
 
 

Course Outline
 
 

 

For each credit, the student will be expected to spend, on average, 3 hours per week in combination of in-class and out-of-
class activity. 

 

This course does not include accessable General Education outcomes.
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Course Number: BT-160
Title: Word I
Date Approved: 11/15/2019

Credits: 3
Length of Course: 22

Grading Method: A-F or Pass/No Pass
Prerequisites: None
Co-requisites: None
Recommended: 35 words per minute typing skill or BT-120

Required:
Access to the following equipment and software: Personal
computer or laptop with MS Windows operating system
(preferably Windows 8 or 10), MS Word, or access to the
CCC Dye Academic Computer Lab for coursework

Related Instruction Area: None
Uses Library Resources: Yes

Department: Business & Computer Science: Business
Outline Developed by: Beverly Forney
Course Approved as: Career Technical Preparatory

Course Description:

Introductory-level course where students learn basic concepts of the Word software program. This course is designed for
students who have no or little knowledge of Word.

 

Student Learning Outcomes:

Upon successful completion of this course, students should be able to:

1. create, retrieve, edit, save, and print documents such as tables, letters, memos, outlines, and reports;
2. demonstrate the ability to proofread documents for spelling and grammar and revise effectively to produce professional
documents;
3. apply specialized formatting to characters, paragraphs, and documents;
4. use file management concepts to organize and maintain documents;
5. demonstrate the ability to customize documents using headers, footers, bulleted/numbered text, page numbering, and
backgrounds;
6. Create merged documents such as letters using merge fields within Word documents;
7. exhibit the ability to enhance documents with images, SmartArt, styles, themes, and WordArt;
8. demonstrate the ability to review documents utilizing formal Word Review tasks (make comments, review and track
changes, editing of documents when collaborating with others).

Major Topic Outline:



 

LEVEL 1
1. Introduction to Word: Organizing a document
2. Document Presentation: Editing and Formatting
3. Document Productivity: Working with Tables and Mail Merge
4. Collaboration and Research: Communicating and Producing Professional Papers


