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COURSE DESCRIPTION
This course is the third level in a three-level course sequence designed to give students thorough coverage of all features of Microsoft Word.  Students who complete all three levels will be prepared to take the Microsoft Office User Specialist certification examination or similar examinations.  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 myitlab Registration 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 myitlab Registration Code separately at a substantially higher cost to you. 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 (this is the GC Bookstore number for the custome edition made for Grossmont College—it may also be listed as 1256132268).  Other ISBN numbera are not the special edition created for Grossmont College.

2. Myitlab Registration Code: You will need a Registration Code to access the myitlabwebsite and complete your assignments. Myitlab is a simulation online software that allows you to complete activities as if  they were done using the actual software. The myitlabRegistration Code CANNOT be purchased used. If you have previously registered with myitlabfor BOT 120, 121, or 122,  please  see your BlackBoard account for instructions on how to use your existing account for this course..

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 choose 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.

PREREQUISITE
BOT/CSIS 121 (Comprehensive Word Level II) or equivalent.



STUDENT LEARNING OUTCOMES
1. Use advanced file management techniques.
2. Integrate Word with other Microsoft applications.
3. Use complex features of Word correctly and efficiently.

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 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  Student Resources disk is lost or damaged.).  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 on that drive as described 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 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 container.  Any grades viewed in myitlab are ONLY for the myitlab assignment(s). Some of the assignments below require that you work directly in Word, using the text, and some will be completed while you are in myitlab.
GRADING AND EVALUATION:

	GRADE BREAKDOWN
	% of Total

	Assignments
	240 pts
	46%

	Final Project
	100 pts
	15%

	2 Exams
	200 pts
	38%

	TOTAL
	520 pts
	


	GRADING SCALE

	540-600
	A

	480-539 pts.
	B

	420-479 pts.
	C

	360-419 pts.
	D

	0-359 pts.
	F








Comprehensive WORD III Assignment Schedule
BOT 122
Refer to BlackBoard for Installing myITlab Software on Your Home Computer and Before Beginning Each Assignment 

	
Chapter 6, TIME SAVING TOOLS
Pages 309 through 353
FINAL DUE DATE:  February 28, 2012
(Assignments may be submitted earlier than due date.  Late assignments not accepted.)
Refer to BlackBoard for complete instructions before beginning each assignment

	Remember: You must complete all of the work shown below in the order presented. You may not resubmit assignments.

DO NOT PRINT OR EMAIL any of your assignments, All work will be submitted using myitlab or Blackboard.  To submit, go into Blackboard, CLICK on the Assignment link and proceed as directed. Any work completed in the myitlab software does NOT need to be submitted in Blackboard.

	
	Possible
	Points

	Chapter 6
	In myITlab view audio PowerPoint presentation on Chapter 6 concepts.  Read text pages 310-314, 320-327, and 336-337. Be sure to view entire presentation so myITlab will mark it as viewed.  

In myITlab complete: 
· Chpt 6 Hands-On Skill-Based Training for Exercises 1, 2, & 3 (matches the text pgs 315-319, 328-335, 338-341.

	Points

5
	Earned

	
	
	10
	

	
	
	
	

	

	END of CHAPTER and myit Lab EXERCISES
	

	
	In text complete and upload to Blackboard:
· Practice Exercise 1, page 344
· Practice Exercise 3, page 347
	10
	

	
	
	10
	

	
	
	
	

	
	In myITlab complete:
· Chapter 6 Skill-Based Exam
· Chapter 6 GRADER Project 
· Chapter 6 End-of-Chapter Quiz

In Microsoft Word 10, complete:
· Mid-Level Exercise 1, Humane Society Recipe Book, Page 349.  Upload to BlackBoard.


	
20
20
5


20
	

	Total Points for Chapter 6
	100
	





	MIDTERM:  Hands-On—OPEN BOOK AND TIMED
Midterm Exam will be available from March 3-9 ONLY
Refer to BlackBoard for complete instructions

	This exam is timed.  It will cover material presented in Word Chapter 6. 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 7, DOCUMENT AUTOMATION
Pages 355 through 404
FINAL DUE DATE:  April 10, 2012
(Assignments may be submitted earlier than due date.  Late assignments not accepted.)
Refer to BlackBoard for complete instructions before beginning each assignment


	
	Possible
	Points

	
Chapter 7
	In myITlab view audio PowerPoint presenting concepts for Chapter 7. Read text pages 356-360, 369-373, and 379-386.

In myItlab complete:
· Chpt 7 Hands-On Skill-Based Training for Exercises 1, 2, & 3 (matches the text pgs 361-368,374 -378, 387-394.

	Points
5
	Earned

	
	
	10
	

	
	
	
	

	
	END of CHAPTER and myit Lab EXERCISES
	

	
	In text use Microsoft Word 10 to complete and upload to Blackboard:
· Practice Exercise 1, pages 397,398
· Practice Exercise 2, pages 398,399
	


10
10
	

	
	
	

20
20
5

20
	

	
	In myitlab complete:
· Chapter 7 Skill-Based Exam
· Chapter 7 GRADER Project
· Chapter 7 End-of-Chapter Quiz

In Microsoft Word 10, complete:
· Mid-Level Exercise 1, Real Estate Appraisal Report, Page 400.  Upload to BlackBoard
	
	

	Total Points for Chapter 7
	100
	




	





										
Chapter 8, WORD and the INTERNET
Pages 405 through 449
FINAL DUE DATE:  May 9, 2012
(Assignments may be submitted earlier than due date.  Late assignments not accepted.)
Refer to BlackBoard for complete instructions before beginning each assignment



	
	Possible
	Points

	Chapter 8
	In myItlab view audio PowerPoint presenting Chapter 8 concepts.  Read text pages 406-415, 424-428, and 435-436.

In myITlab complete: 
· Chpt 8 Hands-On Skill-Based Training for Exercises 1, 2, & 3(matches the text pgs 416-423, 429-434, and 437-439).

	Points
5
	Earned

	
	
	10
	

	
	
	
	

	
	END of CHAPTER and myit Lab EXERCISES
	

	
	In text complete and upload to Blackboard:
· Practice Exercise1, page 442
	20
	

	
	
In myitlab complete:
· Chapter 8 Skill-Based Exam
· Chapter 8 GRADER Project 
· Chapter 8 End-of-Chapter Quiz

In Microsoft Word 10 complete:
· Mid-Level Exercise 1, FlyRight Airways, Page 446.  Upload to BlackBoard
· Beyond the Classroom, Research Case, Track Your Investments, Page 449.  Upload to BlackBoard.

	

20
20
5



[bookmark: _GoBack]10

10
	

	Total Points for Chapter 8
	100
	









	
FINAL PROJECT
Refer to BlackBoard for complete instructions.
Must be completed in one session.
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 Chapters 7 and 8..  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
	




	100
	



	Total Points:
	600
	

	GRADING SCALE
	A
	=
	100 - 90%
	540-600

	B
	=
	89 - 80%
	480-539

	C
	=
	79 - 70%
	420-479

	D
	=
	69 - 60%
	360-419
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