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COURSE SYLLABUS

	School Year:
	2007–2008
	H.S. Credits:
	1

	School Name:

	
	Program:
	Office Technology

	KY Tech Course Name:
	Document Formatting and Word Processing
	Teacher:
	

	
	
	
	


KCTCS


Course Number(s)

KCTCS Course Name(s)


College Credits

OST 110


Document Formatting and Word Processing

3
Prerequisite(s):  

OST 100
Course Description

This course provides experience in word processing using industry standard software. Applications include the preparation of business documents using advanced word processing features. Concepts, capabilities, procedures, and legal responsibilities of word and information processing are applied. Simulated and real projects may be used for problem solving and business document preparation.
Materials Used
Textbooks: Signature Series Microsoft Word 2003 by Nita Rutkosky
Microsoft Office Word 2003 software

Objectives

See Task List at http://www.kytechcurriculum.org/functions.asp.

Grading

Grading Scale:

A
93–100

B
85–92

C
76–84

D
68–75

Grading Criteria:

Skill Assessments 60%

Quizzes, Tests, Writings, and Performance Assessments 40%
*Courses with grades of less than a “C” will not count toward a certificate or be eligible for dual credit.

Procedures for Makeup Work/Tests

Makeup work including tests must be made up within one week of returning to school. Because of the nature of the work, all work must be done at school in my classroom. Work may be completed before (starting at 7 a.m.) or after school (pre-arrange with instructor) or during other time arranged with instructor.
Attendance Policy/Withdrawal Policy
All excused absences will require that work be made up to receive credit. Students who have unexcused absences will receive 0’s for missed work, as per high school policy. Students withdrawing from enrollment are responsible for returning all books and materials in proper condition. Students must be enrolled on closing day to receive academic credit in the class.

Supplies
Pen or Pencil
Class expectations/Rules
· Be responsible
· Be on time (must be in seat when bell rings)

· Respect everyone
· Don’t touch what is not yours

· Always give 100 percent—no less

· Stay in assigned seat
· Don’t roll around in chair

· No eating or drinking on carpeted areas

· No playing on the internet/e-mail

· Clean up after yourself

· No horseplay

Course Outline
Unit 1 Preparing Documents

Creating, Printing, and Editing Documents

Formatting Characters and Using Help


Formatting Paragraphs


Formatting Documents and Sections


Using Writing Tools

Unit 2 Formatting and Managing Documents

Maintaining and Printing Documents


Manipulating Tabs

Manipulating Text within and between Documents


Formatting Multiple-Page Documents

Formatting with Styles and Outlining

Unit 3 Enhancing Documents

Formatting with Special Features


Creating and Formatting Tables


Creating Charts and Diagrams in Word


Adding Visual Appeal to Documents


Sharing Documents

Unit 4 Organizing and Personalizing Data


Creating Footnotes and Endnotes


Merging Documents


Sorting and Selecting


Applying Special Features

Unit 5 Enhancing, Automating, and Managing Data


Adding Visual Elements


Using WordArt


Creating and Modifying Styles


Formatting with Macros


Managing Documents

Unit 6 Sharing and Publishing Information


Creating Specialized Tables and Indexes

Preparing Forms


Working with Shared Documents


Sharing Data between Programs


Using XML in Word 2003

Accommodations for Individuals with Disabilities and Equal Employment Opportunities (EEO)

The Education Cabinet, the Department for Workforce Investment and the Office of Career and Technical Education does not discriminate on the basis of race, color, national origin, sex, religion, age, or disability in educational services and/or employment.  The Education Cabinet provides, upon request, reasonable accommodations including auxiliary aids and services necessary to afford an individual with a disability an equal opportunity to participate in all services, programs and activities.  To request materials in an alternative format, contact the Civil Rights Compliance Coordinator in OCTE or Norb Ryan at NorbJ.Ryan@ky.gov.  Persons with hearing-and speech- impairments can contact the agency by sing the Kentucky Relay Service, a toll-free telecommunication device for the deaf (TDD).  For voice to TDD, call 1-800—648-6057.  For TDD to voice, call 1-800-648-6056.

The Office of Career and Technical Education does not discriminate on the basis of race, color, national origin, sex, disability, age, marital status, or religion in admission to education programs, activities, and employment practices in accordance with Title VI of the Civil Rights Act of 1964, Title VII of the Civil Rights Act of 1964, Title IX of the Educational Amendments of 1972, Section 504 of the Rehabilitation Act of 1973 (revised 1992), and the Americans with Disabilities Act of 1990 and shall provide, upon request by a qualified disabled individual, reasonable accommodations including auxiliary aids and services necessary to afford individuals with a disability an equal opportunity to participate.

For more information, contact Mr. William Denton, Office of Career and Technical Education, 20th Floor CPT, Frankfort, Kentucky 40601, (502) 564-4286.  Mr. Denton can also be reached through his e-mail address:  WilliamJ.Denton@ky.gov.
______________________________ ___________  ___________________________________ _____
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