SHAWNEE STATE UNIVERSITY

COURSE SYLLABUS

BUOA 2110-01

Office Communications
Credit Hours:

3
Course Description:

Introduction to machine transcription and the development of transcription skills, which include vocabulary development, spelling, punctuation, grammar, and speed development.  A study of Outlook  software as a communications tool is included.

Prerequisite: BUOA 1140 Word Processing
Goals and Objectives: 
The goals of this course are as follows: 
· To develop your ability to transcribe business documents into mailable copy form at an acceptable rate of speed and accuracy
· To develop your proofreading skills, correct grammar usage, and the use of correct punctuation
· To develop your ability to use Microsoft Outlook 2003 to organize and share information and communicate with others
The objectives of this course are as follows:
· Students who complete this course will be able to transcribe mailable keyboarded copy from transcription equipment as evidenced by class projects.

· Students who complete this course will be able to demonstrate a strong basis of language arts skills including grammar, punctuation, word usage, and spelling as evidenced by exams and projects.

· Students who complete this course will be able to properly format various business documents using Word 2003 as evidenced by class projects.
· Students who complete this course will be able to make proper use of the various reference materials available to you as evidenced by class projects.

· Students who complete this course will be able to key at an acceptable rate as evidenced by timed writings.

· Students who complete this course will be able to create, send, receive, and reply to email messages using Outlook 2003 as evidenced by class projects.

· Students who complete this course will be able to create and manage appointments, meetings, and events using Outlook 2003 as evidence by class projects.

· Students who complete this course will be able to create and manage contacts using Outlook 2003 as evidenced by class projects.

· Students who complete this course will be able to create and manage tasks and notes using Outlook 2003 as evidenced by class projects
Student Responsibilities
Attendance: Class attendance is mandatory since all work that is completed for a grade is completed during class time under the supervision of the instructor. 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 illnesses, death in the family, or institutional activities.

You must call in to explain why you are not going to be in class. If it is determined to be an excused absence, you must make up transcriptions within one week of the absence. Quizzes must be made up immediately upon returning to class. Documentation for absences may be required. A zero is recorded for all work missed during an unexcused absence. 

Being late to class will result in reduced time to complete assignments. Any tests, quizzes, or timed writings given prior to your arrival will result in a zero.

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 possible 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:

70% of final grade: 1. tests from unit content


     2. transcription (into mailable copy)

All tests will be graded using the following scale:

A: 
90-100%

B: 
80-89%

C:
70-79%

D:
60-69%

F: 
Below 60%

All transcription (mailable copy) will be graded using the following scale:

A:
Perfect Copy

B: 
1 Correctable Error

C:
2 Correctable Errors

D:
3 Correctable Errors

F:
4 or More Errors

At the end of each unit, all grades will be averaged for a unit grade. At the end of the semester, all unit grades will be averaged for a final grade.

20% of the final grade: Projects from Outlook 2003

Points will be assigned to each project. All points will be added together for this portion of your grade. The percentage grading scale above will then be applied.

10% of the final grade: Five minute timings (Four attempts per week)
The timed-writing grade will be determined by performance on five-minute timings and will only be accepted if completed during class time with the instructor present. The timings must be turned in immediately upon completion and will not be accepted later in the class session.
Timed writings will be given throughout the semester. You must reach the same speed at least twice, with no more than five errors, in order for the grade to be counted. 

A:
40 WPM


C:
30-34 WPM

F:
24 and below
B:
35-39 WPM

D:
25-29 WPM
Instructional Delivery Method:
This course will be conducted onsite. Sections 1-10 from Machine Transcription Complete Course will be covered. Spelling, punctuation, grammar, and word study tests will be given throughout the semester. You will transcribe mailable copy each week from recorded dictation using the Dictaphone.
The beginning of each class will be devoted to skillbuilding and speed development. You must complete the skillbuilding assignment at the beginning of class in order to be permitted to take timed writings that day.

You will be introduced to the basic functions of Outlook 2003. This will be accomplished by lecture and demonstration. Then you will be given lab time to complete projects for practice and a grade. Deadlines will be set for each assignment as you progress through the semester.

Licensure or Accreditation Statement
Not applicable
 Topics to be Covered
	Week
	Machine Transcription
	Outlook 2003
	Skill Development

	1
	Introduction/Orientation 

Business Letters and Memos
	
	12-Second Sprints

	2
	Section 1 
	Electronic Mail
Sending Email
	New Key Drills

	3
	Complete Section 1
	
	Progressive Practice

	4
	Section 2
	Replying to email

Forwarding email

Attachments to email
	Paced Practice

	5
	Complete Section 2
	
	MAP

	6
	Section 3
	Contacts 
	12-Second Sprints

	7
	Complete Section 3

Section 4
	 
	New Key Drills

	8
	Complete Section 4
	Calendar

Appointments

Events
	Progressive Practice

	9
	Section 5
	
	Paced Practice

	10
	Section 6
	Tasks
	MAP

	11
	Section 7
	
	12-Second Sprints

	12
	Section 8
	Notes
	New-Key Drills

	13
	Section 9
	
	Progressive Practice

	Week
	Machine Transcription
	Outlook 2003
	Skill Development

	14
	Section 10
	Scheduling Meetings
	Paced Practice

	15
	Complete Section 10
	
	MAP


Final Exam
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