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Indiana University Southeast
Computer Science Department 
A211 – WordProcessing Applications

Course Syllabus – Spring 2009
	INSTRUCTOR: Carolyn Granda
	EMAIL: cgranda@ius.edu

	OFFICE: Life Sciences 118
	WEBSITE: http://homepages.ius.edu/cgranda

	OFFICE HOURS: MW NOON-1:00 PM
	PHONE: 812-941-2154

	                                  TR 12:30-1:30
	FAX: 812-941-2637

	                                  or by appointment 
	

	                                  Online office Hours as arranged
	


COURSE DESCRIPTION
This course introduces the student to word processing techniques used in creating letters, forms and reports. The student will use styles, outlines, tables, and field codes in documents and templates. Advanced topics include merging documents, customizing the Word environment, and integrating the features of Word with other software applications. 

COURSE PREREQUISITE

C106, W200, or equivalent

REQUIRED TEXT and MATERIAL
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TEXT: New Perspectives on Microsoft Office Word 2007, Comprehensive
AUTHOR: Scott Zimmerman, Beverly Zimmerman, Ann Shaffer 
ISBN 13: 978-1-4239-0582-0 © 2008
ISBN 10: 1-4239-0582-2
PUBLISHER: Course Technology
YEAR: 2007
Student Data Files – provided via the : http://www.course.com/ website.
Optional Software: Microsoft Office 2007
This software is not required to purchase. It is available in the computer labs on campus. However, if you wish to purchase Microsoft Office 2007, check with the University bookstore as it carries the complete version at a very nominal price.

COURSE OBJECTIVE

Gain knowledge in the following areas –

· Create and format a Word document.

· Create and format a multiple page report.

· Create newsletters using desktop publishing features.

· Create and format a document template.

· Define and apply document styles.

· Merge a main document with a source document.

· Integrate Word with other applications.

· Customize Word settings.

COURSE OUTLINE

The purpose of this course is to provide you with a comprehensive understanding of the basic to more advanced features of the latest version of Word, from creating, editing, and formatting a document, to the new Reading Layout view, XML, and customizing Word and integrating it with the Internet and other programs.

By the end of this class, you will understand -- 

· Managing Your Files

· Using Common Features of Microsoft Office 2003

· Creating a Document

· Editing and Formatting a Document

· Creating a Multiple-Page Report

· Desktop Publishing and Mail Merge

· Creating Styles, Outlines, Tables, and Tables of Contents

· Creating Form Letters and Mailing Labels

· Collaborating with Others and Creating Web Pages

· Customizing Word and Automating Your Work

· Creating On-Screen Forms Using Advanced Table Techniques

· Managing Long Documents

· Structuring Documents Using XML

EVALUATION

Semester grades will be based on the grades shown below. 

	Labs
	50%

	HW
	20%

	Exams
	25%

	Class Participation
	5%


GRADING SCALE

	A+
	97 – 100 %
	A
	93 – 96 %
	A-
	90 – 92 %

	B+
	87 –   90 %
	B
	83 – 86 %
	B-
	80 – 82 %

	C+
	77 –   80 %
	C
	73 – 76 %
	C-
	70 – 72 %

	D+
	67 –   70 %
	D
	63 – 66 %
	D-
	60 – 62 %

	F  - Below 60


STUDENTS WITH DISABILITIES

Special arrangements can be made for students with disabilities. Those requiring academic adjustments of any class work or seating arrangements should give the instructor written proof of the disability within 2 weeks of the beginning of the semester or disability incident. Contact Hannah Wallace (wallaceh@ius.edu), Office of Services for Students with Disabilities, Room LB006 for additional help. http://www.ius.edu/UD/DisabilityServices/index.cfm

TURNING IN LABS (200 points per lab) 
All projects should be completed using Microsoft Office - Word. You will not be turning in paper work. Instead, you will submit the entire project via Oncourse's dropbox feature. Lab assignments will be posted on Oncourse and should be completed and returned on a specified date.  They are due by midnight EST via the Oncourse Dropbox. Late labs will be penalized according to the following:

up to 24 hours

             10% reduction 

24-48 hours


 20% reduction

48-72 hours

  
 30% reduction

over 72 hours

  
 Not accepted
It is highly recommended that you retain a backup copy of ALL work to be submitted in case something happens to a version that you are working on. As a backup feature, you may upload your work to the Oncourse resource area or save to a flash drive
EXAMS (200 points each)
There will be three (3) exams throughout the term. Exams will cover the concepts and terminology learned throughout the course. They will predominantly cover the Windows XP material and the chapters in your Discovering Computers book. All exams will be conducted online using Oncourse. Late Exams are subject to the penalty points outlined above. 
CLASS PARTICIPATION (20 points each)
Class participation is still mandatory in an online class. You will be required to report to the instructor via Oncourse on a weekly basis. Failure to do so will result in no participation points being awarded for that week. You will earn points each week for participating/checking in. 

To check in for the week, sign onto Oncourse, click the Tools tab, click the Oncourse Test/Survey link, and complete the Check In report for the week you are checking in. At the end of the semester, 5% of these points will be counted as part of your overall grade.  

 

It is the student's responsibility to check both the class website (http://homepages.ius.edu/cgranda/a211w) and your Oncourse email daily for special announcements and/or email from me. Using the excuse that "I didn't know ..." will not suffice. 

TIME MANAGEMENT TO COMPLETE PROJECTS/WORK     
Due to the nature of an online class, sometimes it can be difficult to manage your time to complete the work. It is advised that you set aside time each day/week to complete the assigned material for the course. This is considered your "class time" in which you will allow no interruptions from outside sources. I find that students that follow this format in completing work do better in the course and are less likely to submit late work due to "circumstances".

ACADEMIC DISHONESTY
While some discussion of labs may be beneficial in the learning process, do not copy someone else’s work.  This is software piracy and will be treated as such.  Any such notification and proof of copying of programs will result in a grade of zero (0) for ALL parties involved.

Indiana University Southeast’s policy on cheating and plagiarism is consistent with the definition of plagiarism provided by Webster's Ninth New Collegiate Dictionary:


to plagiarize is to;

· steal and pass off (the ideas or words of another) as one's own; 

· use (a created production) without crediting the source; 

· to commit literacy theft; 

· present as new and original an idea or product derived from an existing source. 

Indiana University Southeast also considers a student to be guilty of plagiarism if the student allows their original work to be used by another student for academic credit.

Note: Refer to the Bulletin for complete details of the Indiana University policy.
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COURSE SCHEDULE – Exact due dates can be found on Oncourse.

	Week # 
	Tutorial
	Labs Due 

	1 
	1 – Creating a Document

	


	2 
	2 – Editing and Formatting a Document
	Lab #1 – Tutorial 1


	3 
	3 – Creating a Multiple-Page Document
	Lab #2 – Tutorial 2


	4
	4 – Desktop Publishing and Mail Merge
	Lab #3 – Tutorial 3

	5
	Exam 1
	Lab #4 – Tutorial 4

	6
	5 – Working with Templates, Themes, Styles, and Tables of Contents
	

	7
	6 – Creating Form Letters and Mailing Labels
	Lab #5 – Tutorial 5

	8
	7 – Collaborating with Others and Creating WebPages
	Lab #6 – Tutorial 6

	9
	Exam 2
	Lab #7 – Tutorial 7

	10
	8 – Customizing Word and Automating Your Word
	

	11
	

	

	12
	9 – Creating On-Screen Forms Using Advanced Table Techniques
	Lab #8 – Tutorial 8

	13
	
	

	14
	10 – Managing Long Documents
	Lab #9 - Tutorial 9

	15
	
	

	16
	Exam 3
	Lab #10 - Tutorial 10




  
Note: This course schedule is subject to change at the discretion of the instructor due to time constraints or other extenuating circumstances.

IMPORTANT DATES TO REMEMBER

	Date
	
	Event

	January 12     
	-
	First day of Spring classes

	January 16      
	-
	Last day to add classes

	January 19
	-
	*** No Classes – Holiday ***

	March 20
	-
	Last day to drop without academic penalty

	March 22-28
	-
	*** No Classes - Spring Break ***

	April 27
	-
	Last day of regular class meetings

	April 29 -May 5
	-
	Final Exams

	May 8
	-
	Grades Due
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