BARTON COMMUNITY COLLEGE

COURSE SYLLABUS

I. GENERAL COURSE INFORMATION

Course Number:

OFTC 1697

Course Title:

Advanced Word Processing Applications
Credit Hours:

3

Prerequisite: 
BSTC 1036 - Computer Concepts and Applications with a C or better
Division/Discipline:
Career and Technical Education, Office Technology

Course Description:
This course will provide students with an enhanced ability to efficiently use a word processing application and utilize advanced word processing features.  Some of these features will include advanced formatting, editing and proofreading skills; customization in pictures, tables, charts, WordArt, SmartArt and templates; and creating multiple page reports and mail merged documents. 
II. INSTRUCTOR INFORMATION

III. COLLEGE POLICIES
Students and faculty of Barton Community College constitute a special community engaged in the process of education.  The college assumes that the 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.

Plagiarism on any academic endeavors at Barton Community College will not be tolerated.  
The student is responsible for learning the rules of, and avoiding instances of, intentional or unintentional plagiarism.  Information about academic integrity is located in the Student Handbook.
The college reserves the right to suspend a student for conduct that is determined to be detrimental to the College educational endeavors as outlines in the College Catalog, Student Handbook, and College Policy & Procedure Manual. [Most up-to-date documents are available on the College webpage.]
Any student seeking an accommodation under the provisions of the Americans with Disabilities Act (ADA) is to notify Student Support Services via email at disabilityservices@bartonccc.edu.

IV. COURSE AS VIEWED IN THE TOTAL CURRICULUM

This course is needed to provide continued training for the technological innovations in word processing techniques and procedures.  Students must have highly developed keyboarding and word processing skills to adequately produce professional, high-quality documents using advanced word processing features to increase efficiency.
V. ASSESSMENT OF STUDENT LEARNING
Barton Community College is committed to the assessment of student learning and to quality education.  Assessment activities provide a means to develop an understanding of how students learn, what they know, and what they can do with their knowledge.  Results from these various activities guide Barton, as a learning college, in finding ways to improve student learning.
Course Outcomes, Competencies, and Supplemental Competencies:
A. Utilize advanced formatting skills to manipulate text, pictures, shapes, and objects within a word processing document 

1. Use advanced text and picture effects to create a customized design

2. Utilize wrap text when working with pictures and other objects

3. Create flexibility and mobility within your document by using text boxes 

4. Utilize columns, line and paragraph spacing, and page break settings to organize a document

5. Create, design and format charts within a word processing document

6. Create a document using design features such as shapes, WordArt, and SmartArt 

7. Create and customize headers and footers

B. Utilize advanced editing skills within a word processing document 

1. Use proofreading, comment, and tracking features to edit a document

2. Setup margins, tabs, and indents to organize and create efficiency within a document
3. Utilize spelling and grammar check to assist in editing a document
C. Create and customize tables to organize data within a word processing document

1. Use the Merge / split cell features to organize a table

2. Use table cell borders to customize a table

3. Create forms utilizing advanced content controls such as text, list and checkbox 

D. Arrange and organize multiple page reports and documents 

1. Create a table of contents utilizing hyperlinks

2. Create a master document using subdocuments and outlines

3. Use captions and cross-referencing throughout a master document

4. Maintain consistency within similar business documents using style features

E. Use and customize templates within a word processing document 

1. Demonstrate style and formatting features within a template

2. Use advanced features to change theme, styles and spacing within a word processing template

3. Save a document as a template

F. Utilize mail merge features and processes 

1. Create data source for mail merge

2. Perform mail merge with and without the wizard

3. Use a sort or filter to customize mail merge

4. Create envelopes and labels using mail merge

G. Utilize backstage content

1. Create and update document properties

2. Use backstage options to complete updates to display, proofreading, and language defaults as well as other advanced settings
VI. INSTRUCTOR'S EXPECTATIONS OF STUDENTS IN CLASS

VII. TEXTBOOKS AND OTHER REQUIRED MATERIALS

VIII. REFERENCES

IX. METHODS OF INSTRUCTION AND EVALUATION

X. ATTENDANCE REQUIREMENTS
XI. COURSE OUTLINE
