SHAWNEE STATE UNIVERSITY

COURSE SYLLABUS

BUOA 1140
Word Processing
Credit Hours:
3
Course Description:
This course presents word processing concepts to the person with previous training in word processing.

Prerequisite: BUAI 1010
Goals and Objectives:
The goals of this course are as follows: 
· To develop a thorough understanding of and be able to use the functions of the Word 2003 word processing software
· To develop proofreading skills
· To become successful in reading and following written instructions and in following oral instructions
The objectives of this course are as follows:
· Students who complete this course will be able to format text and paragraphs with font styles and effects, line and paragraph spacing, paragraph alignment, work with tabs and indents, add bullets, numbering, borders, and shading as evidenced by class projects, exams, and SAM evaluations.
· Students who complete this course will be able to format documents with margins and sections, page breaks, page numbering, headers and footers, columns, insert tables, word art, and clip art as evidenced by class projects, exams, and SAM evaluations.
· Students who complete this course will be able to insert a table, modify the table by inserting and deleting rows and columns, sort table data, split and merge cells, perform calculations in the table, use table autoformat and create a custom format as evidenced by class projects, exams, and SAM evaluations.

· Students who complete this course will be able to create, resize, position, and format graphics, textboxes, autoshapes, charts, and WordArt and use the drawing canvas as evidenced by class projects, exams, and SAM evaluations.
· Students who complete this course will be able to use the mail merge feature to create and edit the main document and data source, enter and edit records, add merge fields, merge the data, create labels, and sort and filter records as evidenced by class projects, exams, and SAM evaluations. 
· Students who complete this course will be able to create and modify custom paragraph, character, list and table styles; rename, delete and copy styles; create a template and revise and attach the template to other documents as evidenced by class projects, exams, and SAM evaluations.
· Students who complete this course will be able to develop multi-page documents by using outline view, add footnotes and endnotes, navigate the document, generate and update a table of contents and index, modify pages in multiple sections, and work with master documents and subdocuments as evidenced by class projects, exams, and SAM evaluations.
· Students who complete this course will be able to insert drop caps, edit clip art, use layering options, position, align, distribute, and rotate graphics, adjust shadow and 3-D settings, insert a watermark and a page border as evidenced by class projects, exams, and SAM evaluations.
· Students who complete this course will be able to construct and modify a form template which contains text, drop-down, and check box form fields, calculation fields, add help to the form, insert form controls, format and protect the form, and fill in the form as a user as evidenced by class projects, exams, and SAM evaluations.

· Students who complete this course will be able to include comments in a document, track changes, accept and reject changes, create document versions, compare and merge changes, use find and replace options, and protect documents as evidenced by class projects, exams, and SAM evaluations.

· Students who complete this course will be able to plan, create, revise, and run macros as evidenced by class projects, exams, and SAM evaluations.

Student Responsibilities:
Attendance: Class attendance is mandatory for all tests on the day scheduled. A zero is recorded for all work missed during an unexcused absence. Students missing class because of legitimate reasons must consult with the instructor by telephone concerning the absence. Legitimate absences do not excuse the student from class responsibilities. Examples of reasons to be excused by the instructor are serious illness, death in the family, or institutional activities. Documentation for absences may be required.

You are responsible for the activities of each class period. Assignments are due as stated on the attached weekly schedule. Assignments turned in one class late will receive half credit. Assignments turned in one or more weeks late will receive no credit.
Academic Integrity: You are required to do your own work on all tests and assignments. Any form of cheating may result in a grade penalty or your being withdrawn from the course as well as dismissal from the University. See page 38 of the Shawnee State University catalog.

University Disability Statement

Section 504 of the Rehabilitation Act of 1973 and the Americans with Disabilities Act of 1990 require Shawnee State University to provide reasonable academic adjustments or accommodations for students with documented disabilities which would not compromise the integrity of the academic program.  Examples of documented disabilities include physical, psychiatric, and/or learning impairments that substantially limit one or more major life activities of the student.  Students seeking academic adjustments or accommodations must self-identify with the Coordinator of Disability Services, Student Success Center, Massie Hall, 740-351-3276.   After meeting with the Coordinator, students are encouraged to meet with their instructors to discuss their needs, and if applicable, any lab safety concerns related to their disabilities.

Evaluation:
60% of the final grade—On-line SAM tests and hands-on problem tests using the features of Word 2003

All tests will be graded using the University grading scale below.

30% of the final grade—Unit Projects, Skills Reviews, and Independent Challenges


Points will be assigned to each of the assignments. All points will be added together for this portion of your grade. The University grading scale below will then be applied.

10% of the final grade— SAM Training Assignments


You will receive 10 points for each training assignment completed on time. All points will be added together for this portion of your grade. The University grading scale below will then be applied.

A—90-100%

B—80-89%

C—70-79%

D—60-69%

F—Below 60%
Instructional Delivery Method:
The class will be conducted onsite.

Lectures/Demonstrations: The first part of each class will be used to highlight the important materials within each unit using interactive discussion, group work, handouts, and computer demos.

Labs: The remainder of the class will be hands-on learning, facilitated by the instructor. You will work at your own pace during this portion of the class to learn the unit material and/or complete assignments.

Assignments: Unit Projects, Skills Reviews, and Independent Challenges will be assigned to help support and supplement material found in the unit lessons. Additional projects not listed on the weekly schedule will be provided for some units. All files are loaded on the X drive in the Word 2003 folder.
Tests: Four monitored online hands-on tests will be given at scheduled times. SAM 2003 (Skills Assessment Manager) will be used for the tests. Hands-on problem tests may be combined with these tests.

Training Software: SAM 2003 Assessment and Training is available for additional learning and reinforcement. SAM training allows you to choose between three activities (1) Observe to learn how to master a skill, (2) Practice to complete the steps of the skill yourself, and (3) Apply to demonstrate your skill. You may complete the observe and practice training but you must complete the apply for each unit. (See Evaluation above.) SAM is loaded in the Success Center in Lab 149. You may also use the labs in Kricker Hall when they are open.

Deadlines will be set as you progress through the semester.

Licensure or Accreditation Statement:
Not applicable
Topics to be Covered:
	Week
	Unit
	Topic (Objective)
	Assignments

	1
	C
	Introduction

Formatting Text and Paragraphs
	C1-C17 

SR 1-8 & IC 1
SAM Training

	2
	D
	Formatting Documents
	D1-D21

SR 1-10 & IC 1& 2
SAM Training

	3
	D

E
	Complete Unit D

Creating and Formatting Tables
	E1-E17

SR 1-8 & IC 1-3

SAM Training

	4
	E

F
	Complete Unit E

Illustrating Documents with Graphics
	F1-F17

SR 1-8 & IC 3

SAM Training

	5
	
	Complete Unit F
	Test 1

	6
	H
	Merging Word Documents
	H1-H17

SR 1-7 & IC 1

SAM Training

	7
	I
	Working with Styles and Templates
	I1-I17

SR 1-7 & IC 3
SAM Training

	8
	J
	Developing Multipage Documents
	J1-J17

SR 1-8 & IC 1 & 2

SAM Training

	9
	
	Complete Unit J
	Test 2

	10
	K
	Integrating Word with Other Programs
	K1-K17

SR1-7 & IC 1-3

SAM Training

	11
	L
	Exploring Advanced Graphics
	L1-L17

SR 1-8 & IC 1

SAM Training

	12
	
	Complete Unit L
	Test 3

	13
	M
	Building Forms
	M1-M17

SR 1-8 & IC 1 & 2
SAM Training

	14
	N
	Working with Charts and Diagrams
	N1-N17

SR1-7 & IC 1-3

SAM Training

	15
	O
	Collaborating with Workgroups
	O1-O17

SR 1-7 & IC 2

SAM Training 
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