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WORD PROCESSING

CINS 1200
COURSE DESCRIPTION:

Computer applications using a current word processing software.  Topics include basic text editing, clipart, research writing tools, templates, tables, charts, watermarks, and macros.  Lab Fee.  Prerequisite or Co-requisites:  CINS 1100 or OFCR 1200 or permission of program manager.
TEXTBOOKS:

Microsoft Word 2007 Comprehensive, Concepts and Techniques

Shelly Cashman Series

Thomas Learning Publishing Company

SUPPLIES

· Travel Drive

· Two-pocket folder

COURSE GOALS:

Prepare students for techniques in word processing applications using Word 2007.  Students will be able to:

1)
Create and save documents 

2)
Insert and manipulate text and clip art

3)
Create a research paper using word tools

4)
Create a resume using a word processing template; templates

5)
Create a several-section document with a table, chart and watermark

COURSE OBJECTIVES/COMPETENCIES:

1) 
The student will open and save a document with 100% accuracy using a travel drive.

2)
The student will display and identify parts of the document window showing the formatting and standard toolbars on screen and completing a diagram of the basic components with 70% accuracy.

3)
The student will enter and manipulate text using alignment, style, font, and color commands by producing a document with 70% accuracy.

4)  
The student will enter and manipulate clip art using search, move, and resizing commands by into a document with 70% accuracy

5)
The student will produce a report using page setup, header/footer, indent/tab, auto, and spelling and grammar commands with 70% accuracy .

6)
The student will create a resume document using a template by navigating through a wizard program and entering the appropriate text with 70% accuracy.

7)
The student will create a cover letter using text commands and creating and using a table with 70% accuracy.

8)
The student will create a flyer using watermark, shadowing, insert, charting, bullets, and drawing commands with 70% accuracy.  

9)
The student will record and play a macro by demonstration with 100% accuracy.

COURSE GRADING:

90  - 100%…………A


Projects 1-4


50%

80  -   89%…………B


In the Lab Projects 1-4 
25%

70  -   79%…………C


Final Exam


25%

60  -   69%…………D




COURSE REQUIREMENT:

The student will complete tutorials and assignments for projects one through four.  The student will also be given a comprehensive final. 
 
SAFETY:

Additionally, students must review the safety instructions posted in each class and follow any and all procedures that are enumerated in the catalog.

CHEATING:

Cheating is defined as to deprive of something valuable by the use of deceit or fraud; to trick, pretend, and deceive.  Cheating is defined for this class as:

· Falsely turning in work completed by another person as your own

· Allowing someone to copy your work to turn in as their own

· Using unauthorized notes or handouts on test

· Asking someone to give you answers on test

· Talking during a test or trying to look on another persons test

· Not following test procedures/rules/regulation

Consequences:  Students will face the following consequences for cheating

· Students will be given a zero for the assignment/test,  and

· Students final grade will be dropped by one letter grade, and

· Students will have a grievance filed against them through the Student Affairs and Academic Affairs offices, and
· Students cheating on a FINAL exam will receive an F for their final grade, and

· Students who choose to cheat a second time will automatically receive an F for their final grade

THERE IS A ZERO TOLERANCE FOR CHEATING OF ANY SORT!
 Word Processing

Tentative Assignments

Chapter 1 

Weeks 1 & 2






1. Tutorial WD 1.08-1.58 (Flyer)

2. Assignment - Create a one-page word flyer:  All About Me!

Include the following:  word art, clip art, art border, bold, italics, underline, alignment:  left, center, right, change font size, style, and color; highlight text, bulleted list

Chapter 2

Weeks 3 & 4

1. Tutorial WD 2.06-2.54 (MLA Report)

2. To be assigned after Chapter 4 is completed.

Chapter 3

Weeks 5, 6 and 7

1. Tutorial WD 3  (Template: Resume and Cover Letter)

2. Assignment - Create the following documents utilizing pre-designed templates

a. Calendar – Type your personal school/work/home/family calendar for one month!

b. Invitation - You’re having a party, and I want to be invited!

c. Award, Gift Certificate or Event Flyer – Be creative!

d. Memo – Important to all majors…What is a memo?
e. Minutes – Important to all majors…What are Minutes?

f. Agenda – Important to all majors…What is an Agenda?

g. Letters – Important to all majors.  Choose one that may be beneficial to you personally.

h. Definition:  Quorum (Look up on www.dictionary.com and write the definition.

i. Miscellaneous – choose a template of your choice

Chapter 4

Weeks 8 & 9


Tutorial WD 4

TO BE CONTINUED.
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