Oakton Community College

Advanced Document Formatting Syllabus

COT 104

Cheryl Brown

Room 2635   beginning Aug. 26, 2004

Phone (weekdays DP—Div. 2 office):  847-635-1688

Please call by 5pm if you are not coming to class.

7:30pm – 10:00pm Lecture, 5:00pm – 6:40pm Lab

My office hour will be before class on Thursdays 6:40pm –7:30pm.

email  cbrown4444@aol.com
I.
COURSE
COURSE
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II. PREREQUISITE: 

Keyboarding of 30 wpm and CAS 115—Microsoft Word.
III.
COURSE (CATALOG) DESCRIPTION:


This course offers further development of a marketable skill in keyboarding, speed refinement of keyboarding techniques, formatting a variety of letter styles, tables, manuscripts and other office forms, and use of automated features on computers.  This course will also develop skills in language arts, proofreading and editing. 

IV.
LEARNING OBJECTIVES:
To be able to:

A. Type 40 wpm for five minutes of straight copy typing with not more than 5 errors and with 100% accuracy in proofreading to achieve a C grade.

B. Manipulate the various functions of a computer.

C. Produce mailable copy from unarranged, edited copy in various letter styles, tabulations, reports and other documents.  

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. 
Word Processing Review          



1. Create, Edit, Store and Retrieve



2. Format Settings



3. Advanced Feature


B.
Skill Development




1. Technique



2. Figures



3.  Speed and Accuracy


C.
Business Letters



1. Block (Modified Block)



2. Full-Block (Block)



3. Simplified



4. Special Sized Stationery



5. Interoffice Communications


D. 
Tabulations



1. Within Letters



2. Open



3. Ruled



4. Boxed


E. 
Manuscripts and Reports



1. Manuscripts




a.  Left Blocked




b.  Footnotes



2. Employment Documents



3. Financial Statements



4. Legal Paper



5. Reports

VII.
METHODS OF INSTRUCTION:

Lectures, demonstrations, skill building, hands-on exercises, proofreading, editing, and language arts.

VIII.
COURSE PRACTICES REQUIRED:


A.
Attend seminars as scheduled.


B.
Complete required assignments and tests on time.


C.
Take administered timed writings.


D.
Attend lab as required.

IX.
INSTRUCTIONAL MATERIALS:


College Keyboarding: Advanced Word Processing, Microsoft Word 2002  Lessons 61-120 by Van Huss, Forde, Woo;  South-Western Thomson Learning, Inc. (REQUIRED).


Reference Manual for the Office by House, Signer (or comparable, recommended)


Two 3.5” floppy disks & case.

X.
METHODS OF EVALUATING STUDENT PROGRESS:
Production of various documents including short business and personal letters, short reports and manuscripts.  Completion of assignments and tests.

Tests and assignments= 70% of grade
Timed writings = 20% of grade
Attendance = 10% of grade

If you are absent, tests can be taken in the testing center.  Prior arrangement with instructor is required.


I don’t accept late homework unless you are absent.  All homework is due the week after it is assigned.

Complete and staple IN THE ORDER that it is assigned.  Each week you will be turning in just one packet of stapled papers (no folders or coversheets) 

On the first page of each stapled packet, HANDWRITE your name along with the Lesson #.  On all other pages, HANDWRITE Lesson # and alphabetic letter (ex: 61b).

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 the next week.

Print your work ASAP..

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 Instructional Support Services.  All student   ts are expected to fulfill essential course requirements.  The College will not waive any essential skill or requirement of a course or degree program.

XII. 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 CIS, CAS, WWW, COT, and 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 once registered by the CTIS department.

XIII. Web Addresses
CIS   
http://www.oakton.edu/acad/dept/cis


Coordinator of CIS is Michele Reznick                 mreznick@oakton.edu
CAS 
http://www.oakton.edu/acad/career/cas_pl.htm
COT
http://www.oakton.edu/acad/career/cot_pl.htm
           
Coordinator of CAS and COT is Doris Gronseth    dgronset@oakton.edu WWW
http://wwwprogram.oakton.edu


Coordinator of WWW is Kitty Tabers                   kitty@oakton.edu
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