BARTON COMMUNITY COLLEGE

COURSE SYLLABUS

I. GENERAL COURSE INFORMATION

Course Number:

OFTC 1696

Course Title:

Word Processing Applications

Credit Hours:

3

Prerequisite:

None
Division/Discipline:
Workforce Training & Community Education
Course Description:
A course emphasizing the preparation of documents utilizing automated electronic text editing word processing equipment and all the language arts skills necessary for accurate copy.  Included will be creation, revision, printing, formatting, rulers, pagination, repetitive documents, hyphenation, spelling error detection, list/merge processing, and related functions.

II. CLASSROOM POLICY
Students and faculty of Barton Community College constitute a special community engaged in the process of education.  The college assumes that its students and faculty will demonstrate a code of personal honor that is based upon courtesy, integrity, common sense, and respect for others both within and outside the classroom.

The college reserves the right to suspend a student for conduct that is detrimental to the college’s educational endeavors, as outlined in the college catalog.

Plagiarism on any academic endeavors at Barton Community College will not be tolerated.  Learn the rules of, and avoid instances of, intentional or unintentional plagiarism.

Anyone seeking an accommodation under provisions of the Americans with Disabilities Act should notify Student Support Services

III. COURSE AS VIEWED IN THE TOTAL CURRICULUM
Because of the technological innovations that are currently being integrated into all offices both large and small in the area of word/information processing, it is important that students have training on electronic automated text-editing equipment.  In order to efficiently produce error-free copy, it is important that the student has highly developed keyboarding skills and has the ability to analyze projects and to determine the features of the equipment and software to use.

IV. ASSESSMENT OF STUDENT LEARNING/COURSE OUTCOMES

Barton Community College assesses student learning at several levels:  institutional, program, degree and classroom.  The goal of these assessment activities is to improve student learning.  As a student in this course, you will participate in various assessment activities.  Results of these activities will be used to improve the content and delivery of Barton’s instructional program.

Following successful completion students will be able to:

A. Perform common word processing functions.
B. Obtain skills necessary to pass the Core MOUS exam to enter the workforce.

V. COMPETENCIES

A. Understand and identify terminology associated with word processing.

B. Edit and format a word processing document with the proper features and functions.

C. Format paragraphs of a document using the different paragraph features.

D. Modify the appearance of a document using the page setup and insert menus.

E. Create columns and sections in a document and be able to apply styles.

F. Select printer and print pages or selected pages and prepare and print envelopes and labels.

G. Manage files by locating and opening files, saving files, creating folders, and sending documents via e-mail.

H. Use templates and wizards and the office assistant to create new documents.

I. Create and format tables.

J. Use the drawing toolbar and insert graphics and images into a word document

K. Operate spell checker and thesaurus.

L. Demonstrate the use of text blocks to move, copy, delete, and append.

M. Merge and manage shared documents utilizing the appropriate features and functions.

N. Utilize and apply appropriate reference features.

O. Create and format columns appropriately.

VI. INSTRUCTOR EXPECTATIONS OF STUDENTS IN CLASS
VII. TEXTBOOK, AND OTHER REQUIRED MATERIALS

VIII. REFERENCES

IX. METHODS OF INSTRUCTION AND EVALUATION

X. ATTENDANCE REQUIREMENTS

XI. COURSE OUTLINE
1

