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COURSE DESCRIPTION:

CINS 2200.  ADVANCED WORD PROCESSING.  3-0-3.   Topics include merging, advanced text edition and writing tools, online documents and forms, and Visual Basic applications.  Lab fee.  Prerequisite:  CINS 1200 or permission of the program manager.  
TEXTBOOK


Microsoft Word  2007, Shelly Cashman Series, Thompson Learning Publishing 

SUPPLIES:

· Travel drive

· Two-pocket folder

COURSE COMPETENCIES:

· Create a data form letter and merge

· Create a newsletter using columns, incorporating word art, borders and graphic manipulations

· Create documents using scanned and digital items; insert pictures

· Create an employee manual using indexing and table of content tools

· Create on-line forms and documents, as well as animating objects

· Create a macro from scratch

· Manipulate and use all commands in Word 2007 software

· Use a graphic background

· Enter different levels of text

· Insert links to other web pages

· Demonstrate an understanding of basic computer terminology

COURSE GRADING:

90-100%....................A



Projects 5-9……………..……...50%

80-89%......................B



Reinforcement Assignments….25%

70-70%......................C



Final Exam……………………..25%

60-69%......................D




Below 60%.................F
ATTENDANCE – This policy also applies to online students.  
Students should read the policy on attendance in the Nunez College Catalog.  The instructor MAY, but is not required to, drop a student for excessive unexcused absences prior to the official last day to drop a course.  If the instructor drops a student from the roster before the last drop, the student will receive a “W” grade.  If absences occur and/or accumulate after the last day to officially withdraw, the student will fail the course.  Excessive absences usually equal to two weeks of class time, or, for online students, failure to access website and/or complete assignments for two weeks.  
PLAGIARISM AND CHEATING

Cheating/plagiarizing is a serious offense.  Webster defines plagiarism as the act of “taking and using as one’s own the ideas or writings of another.”  Depending on the frequency or severity of a student’s cheating/plagiarizing the instructor may lower the student’s grade or recommend the student to the Vice Chancellor for Academic Affairs for disciplinary action.

AMERICANS WITH DISABILITIES ACT
It is the policy of Nunez Community College to accommodate students with disabilities, pursuant to federal law, state law, and the school’s commitment to equal educational opportunities.  Any student with a disability who needs accommodations should contact Michele Minor in the ADA Coordinator’s Office. The office is located in the Library, telephone 278-6422 or e-mail mminor@nunez.edu.
The instructor may develop his or her guidelines in addition to the course syllabus.

TENTATIVE SCHEDULE

SCOPE AND SEQUENCE

Week 1

Introductions; Syllabus Review

Weeks 2-4
Chapter 5

Weeks 5-7
Chapter 6

Weeks 8-10
Chapter 7

Weeks 11-13
Chapter 8

Week 14-17
Chapter 9

You may submit assignments early.  You are responsible for getting assignments to me!
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