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Course Description:
Use Microsoft Word 2007 for advanced word processing features: tables, merging form letters and data, desktop publishing, large document capabilities (including master documents and indexes), templates, styles, linking and embedding objects in a document.
Course Objectives:
(Also indicate Library and/or electronic information resources)
· Introduce advanced Word tools, including integration with other Microsoft Office titles and data merging utilities.
· Develop an understanding of the application of word processing technology to common business, scientific and technical applications.
· Develop an understanding of document design concepts for professional and personal documents.
· Provide examples and opportunities to apply advanced word processing tools, including data merges, large document management, desktop publishing and web publishing tools.
· Provide examples and opportunities to apply workplace automation, including using VBA macros in Microsoft Word.
Use of library and information resources is integrated into computer science certificate and degree programs in general education requirements and in computer science classes as relevant to the curriculum. Use of library and information resources is encouraged and students can access a variety of program-appropriate materials via the library's web-based electronic databases and print materials. Instruction in use of library and information resources is available to all students.
Student Learning Outcomes:
After completing this course, the successful student should be expected to:

· Modify and format tables. 

· Insert and manage field codes. 

· Create, modify, and apply styles. 

· Perform a mail merge to selected data source records. 

· Manage a long document.
· Create footnotes, endnotes, a table of contents, and index. 

· Manage changes made to your document by others. 

· Use MS Word comments feature to insert notes into your document. 

· Integrating with other applications including the World Wide Web. 

· Record and run a macro.
· Use the Visual Basic editor to modify and combine recorded macros. 

· Define objects, properties, and methods.
· Create a user-input form.
Length of Course:
33 lecture hours
Grading Method:
Letter grades (A-F) or Pass/No Pass
Prerequisites:
CS-121 Computer Applications or BA-131 Introduction to Business Computing
Major Topic Outline:
I. 
Introduction

II. 
Creating a Document 

III. 
Editing and Formatting a Document

IV. 
Creating a Multiple-Page Report 

V. 
Desktop Publishing a Newsletter 

VI. 
Creating Styles, Outlines, Tables, and Tables of Contents 

VII. 
Creating Form Letters and Mailing Labels 

VIII. 
Integrating Word with Other Programs and with the World Wide Web

IX. 
Customizing Word and Automating Your Work 

X. 
Creating On-Screen Forms using Advanced Table Techniques 

XI. 
Managing Long Documents

CCC AAOT/ASOT GENERAL EDUCATION OUTCOMES 
Course Title and Number:   CS-135W
 COURSE OUTLINE MAPPING CHART
Microsoft Word
 Mark outcomes addressed by this course:

· Mark “C” if this course completely addresses the outcome. Students who successfully complete this course are likely to have attained this learning outcome.

· Mark “S” if this course substantially addresses the outcome. More than one course is required for the outcome to be completely addressed. Students who successfully complete all of the required courses are likely to have attained this learning outcome.

· Mark “P” if this course partially addresses the outcome. Students will have been exposed to the outcome as part of the class, but the class is not a primary means for attaining the outcome and assessment for general education purposes may not be necessary.

 As a result of completing the AAOT /ASOT general education requirements, students will be able to:

	WR: Writing Outcomes
	

	1. Read actively, think critically, and write purposefully and capably for academic and, in some 
              cases, professional audiences.
	

	2. Locate, evaluate, and ethically utilize information to communicate effectively.
	P

	3. Demonstrate appropriate reasoning in response to complex issues.
	

	SP: Speech/Oral Communication Outcomes
	

	1. Engage in ethical communication processes that accomplish goals.
	

	2. Respond to the needs of diverse audiences and contexts.
	

	3. Build and manage relationships.
	

	MA: Mathematics Outcomes
	

	1. Use appropriate mathematics to solve problems.
	

	2. Recognize which mathematical concepts are applicable to a scenario, apply appropriate 
    mathematics and technology in its analysis, and then accurately interpret, validate, and
    communicate the results.
	

	AL: Arts and Letters Outcomes 
 
	

	1. Interpret and engage in the Arts & Letters, making use of the creative process to enrich the quality of
    life. 
	

	2. Critically analyze values and ethics within a range of human experience and expression to engage 
    more fully in local and global issues. 
	

	SS: Social Science Outcomes
	

	1. Apply analytical skills to social phenomena in order to understand human behavior.
	

	2. Apply knowledge and experience to foster personal growth and better appreciate the diverse social
    world in which we live.
	

	SC: Science or Computer Science Outcomes
	

	1. Gather, comprehend, and communicate scientific and technical information in order to explore 
    ideas, models, and solutions and generate further questions.
	

	2. Apply scientific and technical modes of inquiry, individually, and collaboratively, to critically
    evaluate existing or alternative explanations, solve problems, and make evidence-based decisions 
    in an ethical manner.
	

	3. Assess the strengths and weaknesses of scientific studies and critically examine the influence of 
    scientific and technical knowledge on human society and the environment.
	

	CL: Cultural Literacy Outcome

	

	1. Identify and analyze complex practices, values, and beliefs and the culturally and historically 
              defined meanings of difference. 
	

	IL: Information Literacy Outcomes

	

	1. Formulate a problem statement.
	

	2. Determine the nature and extent of the information needed to address the problem.
	P

	3. Access relevant information effectively and efficiently.
	P

	4. Evaluate information and its course critically.
	

	5. Understand many of the economic, legal, and social issues surrounding the use of information.
	


�  “Arts and Letters” refers to works of art, whether written, crafted, designed, or performed and documents of historical or cultural significance.


� Must be embedded in a course that meets the outcomes for Arts and Letters, Social Science, or Science/Computer Science. 


� Must be embedded in the general education required Writing courses     Revised 2010-2011 to reflect Statewide AAOT outcomes





