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PLEASE REFER TO YOUR BOT 120 BLACKBOARD ACCOUNT FOR DETAILED INSTRUCTIONS ON INSTALLING MYITLAB UP ON YOUR  HOME COMPUTER AND FOR COMPLETING ASSIGNMENTS.

COURSE DESCRIPTION
This is the first level of a three-level course sequence designed to give students thorough coverage of most features of Microsoft Word.  Students who complete all three levels will be prepared to take the Microsoft User Specialist certification examination or similar examinations.  Students wishing less comprehensive coverage in Microsoft Word should consider enrolling in BOT 114 (Essential Word). Transfers to CSU.

REQUIRED COURSE MATERIALS
All the materials listed below are required to take this course. DO NOT BUY THE BOOK USED! At the Grossmont Bookstore you can get the“bundled” package at a discounted price. The bundle comes with the book and the required myitlabRegistration Code. We have worked with the publishers to bring our students this deal. If you buy the text used, you will have to purchase the myitlabRegistration Code  separately at a substantially higher cost to you. You can also purchase or rent the e-textbook from the publisher and buy the Registration Code separately (not recommended as it will be more costly). The Grossmont package price and ISBN can be found here:http://www.whywaitforbooks.com/

1. Textbook:  Exploring Series, Microsoft Office Word 2010, Comprehensive, Grauer, Hulett & Poatsy, Prentice Hall, Pearson Publishing .ISBN 9781256132264 (it may also be listed as 1256132268).  This is the ISBN for the special custom package created for  Grossmont College.  Do not buy other ISBN numbers.
1. myitlabRegistration Code: You will need a Registration Code to access the myitlabwebsite and complete your assignments. myitlabisasimulation online software that allows you to complete activities as they are done using the actual software. The myitlabRegistration Code CANNOT be purchased  used. 

2. IF YOU HAVE PREVIOUSLY REGISTERED WITH MYITLABFOR GROSSMONT BOT 120, 121, OR 122,  PLEASE SEE YOUR BLACKBOARD ACCOUNT FOR INSTRUCTIONS IN HOW TO USE YOUR EXISTING ACCOUNT FOR THIS COURSE. PLEASE SEE YOUR BLACKBOARD ACCOUNT FOR INSTRUCTIONS IN SETTING UP YOUR MYITLAB ACCOUNT.

3. Flash Drive You will need one flash drive to download and save student files if you are working on a computer other than your home computer.  In any case, a flash drive is recommended specifically for your coursework. .  You should back up your flash drive onto your home computer. If you chose not to use a flash drive,  you should create a folder on your hard drive to download student files and save submitted files.  All assignments will be submitted via Blackloard or myitlab—not printed or e-mailed.  

4. Headset: You will be listening to audio PowerPoint presentations throughout this course.  If you are working at home or in the TechMall, you may need a headset for this purpose.  Most headsets are compatible with the TechMall computers.
RECOMMENDED PREPARATION
BOT/CSIS 096 (Computer Basics for the Office)
BOT/CSIS 097 (Windows Basics for the Office)
BOT 101 or BOT 101A and 101B (Keyboarding/Document Processing) or equivalent
English 105 (College Reading) or equivalent reading level

STUDENT LEARNING OUTCOMES
1. Use efficient file creation and editing techniques.
2. Evaluate documents and format them appropriately and attractively.
3. Analyze a given task and select appropriate Word features to accomplish that task as efficiently as possible.

NOTE:
Students with disabilities who may need accommodations in this class can notify the Instructor and contact Disabled Students Programs and Services (DSPS) early in the semester so that reasonable accommodations may be implemented as soon as possible. Students may contact DSPS in person in Room 58K or by phone at (619) 644-7112 (voice) or (619) 644-7119 (TTY for deaf).

Students are referred to enroll in the following supervised tutoring courses if the service indicated will assist them in achieving or reinforcing the learning objectives of this course:
 
· English 198W, Supervised Tutoring for assistance in the English Writing Center (Room 70-119); and/or
· IDS 198T, Supervised Tutoring to receive one-on-one tutoring in academic subjects in the Tutoring Center (Room 70-229, 644-7387)

ACADEMIC INTEGRITY
To view the Academic Integrity policy, please visit: http://www.grossmont.edu/academic_senate/pdfdocs/Academic_Fraud.pdf

CREATING A DATA DISK

Your textbook comes with a Student Resources disk, which contains  all student files needed for your complete textbook.  It is recommended that you download all student files to your hard drive rather than work from the disk (make a new folder for this and name it Student Files or similar name.  You will  not use every file, but it is good to have them as backup in case your disk is damaged or lost,.  It is recommended that you create and name another folder on your hard drive and save your completed assignments in this folder.  Name it Completed Assignments Your Name or similar.

It is also recommended that you copy at least the student files you will need for your assignments to a usb flash drive and create two folders as above for the original files and completed assignments.  This is a further backup and is a portable source for you if you plan to work in the TechMall or somewhere else other than home.

If you are going to be working elsewhere than on your home computer, it is a good idea to do all work on your usb flash drive.  That way, you will always have the latest version of your files with you.  If you are using a flash drive, be sure to back up as needed to your Completed Assignments folder on your home computer so that it will always contain the latest version of your assignments.



CLASS GRADE
Your course grade can be found by logging into your Blackboard account.  Any grades viewed in myitlab are ONLY for the myitlabassignment(s). Some of the assignments  require that you work directly in Word, using the text, and some will be completed while you are in myitlab. 



	GRADE BREAKDOWN

	Category
	Total Points
550
	% of Total Points

	Chapter Assignments
	300 Points
	55%

	Final Project
	100 Points
	18%

	Exams
	200 Points
	36%

	
	
	



















GRADING AND EVALUATION

	A
	=
	90 - 100%
	495-550 

	B
	=
	80 - 89%
	440-494 

	C
	=
	70 - 79%
	385-439 

	D
	=
	60 - 69%
	330-384 












Comprehensive WORD I Assignment Schedule
BOT 120
REFER TO BLACKBOARD FOR COMPLETE INSTRUCTIONS ON INSTALLING MYITLAB SOFTWARE ON YOUR COMPUTER AND BEFORE BEGINNING EACH ASSIGNMENT
	

Chapter 1, OFFICE FUNDAMENTALS and FILE MANAGEMENT
Pages 1 through 66
FINAL DUE DATE:  February 21, 2012
(Assignments may be submitted earlier than due date.  Late assignments not accepted.)
Refer to BlackBoard for complete instructions

	Remember: You must complete all of the work shown below in the order presented. You may not resubmit assignments, lbut assignments in myIT lab will grade your work and offer multiple tries to correct your errors.  The myITlab software .will save your highest score.  When the due date arrives, I will record your score from myITlab for those projects which are completed in myITlab.  Some assignments will be submitted directly to BlackBoard and may not be redone.  You may submit assignments before the due date, but late assignments will not be accepted.

DO NOT PRINT any of your assignments, Any work completed in the myitLab software does NOT need to be submitted in Blackboard.

All Chapter Hands-on Training Exercises (HOE) are completed in myitlab and are graded Credit/No Credit (80% and above is Credit).  You may redo each exercise as many times as needed to earn a Credit grade for that exercise.  You will earn your points when all HOE exercises assigned for that chapter have been completed with a minimum 80% grade. Refer to BlackBoard for complete instructions on correcting your errors.


	
	Possible
	Points

	Chapter 1
Office
Funda-mentals 
	In my IT lab,listen to the audio PowerPoint presentation on Chapter 1 concepts.  Read text pages 1-9, 14-20, 26-30, 34-41, and 47-53.  In order for you to receive credit for this portion of the assignment, myITlab must show that you have viewed the audio presentation.  

In myITlab complete: 
· Hands On Training Exercises 1,2,3,4,5 (matches text pages 10-13, 21-25, 31-33, 42-45, 54-57)
	Points
5
	Earned

	
	
	10
	

	
	END of CHAPTER and myitlab EXERCISES
	

	
	In text complete and upload to Blackboard:
· Practice Exercise 3 page 63
	10
	

	
	In myITlab complete:
· Chapter 1 Skill-Based Exam
· Chapter 1 End-of Chapter Quiz
	
20
5
	

	Total Points for Office Fundamentals, Chapter 1
	50
	



	
Chapter 1, INTRODUCTION TO WORD
Pages 67 through 112
FINAL DUE DATE:  MARCH 20, 2012
(Assignments may be submitted earlier than due date.  Late assignments not accepted.)
Refer to BlackBoard for complete instructions

	
	Possible
	Points

	Chapter 1
	In myITlab, watch audio PowerPoint presenting chapter concepts.  Read text pages 67-75, 81-88, and 94-100.
myIT lab must show that you have watched this presentation in order to receive credit.

In myITlab complete: 
· WORD Chpt 1 Hands-On Skill-Based Training for Exercises 1, 2, & 3 Complete in Myitlab (matches text pages 76-80, 89-93, and 101-104).

	Points
5
	Earned

	
	
	10
	

	

	
	
	

	
	END of CHAPTER and myit Lab EXERCISES
	

	Chapter 1 Continued
	In text complete and upload to Blackboard:
· Practice Exercise 1, pages 107,108
· Practice Exercise 2,pages 108.109.
	10
	

	
	
	10
	

	
	In myitlab complete:

· WORD Chapter 1 Skill-Based Exam
· WORD GRADER Project (download instructions and file following instructions in myITlab,use Word to complete assignment, then upload to myITlab for grading
· Word Chapter 1 End-of Chapter Quiz 
In Microsoft Word 10 complete and upload to Blackboard:
· Mid-Level Exercise 1 Heart Disease Prevention, Page 110

	

20
20


5
	
	

	
	
	20


	


	

	Total Points for Word Chapter 1
	  100
	




	MIDTERM:  Hands-On—OPEN BOOK AND TIMED
Midterm Exam will be available from March 20--March 30 ONLY
Refer to BlackBoard for complete instructions

	
This exam is timed.  It will cover material presented in Chapter 1 Office Fundamentals and Chapter 1 Word. You may create a study guide to be used during the exam. You may also refer to your text, but because of time limits, you will not have time to use your text extensively.
	100
	



	
Chapter 2, DOCUMENT PRESENTATION
Pages 113 through 166
FINAL DUE DATE:  May 8, 2012
(Assignments may be submitted earlier than due date.  Late assignments not accepted.)
Refer to BlackBoard for complete instructions

	
	Possible
	Points

	Chapter 2
	In myIT lab, watch audio PowerPoint presenting chapter concepts.  Read text pages 114-118, 122-131, 137-141, and 147-151.

In myitlab complete: 
· Chpt 2 Hands-On Skill-Based Training for Exercises 1, 2, 3 & 4 Complete in myITlab(matches the text pgs 19-121, 132-136, 142-146, 152-155.

	Points
5
	Earned

	
	
	10
	

	
	
	
	

	
	END of CHAPTER and myitlab EXERCISES
	

	
	In text complete and upload to Blackboard:
· Practice Exercise 1, page 159
· Practice Exercise 2, page 160
	10
	

	
	
	10
	

	



	In myITlab complete:
· Chapter 2 Skill-Based Exam
· Chapter 2 GRADER Project (download instructions and file from myITlab, complete in Word, then upload to myITlab for grading)
· Chapter 2 End-of-Chapter Exam
In Microsoft Word 10 complete and upload to BlackBoard:
· Mid-Level Exercise 2, Association for Administrative Professionals, Pages 163, 164

	20
20
5
20
	

	Total Points for Chapter 2
	100
	

	

	
	

	
FINAL PROJECT
Refer to BlackBoard for complete instructions
Final Project will be available May 12-18 only 

	Open Book.  You may refer to your textbook or use the Help feature of MS Word, but may not ask for help from others.  This project must be completed in one session. Make sure you have time to complete it before beginning.  
	100
	







	FINAL EXAM Hands-On- OPEN BOOK AND TIMED
Final Exam will be available from May 19-May 25 ONLY
Refer to BlackBoard for complete instructions

	· This exam is timed.  It will cover material presented in Word Chapter 2. You may create a study guide to be used during the exam. You may also refer to your text, but because of time limits, you will not have time to use your text extensively. 
	100
	

	TOTAL POINTS POSSIBLE:
	550
	

	





GRADING AND EVALUATION
	A
	=
	90 - 100%
	495-550 

	B
	=
	80 - 89%
	440-494 

	C
	=
	70 - 79%
	385-439 

	D
	=
	60 - 69%
	330-384 







	GRADE BREAKDOWN

	Category
	Total Points
550
	% of Total Points

	Chapter Assignments
	300 Points
	55%

	Final Project
	100 Points
	18%

	Exams
	200 Points
	36%
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