MSU-BOTTINEAU

Course Outline

Name of instructor: Russ Gagnon
Course Title and Number: Word Processing BOTE 147 


Credits: 3 


Prerequisite: None
	Course Description: Use of current word processing software to create professional business documents including letters, memos, reports, tables, forms, brochures, and graphic aids.  Advanced features in printing, macros, and merging also practiced.


	Required Text: Microsoft Office Word 2003: Complete Tutorial, Pasewark and Pasewark, Connie Morrison, ISBN: 0-619-18352-7 © 2005, Publish date: September 3, 2004, 664 pages. 


	*Course Objectives: (List which, if any, of the general education goals listed below each of your course objectives satisfies by writing the number of the goal beside the objective.)
Create a new document. Save a document. Locate and open an existing document. Preview a document.

Change the page orientation of a document.
Print a document 
Find and Replace text. Show/Hide Formatting characters. Delete and type over text Use AutoFormat As You Type, AutoComplete, and AutoText. Make corrections using AutoCorrect, automatic spell checking, and automatic grammar checking. Apply different fonts and font styles to your text. Set and modify tabs. Apply bullet and numbering formats. Create an outline numbered list. •
Organize a document in Outline view.•Format text into columns. •Add borders and shading.• Insert and scale clip art.•Wrap text around graphics•Insert page breaks.•Insert headers and footers.•
Create and use templates and wizards.•Use mail merge.•Create and print envelopes and labels.•Compare and merge documents.•Save a document as a Web page and apply a theme.•Insert hyperlinks in documents and Web pages.•Sort a single-column list.•Sort a multiple-column list created with tabs.•Sort paragraphs.•Sort a table.•Create calculations in tables.•Update calculations in tables.•Create formulas in tables.•
Center and AutoFit a table.•Adjust column width and row height manually.•Convert text to a table.•Insert, delete, and move rows and columns.•Draw, merge, and split table cells•Link and embed an Excel worksheet into a Word document.•Create and modify a chart.•Import Excel worksheet data into a chart•Identify a main document and a data source.•Insert merge fields into the main document.•Create a sidebar.•Apply shading to paragraphs and sections of text.•Create a pull quote•Move or copy text between documents•Revise footnotes and endnotes.•
Set the default file location for workgroup templates.•Add comments to the file properties of a document.•Route documents.•Create multiple versions of a document.•Track changes in a document•Create and modify an online form template using form controls.•Insert online form fields for text boxes, check boxes, and drop-down lists.•Insert a table onto a form•Create a personal template.•Attach your personal template to a document.•
Customize toolbars.

•Create a custom menu.•Create a macro.•Run a macro.•Create a toolbar button to run a macro.•Edit a macro.•Create and compile a table of contents using heading styles.•Create and compile a table of contents using fields.•Format a first page differently from subsequent pages. MSU-B General Ed goals 1,2,3,4, and 9 apply throughout these objectives.


	Course Content: Introduction

Lesson 1: Microsoft Office 2003 Basics and the Internet

Introductory Microsoft Word

Lesson 1: Word Basics

Lesson 2: Basic Editing

Lesson 3: Helpful Word Features

Lesson 4: Formatting Text

Lesson 5: Formatting Paragraphs and Documents

Lesson 6: Working with Graphics

Lesson 7: Working with Documents

Lesson 8: Increasing Efficiency Using Word

Advanced Microsoft Word 

Lesson 9: Sorting and Calculating

Lesson 10: Customizing Tables and Creating Charts

Lesson 11: Merging Form Documents, Directories, Mailing Labels, and Envelopes

Lesson 12: Formatting Graphics and Text Boxes

Lesson 13: Working with Long Documents

Lesson 14: Editing in Workgroups

Lesson 15: Creating Forms and Working with Web Documents

Lesson 16: Customizing Features

Lesson 17: Creating Indexes and Tables of Contents, Figures, and Authorities

Advanced Communications with Microsoft Word

Lesson 18: Formatting Columns and Sections

Lesson 19: More on Desktop Publishing

Lesson 20: Web Publishing with Word
 

	Course Requirements and Evaluation: 1.
Lectures/Demonstrations: The first half of each class is used to highlight the important material within each unit using interactive discussions, group work, handouts, and computer demos. 

2.
Labs: The last half of each class is dedicated to hands-on learning, facilitated by the instructor. You will work at your own pace during this portion of the class to solidify the lesson material or to begin work on the weekly projects.

3.
Projects: I anticipate that each project and activity from the end of the unit discussed during that week will be assigned.

4.
Quizzes and Tests: Unannounced quizzes will not be available to be made up, it is anticipated that there will be three tests, students missing a preannounced test without making prior arrangements will not be allowed to retake the test.

GRADING:  Assignments, quizzes, and tests are computed for total points.

90-100= A     80-89=B     75-79=C     65-74=D     below 65=F 






*Ten General Education Goals

1) To develop the ability to communicate

2) To develop thinking skills

3) To develop knowledge and application of technology

4) To develop skills in mathematical computation

5) To develop an aesthetic appreciation for the world in which we live

6) To promote the management and use of physical activity

7) To develop a knowledge and application of science

8) To understand and appreciate cultural diversity

9) To develop lifelong learning skills

10) To foster interpersonal development

Course Objectives (Sample)


To develop skills analyzing and interpreting dramatic texts, demonstrated through discussions (Meets MSU-B General Ed. Goal #2)


To develop your own critical analysis and interpretation through writing papers


To become more familiar with dramatic terminology


To explore dramatic texts through performance (Meets MSU-B General Ed. Goal #5)

