: Keyboarding POFT Basic Keyboarding 1429.

TEXTBOOK, SUPPLIES AND OTHER RESOURCES
REQUIRED TEXT: MICROSOFT Word 2002  by Nita Rutkosky, which includes a student data disk.  Also, each student will need FOUR 3.5 HD disks.  Published by Paradigm Publishing Company, 2002.

COURSE GOALS
After completing this course the student should be able to:

A.  Demonstrate a basic understand of the information processing cycle, hardware used, and basic  terminology.


B.
Produce and format common office documents such as letters, memos, and reports.

C.
Prepare mailable copy from rough drafts

D.
Combine documents using software features.

E.
Solve common word processing problems.

F.
Generate special sections of documents using software features.

G.
Produce documents of varying sizes.

H.
Demonstrate an understanding of print controls.

REQUIREMENTS
A.  Attend class during the time for which the student is registered.

B.  Read the assigned chapters before coming to class.

C.  Complete and hand in assignments on time

D.  Complete all unit theory tests and performance assessments as required.

INSTRUCTIONAL STRATEGIES
The lecture/demonstration method is used to illustrate the techniques of effective equipment usage and problem-solving applications will be used.  Students will "learn by doing" the lessons as presented in class and by completing assignments listed on the assignment schedule. The instructor will demonstrate and explain concepts using a computer projection panel and overhead transparencies.  Classroom lecture with question-and-answer sessions are supervised during lab assignment sessions.

INSTRUCTIONAL INFORMATION SHEET 
GENERAL COURSE INFORMATION


Course Title:
Word Processing I
Course Number:
 POFT 2401


Instructor
Nancy Whitworth
Office Address
Number 208T



Office Phone:
675-6333

Office Hours:
As posted.



e-mail:

nwhitworth@tvcc.edu 

COURSE DESCRIPTION
This is an introductory course designed to present concepts of information/word processing as well as the opportunity to perform basic word processing functions,  develop formatting skills, and apply communications skills using Word application software.  Prerequisite: Keyboarding POFT Basic Keyboarding 1429. 

COURSE GOALS
After completing this course the student should be able to:
A. Demonstrate a basic understand of the information processing cycle, hardware used, and basic terminology.


B.
Produce and format common office documents such as letters, memos, and reports.

C.
Prepare mailable copy from rough drafts

D.
Combine documents using software features.

E.
Solve common word processing problems.

F.
Generate special sections of documents using software features.

G.
Produce documents of varying sizes.

H.
Demonstrate an understanding of print controls.

REQUIREMENTS
A.  Attend class during the time for which the student is registered.

B.  Read the assigned chapters before coming to class.

C.  Complete and hand in assignments on time

D.  Complete all unit theory tests and performance assessments as required.

EVALUATION POLICIES:

Forty percent of the final grade for word processing will be the average of all graded assignments including one special project.  Thirty percent of the final grade will be the average of all unit mastery assignments.  Thirty percent will be the average of three theory tests.

A perfect assignment will receive a score of 4.0. A half point will be taken off for minor formatting errors and a whole point will be taken off for typographical and major formatting errors.  Scores of 3.9 will be rounded off to 4.0.  (Special project assignment will receive 10 points.)

TEST MAKEUP:
It is the policy of this instructor that all tests will  be taken on the assigned date.  Missed examinations will be made up at the instructor=s convenience.  If a scheduled test is missed, the student has to make up the test before the next scheduled test or the grade will revert to a zero.

The student is responsible for making an appointment to schedule a makeup test.  

ATTENDANCE AND BEHAVIOR
 1.
Plan to attend three class hours and three lab hours per week.  Labs will begin the second week of classes.

 2.
Follow the module assignments carefully and strive to submit your work on the scheduled day.  Don=t procrastinate; you may not submit more than three lessons at one time for recording.

 3.
Absences.  If you are absent and miss a lesson, you should turn it in on the next class meeting.  According to the class attendance policy listed in the college catalog, instructors may drop students for non-attendance.  However, the responsibility of officially withdrawing from the course rests with the student.

 4.
Test Days : You will also want to make a special effort to arrive on time since test materials are completed during one class period.  Make-up tests dates and times will be at a time convenient to both the instructor and the student.
 5.
Folders.  Student folders are prepared for each student and located in the file cabinet designated by your instructor.  Completed lessons should be placed in the file folder and left in the tray for instructor evaluation and recording.  FOLDERS MAY NOT BE TAKEN FROM THE LAB.
 6.
Printing.  Print completed lesson assignments and documents and place in folder.

 7.
Turn printers off after each usage.

 8.
Food and drink may not be taken into the labs or classrooms.

 9.
Radios, tapes, cell phones, pagers, CD players, and other audio or video equipment are not permitted in the classroom at any time. 

10. No children and only approved guests are allowed to visit the class.

11.
Obscene and profane language will not be tolerated.  Students will be required to conduct themselves with utmost consideration of the rights and property of others.

INSTRUCTOR RESPONSIBILITIES
As your instructor, I will attempt to provide a quality learning environment that will help you to attain the course objectives; communicate clearly the expectations for the course; come to class prepared and organized; and implement class policies fairly and consistently. 
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	Date
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	1
	
	Chapters 1


Ch 01, Ex 01-7
     Ch 01, SA 03*


Ch 01, SA 01

Ch 01, SA 04


Ch 01, SA 02 

	2


	
	Chapter 2


Ch 02, Ex 01-13
Ch 02, SA 03


Ch 02, SA 01

Ch 02, SA 04


Ch 02, SA 02*

Ch 02, SA 05

Chapter 3


Ch 03, Ex 01-21
Ch 03, SA 04


Ch 03, SA 01

Ch 03, SA 05*


Ch 03, SA 03*       Ch 03, SA 06-08

	3
	
	Chapter 4


Ch 04, Ex 01-08
Ch 04, SA 02*              Ch 04, Ex 09-16     Ch 04, SA 03

     Ch 04, SA 01        Ch 04, SA 04

Chapter 5


Ch 05, Ex 01-23
Ch 05, SA 05


Ch 05, Ex 24-30
Ch 05, SA 07*

	3
	
	Review for Unit 1 and Theory Test

	4
	
	Theory Test 1

	5
	
	Unit 1 Performance Assessments


Unit 1, PA 03*
     Unit 1, PA 04*


     Unit 1, PA 06*
     Unit 1, PA 07*

	6


	
	Chapter 6


Ch 06, Ex 1-7       Ch 06, SA 04

     Ch 06, Ex 12-16
Ch 06, SA 05


Ch 06, SA 01




Ch 06, SA 02*       Ch 06, SA 06* 


Ch 06, SA 03
         

Chapter 7


Ch 07, Ex 1-8

Ch 07, SA 01*


Ch 07, Ex 09

Ch 07, SA 05*


Ch 07, Ex 10

	7
	
	Chapter 8


Ch 08, Ex 1-5

Ch 08, SA 02


Ch 08, Ex 06        Ch 08, SA 03*


Ch 08, Ex 7-14

Ch 08, SA 04


Ch 08, SA 01

Ch 08, SA 06*

Chapter 9


Ch 09, Ex 01-07     Ch 09, SA 03  

     Ch 09, Ex 08-15     Ch 09, SA 04*


     Ch 09, SA 01*
     Ch 09, SA 05

     Ch 09, SA 02
     Ch 09, SA 06

	
	   * Graded assignments
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	8
	
	Chapter 10


Ch 10, Ex 1-11
     Ch 10, SA 03*

Chapter 11


Ch 11, Ex 1-4

Ch 11, SA 02*


Ch 11, Ex 5-8

Ch 11, SA 03*

	8
	
	Review for Unit 2 and Theory Test

	9
	
	Theory Test 2

	10
	
	Unit 2 Performance Assessments


Unit 2, PA 01       Unit 2, PA 07*


Unit 2, PA 02*
     Unit 2, PA 08*


Unit 2, PA 03

Unit 2, PA 09*


Unit 2, PA 04*
     Unit 2, PA 10*


Unit 2, PA 05

Unit 2, PA 11*


Unit 2, PA 06*
     Unit 2, PA 12*-13

	11
	
	Chapter 12


Ch 12, Ex 01-8 
Ch 12, SA 03*


Ch 12, SA 01*

Ch 12, SA 04*


Ch 12, SA 02*

Ch 12, SA 05*

	12


	
	Chapter 13


Ch 13, Ex 01-22
Ch 13, SA 04*


Ch 13, SA 01*

Ch 13, SA 05*


Ch 13, SA 02*

Ch 13, SA 06*

Chapter 14


Ch 14, Ex 01-18
Ch 14, SA 04*


Ch 14, SA 02*

Ch 14, SA 06*

	13


	
	Chapter 15


Ch 15, Ex 01-22
Ch 15, SA 05*


Ch 15, SA 01*

Ch 15, SA 06*


Ch 15, SA 02*

Ch 15, SA 07*

Chapter 16


Ch 16, Ex 1-2

Ch 16, Ex 11-12


Ch 16, Ex 3-5

Ch 16, SA 01* 


Ch 16, Ex 6-7

Ch 16, SA 03*


Ch 16, Ex 8-10

Ch 16, SA 04* 

	14
	
	Review for Unit 3 and Theory Test

	15
	
	Unit 3 Performance Assessments


Unit 3, PA 01*
     Unit 3, PA 08


Unit 3, PA 02*
     Unit 3, PA 09


Unit 3, PA 03*
     Unit 3, PA 10


Unit 3, PA 04*
     Unit 3, PA 11*


Unit 3, PA 05
     Unit 3, PA 12


Unit 3, PA 06*
     Unit 3, PA 13-16


Unit 3, PA 07* 

	16
	
	Theory Test 3  (Final)


 *Graded assignments




PERFORMANCE OBJECTIVES
· Analyze, synthesize, and evaluate school, work, or home situations and use word processing software to complete information-processing tasks efficiently and effectively.
· Use and customize interface and computer operations using the operating system utilities.
· Access the Internet and use the browse, search, and hyperlink capabilities of Web browsers.
· Prepare, manage, and print documents using word processing software, including sending attachments with e-mail.
· Write (compose) original text and edit information using the online writing tools, reference tools, grammar checkers, and search and replace functions.
· Create, design, and produce professional documents using word processing software (Word). Functions include: design options for formatting and layout, strategies for working with multiple documents, and techniques for using templates and predesigned styles.
· Enhance document design and presentation trough the use of charts, bitmapped graphics, clip art, Microsoft Draw, and WordArt.
· Plan and create forms and tables for efficient data display and access, searching, and sorting.
· Create specialized master documents, tables, indexes, and outlines.
· Use strategies for merging and integrating source data from different applications, using the commands for object linking and embedding files.ADVANCE \d3
SCAN SKILLS

RESOURCES: ACTIVITIES, TIME, AND SCHEDULES

1.
Defines relevant goal related activities.

2.
Allocates time to activities.

3.
Prepares and follows schedules.

4.
Use computer software to plan a project.

INFORMATION ACQUISITION AND USE

5.
Uses computer to process information.

6.
Monitor and correct performance.


7.
Organizes data for storage

8.
Analyzes information to communicate results to others.

INTERPERSONAL: WORKS WITH OTHERS

9.
Identify training needs.

