MSU-BOTTINEAU
COURSE SYLLABUS
                        BOTE 147-WORDPROCESSING

Instructor: 
Mr. Russ Gagnon

Office:
Admin 2nd Floor
Office Hours: By appointment please

Phone:
858-4339, home: 852-3463 before 9 p.m.

E-mail: 
russ.gagnon@minotstateu.edu

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. 
Text and Materials: Microsoft Office Word 2007, Illustrated Complete, 1st Edition, Jennifer Duffy and Carol M. Cram, ISBN-13: 9781423905271, 2008, 480  pages. You will need a Jump//USB/Flash drive.  I recommend at least 256mb but a 1gb would be better.  A personal laptop computer may be used.
Teaching Methods:

1. Lectures/Demonstrations: The first half of each class will be 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.

Course Policies:

Missed Classes: Attendance is expected. Unannounced quizzes and class projects can be made-up only when the instructor excuses students prior to class. You are responsible for the activities of each class period. If you know of a conflict ahead of time, you are welcome to submit projects early.

Assignments: All assignments are due at the beginning of class on the date due unless specified prior. Late assignments receive one-half credit minus errors and must be turned in before the final. Make sure your name, and exercise number appear in the upper-right corner. If an exercise has multiple sheets, then staple them together and include each exercise number or step. Do not staple different assignments together. Disorganized assignments (pages out of order, mislabeled, unreadable, etc) will be penalized. If there are multiple sheets to be handed in, sequence them according to the order in the exercise.

Academic Dishonesty: Plagiarism and cheating are serious offenses and may be punished by failure on exam, paper or project; failure in course; and/or expulsion from the university. For more information, refer to the "Academic Dishonesty" policy in the online university catalog and/or student handbook.

Need for Assistance: If you have any condition, such as a physical or learning disability, for which you need extra assistance, please see me immediately. If you have already met with Student Services, please provide me with information regarding your special needs

as soon as possible so that appropriate accommodations can be made.

Material Covered:  Upon successfully completing this course, students will be able to challenge the Microsoft Certified Application Specialist evaluation. 

Introduction of Microsoft Windows XP and Vista

Microsoft Office 2007 

 
Introductory Office 2007 and Microsoft Word


Creating Documents with Word 2007

Editing Documents


Formatting Text and Paragraphs


Formatting Documents


Creating and Formatting Tables


Illustrating Documents with Graphics


Working with Themes and Building Blocks


Merging Word Documents


Working with Styles and Templates


Developing Multipage Documents


Working with References


Integrating Word with Other Programs


Exploring Advanced Graphics


Building Forms


Collaborating with Co-workers


Customizing Word

MSU-B General Ed goals 1,2,3,4,and 9 apply throughout these objectives
GRADING: Assignments, quizzes, and tests are computed for total points.

90-100= A 80-89=B 70-79=C 60-69=D below 60=F

