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PimaCommunityCollege

 In Association with Gila Community College, San Carlos Campus

CSA 120AWord Processing: Word Module A

Information: CSA 120A, 120B, and 120C together constitute CSA 120.
Fall 2004


Course Information:

Course Prefix/Number: CSA 120A






Course Title/CRN: 
19241


Class Days/Times/Room: 8:00am – 5:00pm  September 4, 2004





Credit Hours:  1.0







Prerequisites: NONE



Required Assessments:  NONE






Teaching Format:  Lecture



Methodology:  Web Based







Transferability:




Course Web Page:
http://cc.pima.edu/~cbarnes






Estimated Study Time: 5 hours




Instructor Information:
Name:

Cindy Barnes
US Mail:

Gila Community College

 

San Carlos Campus



Address



San Carlos, AZ 85550
Phone/Voice Mail:    
(928) –475-5981

E-mail: 

Cindy.Barnes@Pima.edu

Availability:
Office hours: (Please email anytime)
Instructional Materials:     

· A computer running some version of Windows. Win95, Win98, and WinXP are discussed particularly.  Access to the Internet to obtain websites of discussion.   I have been given permission by Jan Smith to utilize her Computer Literacy Website in a classroom setting.  Her only request is that the teacher and student complete the evaluation form.  You may also find useful to purchase her CD for reference.  

· Ability to type
· 2 3 1/2 Floppy Disk to save documents.  Start good backup habits early and you won't kick yourself later when your files are lost.  
Note: The Gila Community College Bookstore can be accessed and books ordered via the Internet at www.gilaccc.org.

CSA 120A Course Syllabus

Course Description:  Microsoft Word at an introductory level. Includes getting started with Word for Windows, editing a document, enhancing text, formatting a document and multipage documents
Course Objectives:  

Upon completion of the course, the student will be able to do the following:

1. Create a document.

2. Use toolbars.

3. Use Help.

4. Save and print a document.

5. Modify text.

6. Work with selected text; use the copy and paste features.

7. Apply simple and multiple formats.

8. Insert special characters.

9. Format a document, use tabs, borders, bullets, and numbering features.

10. Work with multipage documents.

11. Use Page Setup, Spell Check and AutoCorrect.

Course Outline: 

I. Getting Started with Microsoft Word 
A. Starting Word 

B. Using Elements of the Screen 

C. Getting Online Help 

D. Using Word File Commands 

II. Editing a Document 

A. Modifying Text 

B. Working with Selected Text 

C. Printing 

III. Enhancing Text 

A. Applying Simple and Multiple Formats 

B. Viewing and Copying Formats 

C. Inserting Special Items 

IV. Formatting a Document 

A. Formatting Paragraphs 

B. Using Tabs 

C. Inserting Special Items 

V. Multipage Documents 

A. Moving in a Large Document 

B. Modifying the Page Setup 

C. Using Language Tools 

Course Requirements
1. Students are expected to complete the lab practices to understand the concepts and literacy.  

2. Each practice and quiz is designed to help you complete your final.  

3. Your final grade will be based on your attendance and your final exam.  Attendance will count 40% and the final will count 60% of your grade.  Please submit your final by the end of the last class.  If you have a legitimate excuse, contact the instructor personally at least 24 hours prior to the due day.  

4. Collusion:  Collusion is the submission of another person’s work.  It will result in an automatic “F” for the course.  It is your responsibility to be aware of collusion consequences.  Students learn a lot by helping each other.  A cooperative environment while students are working at the computer will be more fun and will enhance learning for all.  However, the final that you email must be your own work.  

5. The instructor has the option to change the schedule at any time.  

         Important Phone Numbers:

For questions concerning subject matter:  instructor number/voice mail

For general information about the San Carlos Campus: 928-468-8039 

For general information about Pima Community College: 520-206-4500

To register for all PCC courses: www.gilaccc.org or www.pima.edu
CSA 120A Course Policies

Attendance: 
· The attendance policy for this class is simple.  You are all adults who have in some form paid for this class.  If you do not wish to come to any session, you do not have to attend.  However, it is your responsibility to make up what you have missed by not attending 

Academic Integrity: (choose one, only)

· All work done for this class must be your own.  While you may discuss assignments with other class members, the final written project must clearly be your own.  You may use work from books and other materials if it is properly cited.  Copying from a book without proper reference or from a person under any circumstances will result in an F for the assignment, and at the instructor's discretion, possibly an F for the course..

ADA Compliance: 

Pima County Community College District strives to comply with the provisions of the Americans with Disabilities Act and Section 504 of the Rehabilitation Act. Students with disabilities requiring special accommodations must notify the instructor of this need or directly contact the Disabled Student Resources Office on your campus at the beginning of the semester. 

       Classroom Behavior: 

· Possession of drugs, alcohol or firearms on college property is illegal.
· Students creating disturbances that interfere with the conduct of the class or the learning of others will be asked to leave.

Course Feedback: How quickly are exams and assignments returned?  Are there student conferences?  How do  students know how well they are doing?  Is there a mid-semester grade report?

      Instructor Withdrawals:  

Students may withdraw from class at any time during the first 2/3 of the semester without instructor permission and without incurring any grade penalty. The instructor for this class will withdraw students only for the official 45th day report due on Date changes.  Students who have not submitted any assignments nor taken the midterm at that time are assumed NOT to be participating in the class and will be withdrawn.  Students not active after this date will receive an "F" grade at the end of the semester.  Please be sure to withdraw yourself by date changes if you do not expect to complete the class.

 Workload:  Students are expected to spend an average of 8 hours per week attending class sessions, doing        assignments and research, reading and preparing for exams.  The standard Carnegie Unit of college credit assigns one credit hour for each 15 hours of class time and assumes that students spend two hours working outside the classroom for each hour of classroom instruction.  For at three-credit course, this translates to 135 hours per semester or an average of nine hours per week for a 15/16-week semester.
CSA 120A Grading System/Policies

 A sample is included here:

 Your final grade will be calculated as follows:





A
=
100-90 points

Attendance
            (40 points)

B
=
89-80  points






C
=
79-70  points

Final Exam
             (60 points)

D
=
69-60  points






F
=
below 60 points

  Incomplete (I) grade:

· To receive an “ I “ grade, you must have finished at least 1/2 of the course requirements (including receiving a passing grade on the midterm) and specifically request the grade.  Please call before the last week of class to be sure that there is sufficient time to consider your request.  An incomplete grade generally implies that a student has shown sufficient initiative to complete the course on his or her own.  You will receive a copy of the standard “I” form filed with the grade. This form details specifically what must be done to complete the course. A student has one year to complete the required work, after which the grade automatically reverts to an “F.” 

· “I” grades are not awarded automatically.  The student must request an "I" from the instructor who will judge the student's ability to complete the course on his or her own.  Generally the student must have completed over 75% of the course requirements.  Student and instructor fill out a form listing what remains to be completed as well as how and when the work will be done.  "I" grades will not be re-evaluated during the final two weeks of the semester when class activities are normally at their most intense.

· “I” grades must be requested in writing by the student and final decisions regarding an incomplete grade are made by the instructor, but no incompletes are given if less than 2/3 of the course work has been completed.  Incompletes are generally reserved for medical and family emergencies that are of significant duration or occur at a critical time during the semester.

· Due to the nature of this class, incomplete grades will not be given.

· Write your own.

Special Withdrawal (Y) grade:

The “Y” grade is an administrative withdrawal given at the instructor’s option when no other grade is deemed appropriate.  Your instructor must file a form stating the specific rationale for awarding this grade.  “Y” grades are discouraged since they often effect students negatively.  Your instructor will not award a "Y" grade without a strong reason.

Make-up Exams: 

No make-up exams are given

Final Grades:

Students will receive a grade transcript from the college mailed to the address given with registration materials at the end of the semester when all grades have been recorded.  For privacy and security reasons, instructors are advised NOT to give grades over the telephone.  Students who wish to check grades may call MAX 2000 at 206-4880.
CSA 120A Class Calendar/Schedule

Microsoft Word Processing
Housekeepping

· I need your email address

· Read and sign syllabus

· Most of this class will be web based material

· Create a folder on the desktop and call it your name

Resources and Online Readings 

· TypingMaster
· Test Your Typing Online
·   Selected Resume Resources on the Web
·  Guide to Resume Writing 
·  Intellectual Property in the Information Age
·   Online Citation Reference
·  A Guide for Writing Research Papers Based on Modern Language Association (MLA) Documentation  
· Microsoft Office Specialist
· MS Office Specialist FAQ
Let’s get ready for class!

This is a great website, I suggest everyone purchase the CD for all the lesson programs

Call them at 1-888-738-2573 ext. 20 and talk to any of the staff there.

1. Please go to this website:
http://www.jegsworks.com/Lessons/lesson1-2/lesson2-2.htm 

2. Click on “Working with Word” 

3. We have four projects

· Word Basics-Complete Exercise 2

· Auto Tools – Complete Exercise 4

· Brochure – Complete Exercise 1

· Report – Complete Exercise 1 School Report

AFTER EACH EXERCISE IS COMPLETE TAKE YOUR QUIZ

PLEASE COMPLETE EVALUATION FORM AT:

 http://www.jegsworks.com/Lessons/evaluationform-student.htm
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Thank you for a wonderful journey! Your self-learning starts from here!

"It is good to have an end to journey toward, but it is the journey that matters in the end."
--Ursula K. LeGuin 

CSA 120A SYLLABUS


Caveats
Your instructor will make every attempt to follow the above procedures and schedules, but they may be changed in the event of extenuating circumstances.

Students submitting assignments through the mail are advised to make copies for their own protection.

If you move during the semester, please file a change of address form at any PCC campus registration office.


Acknowledgment of Receipt of Syllabus

Since students occasionally claim that they never received the syllabus for the class, many instructors include an acknowledgment form to be returned and kept on file.  Some instructors combine this with a brief student information questionnaire that gives them information about the goals and expectations of their students.

Please sign and return the following acknowledgment to me in class or at the following address:

Cindy Barnes

Gila Community College

San Carlos Campus

San Carlos, AZ

____I have received my CSA 120A syllabus (including course objectives, policies, requirements and schedule) and have read 

        and understood all the enclosed materials.           

 
____I have no objection to receiving an occasional call from the instructor at the number given with my registration materials.  







        

____I prefer that the instructor not call or contact me by phone anytime during the semester.                       


My reasons for taking this course:

Name _______________________________________             Student ID #

         Phone




       E-mail address
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