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: Think\.]
: BIT 28BMicrosoft Word Leve?
Online Course, Sectioi3253

Instructor: Dr. Shelley Gaskin, Professor
Contact: Phone: 626685-7343, Email: slgaskin@pasadena.edu
Conference HourR202  Monday12-4, Tuesday -B, Wednesday 7:308:00a in R202

Class Assignment Shaefhis is & 8-week Course(Second3-week Term)

There are8 semester weeks Points Your | SpecificAssignment Sheets will bpostedon the
Assignmens due by: Possible | Points BlackboardCourse Home Page
Week1 Assignments are due by Obtain text and materials
midnight SaturdayQct. 31 2009
Week2 Assignments are due by 30 Chapter 6 Using Templates and Building Blocks
midnight SaturdayiNov. 7 2009 (pages 438153 areassigned only as reading; the
document 6B is not assigned
Projects6A, 6G and6E
Week3 Assignments are due by 50 Chapter 7 Using Advanced Table Features
midnight SaturdayiNov. 14 2009 Projects7A, 7B, 7C 7D, 71
(PCC Closéadov 1]
Week4 Assignments are due by 20 Chapter 8 Creatinijlass Mailings and Customizing
midnight SaturdayiNov. 21 2009 Word
Projects8A, 8E
Week5 Assignments are due by Catch up if you need to do so, there is ho penalty
midnight SaturdayiNov. 28 2009 late assignments
(PCC Closédov 2628)
Week6 Assignments are due by 40 Chapter 9 Creating Standardized Forms and
midnight SaturdayDec. 52009 Managing Documents
Projects9A, 9B, 9C 9D
Week7 Assignments are due by 20 Chapter 10 Working with Long Documents
midnight SaturdayDec. 122009 Projects10A 10B

Week8 Assignments are due by | BIT labin R202 closen | Catchup work, there is no final exam

midnightSaturday Dec. 19, 2009|  SaturdayDec. 19
at 12 noon
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Answers to Your Frequently Asked Questions

How do | beqin?

Know your Network IDYour Network ID is printed at the bottom of your fee receipt. It is your three initials, in
all uppercase letters, followed by thast four digits of the number on your Lancer ID Card (or possibly the last
four digits of your Social Security number). Your password is-thgdPIN that you used to register.

Go toBlackboard Your online class is offered through an online courseagament programGo ta
http://pcc.blackboard.com

You can also access the siteni the PCC home page follows: @ick Classes/Academi¢@&nd then cliclOnline
ClassesClick the red log in buttgriog in with your Network IDThis is the home page forP@Q & 2y f Ay S 02
Find your course listed, and click the course.

Register your attendance so that you will not be droppelio register your attendance so that you will not be
dropped, during the first wee&f the semester, go to your course site azwimplete the first assignment, which
is a questionnaire. You do not need your book to complete the first assignment

Determine if you will work on our computers in R202 or on your own computenr both: You can use your
own computer or use our computers ioom R202 anytime during the following hours. An instructor is always
available toassistyou and copies of the textbook are available for reference

Mondayt Thursday &.mz1 8 p.m.
Friday, 9a.m1 1p.m.
Saturday, &.m1 12 noon

Determine where you will stoe your work and buy a USB flash drive if necess#fryou plan to move around
to different computers to do your work, plan to store your work on a USB flash drive so that you can upload,
download, and store from any computer.

Be sure you have Internet aess available Internet access is always available in R202u will need Internet
access to submit your work, communicate with your instructor, and to obtain some of the materials for the
course. You do not need to be connected to the Internet while yeunarking on the actual assignments.

Buy the textbook:Buy your books online from the PCC bookstore (see PCC home page for link) or visit the
bookstore on the campus (6Z85-7378). We can only guarantee thatwbooks purchased at the PCC

bookstore will work for the course. ISBNs are sometimes custom numbers for a specific college or professor or
include special materials; alternative sellers or used books may not have the required CDs or other materials.

Forthis course, the required textbook is:

GO! with Microsoftword 2007 Comprehensivédy GaskinDuvall pilished by Prentice Hall, ISBL32327406
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How do | submit my work?

You will submit your work to your instructol usingBlackboard'sAssignment tool. Instructions are posted on
the course site. You will spend the majority of your time usingMii@osoft Officesoftware to prepare your
work; you need go online only to print course information and to send your viimggin to your classverytwo
or threedays to see if there are any notices on the homepage or if you have any new grades or returned
assignments.

How do | communicate with my instructor?

For questions about this coursenaail your instructor througiBlackboard's enail tod as follows:

On the left, clickMail. At the top, cliclCreate Messageabove theTo box clickBrowse for Recipientsand then

in the To column clickAll Section InstructorsScroll to the bottom and clickave Click in theSubjectbox and
type an appropriate subject. Click in tMessagebox and type your message. In the lower left corner, click the
Sendbutton.

LYljdzZA NRSE aSyd G2 -rabahiéssnighiibe hediréried tolyodthrdigBiatkBoar8yols
cannot usehe Blackboard nail tool for regular enail addresses that are not part of the Blackboard system.

How do | get help with technical problems?

If you have problems witthe performance of the Blackboasite or with your PCC Network ID or password, call
the PCC Help Desk at 65857523 The Help Deskannotassist you with problems that involve your own
computer's performance or your Internet access.

How does the grading work for this course?

Check the Syllabus for your coursad the course sitéo see the specific grading plan. To view your current
grade inBlackboargdaccess the course aiwd the leftclickMy Grades Grades for some assignments will not
appear until your instructor has released them. Only you and your instructor will be able to viegrgdes.
They cannot be viewed by other students in the class.

If you complete the assignment witto errors, you will receive the maximum number of points. Assignments
containing errors may receive fewer than the maximum number of pportshey might le returned to you for
correction
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COURSE INFORMATION SHEET
BIT 128MAusiness Softwardicrosoft Word Level 1

What You Will Learn in This Course

In this course you will learn to use the features of idéoft Word2007. You will create, save, retrieve, edit and
print a variety of documents. This skill will be valuable to you throughout your lifetime because using a word
processor is a key component of many jolad an important skill to use in yoaxeryday life!

Student Learning Outcomes for This Course

Apply complex word processing features to create business documents that clearly and accurately communicate
information and ideas in an error fresnd organized manner.

Text and Materials

Before starting the course, you will need these items.
1. GO! with Microsoft Office Word007 Comprehensivey Gaskin and Duvd$BN978013237404published
by Pearson Prentice Hall.

Note: We can onlguarantee that new books purchased at the PCC bookstore will work for the course. ISBNs are
sometimes custom numbers for a different college or professor or include special materials; alternative sellers or
used books may not have the required CDs or atfaerials.
2. Some type of flash drive on which to store your work (if you plan to work in R202 abRGRit to bring

your work to get help

Software Required

You will need to have access to a computer on wiiidid 2007has been installed. To find thversion of the
program on your computer, start Microsoft Word, click tiécrosoft Office buttonin the top left corner of the
screen, and click th&/ord Options button Then clickkesourcesind theAbout button next to About Microsoft
Word. At the top of the screen, check tie sure the version i2007. If you do not have the correct software,
you can use a computer the BIT lab irrRoom R20®n the campus

Course Description and Objectives

This is a 1fbinit course consigtg of an introduction to general word processing concepts and terminology. You
will learn to create, store, retrieve, and print documents using Microsoft V2@@7to produce professional
business documents, including letters, reports, announcementsflyaemos, Web pages, and newsletters.

Upon successful completion of the course, you will be able to:

Explain general word processing concepts and terminology

Create, store, retrieve, and print documents

Edit documents by inserting, deleting, copying, mgyiend searching and replacing text

Use spell check and thesaurus features to improve document accuracy and quality

Format documents, including specifying margins, line spacing, tabs, and indents

Format pages, including page breaks, section breaks, pagbaring, and headers/footers

Format characters, including font and case changes

1 Use special features to create documents containing lists, tables, column layouts, and graphics.
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Online Class Participation

Experience has shown that students who complete the work as scheduled on the Class Assignetdravghe

the most success with the course. Plan your schedule accordingly and notify the instructor immediately if you
have difficulty completing assignments or test®u may be required to participate in online class discussions or
projects.

Students whado notsubmitassignmentgor more than a tweweek periodor do not communicate with the
instructor in BlackBoard cabe dropped from the clasBy the instructor without notificationto the student

Dropping the Class, W Grades, and Incomplete Grades

1 Ifyou do not attend the orientation or do not communicate with the instructor during the first week of
the class, you will berdpped as a No Show.
1 If you specifically want to be dropped from the class, it will be your responsibility to do so.
1 If you do notsubmit assignments or communicate with the instructor in BlackBoard for anek
period, you will be dropped from the class with a W grade. The instructor is not required to notify you of
such a drop.
1 A grade of W is not computed in your grapeint average, and thus if you are dropped with a W
without notice by the instructor, he or she is protecting your transcript from an F grade, ighich
computed in your GPA. A grade of W is, however, included in the computation of progressive probation.
1 A grade of (Incomplete) identifiemnfinished work otherwise passiatja C or better level, indicating
that important assignments, the final exam, or a term paper are missing due to illness or emergency but
can be submitted to complete the course. You and the ugtr must agree that an | grade is
appropriate, and you must sign an Incomplete form. An | grade is not considered in your GPA but it is
included in the computation of progressive probation. You have one year to complete the work;
otherwise a default graelwill be assigned C, D, or F.

Grading

Keep track of your grades and assignmentshenClass Assignment Sheet. Your grade will be computed based
on the points you earn on assignments and tests. The grading scale is as follkd®8990f possible points =A,
80-89% of possible points =B,-79% of possible points =C,-60% of possiblegints =D
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