. Business Information Technology . |
Think Jobl. Learn computers to Uiglisdtel)
m get a good job in business!
Pasadena City College, Spring 2009

SyllabugClass Assignment Sheet and
Course Information Sheet)

BIT 128B MicrosofiVord Level 2
Online Course, Section4#55

InstructorS. WhitcombAdjunctProfessor
Phone: 62685-7059
Email: througBlackboardor smwhitcomb@pasadena.edu

Class Assignment ShaefThis is an 8veek Course

There are 8 semester weeks
RecommendedAssignment
Due Date

Points Your Print Assignment Sheet for Each Chapter
Possible | Points (In Assignmenton the Blackboard Course Site)

1-Saturday, May 2 Purchase the required textboak

Besure you haveaccess to @omputerwith

Microsoft Word 2007. (Or plan to work iflR202)

1 Log into your course(seeAnswers to Your
Frequently Asked Questions)

91 Print the Course Syllabus Start Hereand the
documents irSubmitting New and Corrected
Assignments

1 Complete the Survey for Attendande mark your
first day of attendance sgou will not be dropped

= =4

10 from the class
2-Saturday, May 9 50 Chapter 6 Using Templates and Building Blocks (pag
438453t read only document not assigned)
3-Saturday, May 16 20 Chapter 7 Using Advanced Table FeatuPest 1
4-Saturday, May 23 30 Chapter 7 Using Advanced Table FeatuPest 2
5-Saturday, May 30 Chapter 8 Creating Mass Mailings and Customizing
S0 Word (pages 57889t read only document not
assigned)
6-Saturday, June 6 50 Chapter 9 Creating Standardized Forms and Managi
Documents
7-Saturday, June 13 40 Chapter 10 Working with Long Documents
8-Saturday, June 20 Final Project
30 All assignments are due by Saturday, June 20

R202 closes Saturday, June 20, antan.
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Answers to Your Frequently Asked Questions

How do | beqin?

Be sure you have a computewailable to you that has an Internet connectio€heck to see what computer
software requirements there are for your class to determine if you have the software available on your
computern it is important to have the version specified on the Course Infdiom Sheet in this syllabus.

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 the last four digits of the number on your Lancer ID Card (or possildy the la
four digits of your Social Security number). Your password is-thgidPIN that you used to register.

Go to Blackboardt http://pcc.blackboard.cont Your online class is offered through an online course
management programyou can accesthe siteby typinghttp://pcc.blackboard.conor from the PCC home page
as follows: Clicklasses/Academig¢and then cliclOnline Classedog in with your Network ID. This is the home
LJ 3 S TFsadilidetcdurseQ. Find your course listed, and click the course.

Check Browser setting#\fter you get to the PCC Blackboard site, click@heck Browsebutton to see if you

need to change any of the settings on your computer so that you can view all of the materials for your course. If
you need to update your settings, click tBeowser Tuneup Pagdink and follow the instructions. Then in the

Log Inbox, enter yourUser name(your user ID is on your class schedule printout) RasswordPIN; click OK

Click the clagsBIT 128R; 4155 Spr09ClickStart Here print and read the Course Syllabus. Then click
Submitting New and Corrected Assignmentwint and read the two documents about saving your work and
submitting it.

Register your attendance so that you will not be dropp€lio register your attendance so that you will not be
dropped, during the first week of the semester, go to your course site amgblete 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 inam R202 anytime during the following hours. An instructor is always
available to assist you and copies of the textbook are available for reference:

Mondayt Thursday 9 a.m. 8 p.m. Friday, 9 a.mt. 3 p.m. Saturday, 8 a.m. 12 noon

Determine where you will storeyour work and buy a USB flash drive if necessdfyou 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 accesvailableg Internet access is always available in R282u 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 yowmamking 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 wok 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.
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Therequired textbook isGO! With MicrosoftWord 2007 Comprehensivdy Gaskirand Duvall published by
PearsorPrentice HallSBND78013237404

How does this course work?

This class is entirely online, except for the first class orientation meeting at Pasadena City College. The Class
Assignment Shedists theassigned chapters and recommended due dates. However, late work is accepted if
necessary. Submit your documents as you complete tH2oNOT save your work and submit most or all of the
documents at one time.

How do | submit my work?

ClickAssigmentsand print the Assignment Sheet for each chapter before you begin reading and completing
the steps to prepare the assigned documents. Follow the instructions for submitting docum&utisriritting

New and Corrected AssignmentBe sure to check eacltodument with the Answer Key BEFORE you submit it.
You will spend the majority of your time using Word 2007 to prepare your work and will go online only to print
Assignment Sheets, to check your work with the Answer Key, asubimit your assignmenttog in to your

class every few days to see if there are any announcements or notices on the homepage, if any assignments
have been returned to you for correction, or if you have any emitwo weeks have gone by with no work
submitted by yoube sure teemail your instructoif you do not want to be dropped.

Assignments containing errors will be returned to you, gad will be allowed to correct each documeghe
time; after that, points will be deducted for any remaining errors.

How do | communicate wit my instructor?

For questions about this course, email your instructor through Blackbard a I A f G 22t @

To email your instructor, expand the menu on the left side of the course homepage by clicking the double

arrows. UndelCourse ToolsclickMail and thenclickCreate Messageé ¢ 8 LIS & 2 dzNJ A y & (0 NHzO (i 2 NX
To:box (e.g. Sandra Whitcomb) or clBkowse for Recipientand scrolldowni 2 FAY R @ 2 dzNJ A y & ( NY
Type a short description of the topic of your email in 8ubjectbox. In theMessagearea, type your message.

Click theSendbutton to send the email.

How do | get help with technical problems?

If you have problems with Blackboard site access or with your username or password, PallGHeELP DESK at
626-5857523 The Help Destannotr 8 A A 40 @2dz 6AGK LINROf SYa peférthancer y @2 f ¢
or Internet access.

How does the grading work for this course?

Check the Course Information Sheet to see the specific grading plan. To view your current scores in Blackboard,
access the course and clidky Grades Only you and your instructor will be able to view your grades. They
cannot be viewed by other students in the class.

You will completel 7 assignments, and each one is worthdr@®0points. If you complete the assignmiewith
all errors corrected (two attempts are allowed), you will recdivepoints.
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COURSE INFORMATION SHEET
BIT 128 B 7z Business Software z Microsoft Word Level 2

What You Will Learn in This Course

In this course you will learn to use the features of Microsoft W2#@7. 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 componeoit many jobs and an important skill to use in your everyday 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 case, you will need these items.

1. GO! with Microsoft Office Word007 Comprehensivéy Gaskin and Duvd$BN978013237404published
by Pearson Prentice Hall.

Note: We can only guarantabat 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 other materials

2. Some type of flash drive on which to store your work (if you plan to work in R202 abrR&t to bring
your work to get heljp

Software Required

You will need to have access to a computer on whiithid 2007has been installed. To find the versiohtioe
program on your computer, start Microsoft Word, click tiécrosoft Office buttonin the top left corner of the
screen, and click the&/ord Options button Then clickResourcesand 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 1&binit course consisting of an introdiien to general word processing concepts and terminology. You
will learn to create, store, retrieve, and print documents using Microsoft V20@7to produce professional
business documents, including letters, reports, announcements/flyers, memos, Web, pegenewsletters.

Uponsuccessful completion of the course, you will be able to:

Explain general word processing concepts and terminology

Create, store, retrieve, and print documents

Editdocuments by inserting, deleting, copying, moving, and 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

=A =4 =4 4 A
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f Format pagesincluding page breaks, section breaks, page numbering, and headers/footers
1 Format characters, including font and case changes
1 Use special features to create documents containing lists, tables, column layouts, and graphics.

Online Class Participation

During the first week of the semester, attend an oridrga session at PCCRoom R206
Monday, February 23, 6:30 p.m. to 7:30 p.m.
Then, usalackboardo complete theSurveyfor Attendancein Assignments

Experience has shown that students who maintiegular schedule of attendance have the most success with
the course. Plan your schedule accordingly and notify the instructor immediately if you need assistance in
reaching your goals. The Class Schedule will assist you in planning your work.

You shold plan to work approximately 4.5 hours per week. You can work on your home computer, a work
computer, or in the BIT Computer Classroom (Room R202). Thissapan Monday, Thursday from &.m. to
8 p.m., on Friday from &.m.¢ 3 p.m., and on Saturddyom 8 a.m.¢ 12 ncon.

In order to receive college credit for this course, you must be present online according to the guidelines
established by the college and the Business and Comfiateiinology Division as follows:

In selfpaced course sections suchtlais one, if two weeks go by with no submitted work from you, it will be
assumed that you wish to abandon the course andngaybe dropped. Do not assume, however, that you will
automatically be dropped by the instructdf you specifically wish to drofhe course, it is your responsibility to
do so.

Grading

Keep track of your grades and assignments on the Class Assignment Sheet. Your grade will be computed based
on the points you earn on assignments and tests. The grading scale is as folld®8980@fossible points =A,
80-89% of possible points =B,-79% of possible points =C,-60% of possible points =D
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