GRISWOLD HIGH SCHOOL

WORD PROCESSING
(DUAL CREDIT = BMCCC BT 201M FOR 3 CREDITS)
 

COURSE DESCRIPTION:

Basic concepts of word processing taught in a hands-on computer lab environment.  Students will use Microsoft Word software to create, format, edit, merge, and print business documents.
 

COURSE PREREQUISITE:  Keyboarding by touch

 

EVALUATION:  Each assignment and periodic exam will be assigned points.  Students will not be allowed to use references on these exams.  The points will be converted into a final grade.  The final grading scale is as follows:

· 100% - 90% = A

· 89% - 80% = B

· 79% - 70% = C

· 69% - 60% = D

· Below 59% = F

These competencies represent the minimum requirements necessary to gain credit for this course.

Quarter 1

 

A. BASIC OPERATIONS

· Load the software program

· Select printer and prints selected pages

· Use the mouse

· Interpret menu bar

· Interpret toolbar (formatting and standard)

· Interpret status bar

· Interpret scroll bar

· Use menu bar and dialog boxes

· Use standard toolbar

· Use formatting toolbar

B. ENTERING AND EDITING TEXT

· Set line spacing

· Enter text

· Edit text

· Move, copy, delete text

· Cut and paste method

· Drag and drop method

· Use the spelling feature

· Use the auto correct feature

· Use the thesaurus

· Use change case

· Change font, font size

· Change character spacing

· Use find and replace

· Use undo and redo

· Use format painter

· Use edit repeat

· Mark revisions and comments on document

Quarter 2

C. TAB FEATURES

· Set left, right, center, decimal tabs

· Set dot leader tabs

· Adjust, move, and delete tabs

· Create indents

· Create hanging indents

· Create and customizes bulleted list using formatting toolbar

· Create enumerated list using formatting toolbar

D. PAGE FORMATTING FEATURES

· Set margins

· Use vertical center page layout

· Create headers and footers

· Create footnotes

· Create endnotes

· Enter column breaks

· Enter page breaks

· Enter section breaks

· Use page numbering

· Change page orientation (portrait to landscape orientation)

· Annotate a document

E. MERGED DOCUMENTS

· Create form document

· Create data source

· Sort and filter data source

· Merge files

Quarter 3

F. TABLES

· Create tables of various rows and columns

· Adjust columns widths and centers table

· Move columns and rows

· Insert and delete columns and rows

· Use gridlines

· Format using auto format

· Edit table text

· Use formula format

· Key in side by side paragraphs

· Convert table to graph

· Convert columns to tables

G. SORT

· Sort text in ascending and descending order

· Sort numbers in ascending and descending order

· Sort dates in ascending and descending order

H. GRAPHICS

· Import and resize simple clip art graphic in a document

· Use borders and shading

Quarter 4

I. WIZARDS

· Create documents based on a letter wizard

· Create documents based on a memo wizard

· Create documents based on a fax wizard

J. FILE MANAGEMENT

· Open, save and retrieve files

· Insert file name field in each document

· Move a single file

· Copy a single file

· Delete a single file

· Move a group of files

· Copy a group of files

· Delete a group of files

· Rename files or folders

· Open new folders

K. MULTIPLE DOCUMENTS

· Cut, copy, and paste text between two documents

· Work (use) multiple documents at once

· Arrange multiple windows

 

ACCESSIBILITY STATEMENT:  Persons having questions about or requests for special needs and accommodation should let the teacher know as soon as possible in the semester.

NON-DISCRIMINATION STATEMENT:  No person on the basis of race, color, religion, national origin, age, sex, weight, height, genetic information, handicap condition or disability, or any other legally protected characteristic, shall be discriminated against, excluded from participation in this class.
