[image: image1.png]



	Contra Costa College


	Course Outline


	Department & Number
	BOT 222
	Number of Weeks
	18

	Course Title
	Microsoft Word/Information Processing
	Lecture Hours
	2

	Prerequisite
	Bot210A with a minimum grade of “C”
	Lab Hours
	4

	Co-requisite
	Concurrent enrollment in BOT95
	Hours By Arrangement
	

	Advisory
	
	Activity Hours
	

	                           Units
	3


	COURSE/CATALOG DESCRIPTION


	This course will introduce students to intermediate and advanced features of MS Word such as styles, outlines, mail merge, and macros. Basic skills in Microsoft Windows and the Internet will also be introduced. Students will receive hands-on experience working on actual projects--the best way to prepare them for the on-the-job challenges they'll face. This course offers complete instruction in all skill sets and activities for the appropriate Microsoft Office Specialist Certification (MOS) Exams.


	COURSE OBJECTIVE

	At the completion of the course the student will be able to:


	· Identify the basic hardware and software components of a PC workstation
· Execute selected Windows commands

· Access information using the Internet

· Execute word processing functions presented in the software program

· Keyboard, store, format, edit and print documents in mailable form

· Produce mailable documents from handwritten materials, rough drafts, and revised drafts

· Apply proofreading and language arts skills

· Produce documents that meet job standards (time and quality)

· Develop skills and knowledge that can be transferred to other word processing equipment and software packages

· Develop problem-solving skills




  COURSE CONTENT: (In detail; attach additional information as needed and include percentage breakdown) 
	10
	%
	Word processing systems

	10
	%
	Operating systems

	10
	%
	Internet

	70
	%
	Word processing processes


	METHODS OF INSTRUCTION


	Lecture, Demonstrations, Audio/visual aids, Laboratory


	INSTRUCTIONAL MATERIALS


	Textbook Title:
	Word 2003

	 Author:
	Hinkle, Deborah

	        Publisher:


	Glencoe

	   Edition/Date:


	2003


	COURSE EXPECTATIONS (Use applicable expectations)


	       Outside of Class Weekly Assignments
	Hours per week


	Weekly reading assignments:
	4

	Weekly lab or software application assignments:
	3


 STUDENT EVALUATION: (Show percentage breakdown for evaluation instruments)
	25
	%
	In-class exercises/document

	25
	%
	Homework exercises/documents (may be completed in our classroom/laboratory

	25
	%
	Skill measurement production and written exams

	25
	%
	Final skill demonstration test


	  GRADING POLICY (Choose LG, CR/NC, or SC)


	
	Letter Grade
	
	Credit / No Credit
	X
	Student Choice

	
	90% - 100% = A 
	
	70% and above = Credit
	
	90% - 100% = A

	
	80% -   89% = B                                  Below 70% = No Credit                                           80% -   89% = B

	
	70%  -  79% = C                                                                                                                     70%  -  79% = C

	
	60%  -  69% = D                                                                                                                     60%  -  69% = D

	
	Below   60% = F                                                                                                                     Below   60% = F

	                                                                                                                                                          70% and above = Credit

	                                                                                                                                                          Below 70% = No Credit


	Prepared by:
	Pamela Rudy


	Date: Semester/Year
	Spring 2005
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