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II.
PREREQUISITE:

CAS 125 with a minimum grade of C or consent of instructor upon passing a skill level assessment test.

III.
COURSE  DESCRIPTION:

This is an advanced word processing course that provides instruction and practice in advanced word processing features, essential desktop publishing concepts and procedures using a word processor, and creation of web pages using a word processor. Topics covered include integrating graphic features, document layout and design concepts, typographic refinements, styles, forms creation and web page development. Students will design and create newsletters, business cards, brochures, flyers, letterheads, manuals and web pages. 

IV.
LEARNING OBJECTIVES:

Through the use of the microcomputer and the word processing software package, the student will demonstrate the ability to:


A.
Understand desktop publishing concepts and procedures.

B.
Create a variety of personal documents including letterheads, envelopes, and business cards.

C.
Produce promotional documents, brochures and booklets using graphics and appropriate captions, shading, borders, and fonts having a professional appearance.


D.
Create web pages using word processing software and appropriate web page design

       concepts.


E.
Produce text using both newspaper style and parallel columns.


F.
Create presentations using other appropriate software packages for presentations and desktop publishing.
V.
ACADEMIC INTEGRITY:


The very nature of higher education requires that students adhere to accepted standards of academic integrity.  Therefore, Oakton Community College has adopted a Code of Academic Conduct and a Statement of Student Academic Integrity.  These may be found in the Student Handbook.  You may also find a summary of the Code of Academic Conduct in the College Catalog.  Among the violations of academic integrity listed and defined are:  cheating, plagiarism, falsification and fabrication, abuse of academic materials, complicity in academic dishonesty, falsification of records and official documents, personal misrepresentation and proxy, and bribes, favors, and threats.


It is the student's responsibility to be aware of behaviors that constitute academic dishonesty.


Pursuant to the due process guarantees contained in the Policy and Procedures on Student Academic Integrity, the minimum punishment for the first offense for a student found in violation of the standards of academic integrity is failure in the assignment.  In addition, a disciplinary record will be established and kept on file in the office of the Vice-President for Student Affairs for a period of 3 years.

VI.
OUTLINE OF TOPICS:

A.
Review advanced word processing features

B.
Desktop publishing with a word processor


1. Concepts



2. Procedures


C.
Graphic features

D.
Business Document layout


1. Newsletters



2. Business Cards


3. Brochures


E.
Web Pages


1. Layout



2. Design



3. Hyperlinks



4. Home Pages



5. Fill-in forms


F.
Graphics


1.
Position on Page



2.
Size



3.
Caption and/or text



4. 
Retrieve



5.
Scale



6.
Move



7.
Rotate



8. Invert


G.
Columns



1. Newspaper Style


H.
Manuals

VII.
METHODS OF INSTRUCTION:

Class and individualized instruction
VIII.
COURSE PRACTICES REQUIRED:

A.
Attend seminars as scheduled.


B.
Attend lab as required.

C.
Complete required assignments and tests.
IX.
INSTRUCTIONAL MATERIALS:

Advanced Word 2003 Desktop Publishing w/CD-ROM, by Joanne Marschke Arford and Judy Dwyer Burnside,  EMC Paradigm Publishing
X.
METHODS OF EVALUATING STUDENT PROGRESS

Production of various documents demonstrating the use of features and topics learned in course.  Completion of required exams, assignments, and completion of a portfolio.

Tests

There are 3 tests (Unit 1, Unit 2, Unit 3)   Each test is worth 20% of your grade.


If you are absent, tests can be taken in the testing center.  

Prior arrangement with instructor is required.

Homework assignments

Homework is worth 40% of your grade.  

I don’t accept late homework unless you are absent.  All homework listed on the class schedule is due the week following the lecture.

Complete and staple IN THE ORDER as listed on seminar schedule.  Each week you will be turning in just one packet of stapled papers (no folders or coversheets) 

On the first page HANDWRITE your name along with the Ch # and Asses # on EACH page.   On all other pages, HANDWRITE Ch # and Asses #

If your homework is marked “Re Do” then you must make the corrections and turn in the ENTIRE stapled packet of papers the next week for full credit.   The new work is stapled on TOP of the original packet of papers.

Homework to be re done and turned in again is due the next class.  No points will be given for homework not corrected and turned in again.

CD’s that come in the book are only for use at home.  All of the documents from the CD’s are stored on the Oakton hard drive at F:\samples\CAB\225
Save all of your work on a floppy disk (a: drive).  Print your work ASAP.

Read (or at least look over) the chapters before coming to class.  It will help.

XI.
OTHER COURSE INFORMATION:
If you have a documented learning, psychological, or physical disability you may be entitled to reasonable academic accommodations or services.  To request accommodations or services, contact the ASSIST office in the Learning Center. All students are expected to fulfill essential course requirements. The College will not waive any essential skill or requirement of a course or degree program.

Software users! Copying software is in violation of Federal law and College policies. Suspected violations will be vigorously investigated and if warranted, appropriates penalties will be applied.  Specifically, you do not have the right to; Make copies of software for yourself or others or receive and use unauthorized copies of software.

SOFTWARE CHECKOUT

The Computer Technologies and Information Systems (CTIS) department at Oakton Community College has formed a partnership with Microsoft through the Microsoft Academic Alliance (MSDNAA) that provides students registered for credit classes in CTIS (CIS, CAS, WWW, COT, LAN) with selected Microsoft software products for use in coursework and personal projects.  Currently, this software includes Visio, Windows XP, and Visual Studio.Net.  Students may checkout the software from the reserve desk in the library on either campus, install the software on their home computer, and return the software within three days.  Fines will be applied if the software is not returned by the due date.  In the near future, more software will be available and students will be able to download the software.

