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TBE TA1701.  Introduction to Word Processing (1) Su, F, Sp

Basic components of word processing including creating, retrieving, editing documents and importing graphics.  Keyboarding 25 wpm recommended.

COMPUTER & INFORMATION LITERACY GENERAL EDUCATION MISSION STATEMENT 
The Weber State University Computer and Information Literacy (CIL) requirement provides students with the ability to use computers, the Internet, and library resources.  Specifically it provides students with skills and knowledge to input, format, find, identify, retrieve, analyze, and evaluate information to support academic success and lifelong learning.

Course Title:___Introduction to Word Processing__________________________

Department:__Telecommunications & Business Education   _________________
Provide justifications in Sections A-D for each of the CIL Part Requirements checked above.
A. Justification for Course Covering CIL Part A Requirement: Word Processing. 

Part A Core Competencies:

A1. Create, edit, save/print, and retrieve a document.
A2. Move/copy, indent, space, find/replace, bold/underline/italicize, and center text.
A3. Number pages, format font, create references, insert headers and footers, place graphics, and spell check documents.
A4. Create, format, and edit tables.  

Describe how the course prepares students to successfully complete tasks related to Word Processing.  Cite specific lecture topics, written assignments, and/or lab projects that address each of the core competencies listed above. Refer to your attached syllabus as needed.
Core competencies Coverage:

The TBE 1701 course is taught using Microsoft Word software.  This one-credit-hour course is an individualized course using online teaching format running on the Canvas Learning Management System.  The textbook used is in individualized learning format so there is no lecture with this course.  Each chapter of the text provides step-by-step instructions on performing Word Processing Tasks and provides practice problems covering those same tasks. Written instructions are given with some assignments in addition to textbook instructions so all objectives of the course are covered. (See course syllabus and course outline for objectives.) Printing is taught in the first chapter of the text while the course is designed to be paperless.
The individualized material—textbook and online material—covers every concept covered in A1 through A4 above.

Every core competency listed above in A1, A2, A3, and A4 is required in Assignment 5.
Word Processing Core Competencies
	Competencies

	Assignment 1
	Assignment 2
	Assignment 3
	Assignment 5
	Final Production 
Exam

	 
	Create
	yes
	yes
	yes
	yes
	yes

	A1
	Edit
	yes
	yes
	yes
	yes
	yes

	 
	Save/Print
	yes
	yes
	yes 
	yes
	yes

	 
	Retrieve Document
	 
	 
	yes
	Yes
	yes

	 
	Move
	yes
	 
	yes
	yes
	yes

	 
	Copy
	 
	 
	yes
	yes
	yes

	 
	Indent
	yes
	yes
	yes
	yes
	yes

	 
	Space
	yes
	yes
	yes
	yes
	yes

	A2
	Find/Replace
	 
	 
	 
	yes
	yes

	 
	Bold
	yes
	yes
	 
	yes
	yes

	 
	Underline
	yes
	yes
	 
	yes
	yes

	 
	Italicize
	yes
	yes
	 
	yes
	yes

	 
	Center
	yes
	yes
	yes
	yes
	yes

	 
	Number Pages
	 
	yes
	 
	yes
	yes

	 
	Format Font
	yes
	yes
	yes
	yes
	yes

	A3
	Create References
	 
	yes
	 
	yes
	yes

	 
	Headers and footers
	 
	yes
	 
	yes
	yes

	 
	Place Graphics
	yes
	 
	yes
	yes
	yes

	 
	Spell Check
	yes
	yes
	yes
	yes
	yes

	A4
	Create, format, Edit Tables
	 
	 
	yes
	yes
	yes

	
	
	
	
	
	
	


TBE 1701 Course assignments:
Assignment 1 is a flyer with a border and includes different fonts and font sizes bolding, underlining, italics, etc.
Assignment 2 is a MLA 2-page report containing a header with page number and student name, a footer with an updateable date, a footnote, in-text citation placeholders, page breaks, word count and a bibliography generated from the citations inputted earlier in the report.

Assignment 3 is a brief modified block style business letter containing bulleted indented material, a table autofit to contents, and a letterhead with text in front of the clipart used.

Assignment 4 is a chitester multiple choice, true/false questions assignment covering knowledge of word processing.  The assignment is repeatable so that students can study and redo the assignment until they receive a grade they are satisfied with—many work for 100 percent.
Assignment 5 is formal 4-page report with a title page containing clipart behind white text and different font sized text, a generated table of contents, a generated index with multiple page listings, in-text citation placeholders, and a generated bibliography.  The 4-page body of the report contains different levels of headings, a footnote, pagination with number 1 on the first page of the body of the report, and no page numbers on preliminary pages of the report, bulleted and indented material, a table, etc.
The final exams are a ChiTester true/false, multiple choice exam and a production exam.  
Attached are copies of the assignment keys—finished assignments for assignment1, 2, 3, and 5.
Also attached are copies of the Syllabus, the Course Outline, information covering the sampling of pretest given this semester, a list of concurrent enrollment courses aligned with an elective high school course—Computer Tech II.
COMPLETE THE FOLLOWING
1.
Has this proposal been discussed with and approved by the department?

   Yes

2.
List those general education courses in other departments with similar subject matter and explain how this course differs.


IST TE 2010 meets competency for parts A, B, and C of Computer and Literacy, by having the prerequisite:  TBE TE 1700 or equivalent knowledge.


The IST TE 2010 course “. . . covers computer competencies students will use in their business functional and cross-functional core courses, using more complex features of desktop software.”

3.
If the proposed new general education course affects course requirements or enrollments in other departments, list the departments and programs involved and attach comments from each.


NA   This is not a new general education course.

4.
Attach a syllabus of the course.  Include the number of contact hours per week and the format of these hours (e.g., lecture, lab, field trip, etc.).

Syllabus and Course Outlines are attached. 

New Courses Only: 

5.
Discuss how you will assess student learning outcomes associated with this course

Current General Education Courses and Existing Courses Seeking General Education Status:

6.
Discuss how you have assessed the applicable or identified student learning outcomes associated with this course.


Attached is a spreadsheet and a chart of Calculated Word Processing data based on the semester pretest given to all sections of TBE 1700.  The final exam which covers all competency areas, A1 through A4, provides results of average student learning.

7.
How has this assessment information been used to improve student learning?

When groups of students score low in a given concept area, more emphasis is placed on teaching and assignment areas to improve conceptual understanding and application.

TELECOMMUNICATIONS & BUSINESS EDUCATION DEPARTMENT

COLLEGE OF APPLIED SCIENCE AND TECHNOLOGY

WEBER STATE UNIVERSITY

COURSE OUTLINE

	COURSE

TBE 1701


	COURSE TITLE

Beginning Word Processing
	LECTURE HRS.

PER WEEK

0
	LAB OR DISC. HRS PER WEEK

2 or total of 30 hours
	CREDIT HRS.

1 Semester Credit

	PREREQUISITES

Keyboarding at 25 words per minute recommended
	OUTLINE PREPARED BY

Alden A. Talbot
	DATE OF PREPARATION

September 8, 2011

	COURSE DESCRIPTION

      TBE TA1701 Introduction to Word processing (1)

      Basic components of word processing including creating, retrieving, editing documents and importing

      graphics.  Keyboarding 25 wpm recommended.



COURSE OBJECTIVES

       Upon completion of this unit, the student will be able to complete the following objectives with at least 70 percent accuracy:

1. Create, name, save, open, and print documents in Microsoft Word.

2. Move around within and between documents.

3. Input text 

4. Revise text using the following features:

a. Change margins and tabs

b. Change line spacing

c. Change page format

d. Spell check

e. Add and delete text

f. Underline

g. Pagination

h. Section/Page breaks

i. Find and replace text

j. Apply document themes

k. Apply page borders

l. Insert and adjust custom tab stops

5. Create headers, footers, and footnotes
6. Create and make changes to tables and text in tables
7. Delete columns in tables, sum columns, etc.
8. Format, autofit, size and move tables
9. Add styles to tables


	10. Add research materials for MLA formatting including citations, editing sources, generating a table of contents, an index, and a bibliography, etc.

11. Create, modify, and apply styles
12. Add and format clipart picture to documents
13. Insert digital pictures into a Word document
14. Insert and format shapes in a document
15. Create, insert, and modify document building blocks
16. Use the Help feature to answer questions



	

	TOPICS COVERED
	APPROX. DAYS ALLOTTED

	See Objective above
	Approximately 30 hours

	Textbook: 

Shelly, Gary B.; and Vermaat, Misty E.  Microsoft Office 2010, Custom Textbook, Weber State University, Cengage Learning, Mason, OH, 2011.


	PUBLISHER

Cengage Learning

5191 Natorp Boulevard

Mason, OH   45040



	ADDITIONAL REFERENCES OR INSTRUCTIONAL MATERIALS

Must provide a USB Flash Drive (Storage Device) for student use.



	OUTSIDE STUDENT PROJECTS OR ASSIGNMENTS (OTHER THAN TEXT READING)

End-of-chapter and online assignments



	LIBRARY ASSIGNMENTS



	A-V AIDS USED (O/H PROJECION, FILMS, TAPES, ETC.)

Constant use of personal computers and software



	SPECIAL ACTIVITIES (GUEST SPEAKERS, FIELD TRIPS, ETC.)

Course taught using WebCT, Blackboard or Canvas, whether taken as an online course or as an individualized course.




SPECIAL COMMENTS

This course is a 5-week course.

Grading comes from 5 assignments and two tests (written test [Chitester] and a production test).

Course Syllabus

INTRODUCTION TO WORD PROCESSING 
TBE 1701
 

This course is Introduction to Word Processing .  The course is taught using Microsoft Word 2010.  This means that the assignments and tests are designed for Word 2010 and assignments and tests received must be in Word 2010.  Only assignment files with a .docx extension will be accepted for the assignments and tests for this course.
You will NOT be successful if you attempt to complete assignments or tests with an earlier version of Microsoft Word.  There are several changes and improvements in Word 2010 that were not available in previous versions of Word.  Other word processing software is not acceptable for this course.
If you are a Mac user, Microsoft Word 2011 is fairly close to Word 2010.  However, if you decide to use a Mac with Word 2011 for this course, you are responsible for everything in the assignment and on the tests just as if you were using Word 2010.  The book is not set up to help you much if you are using a Mac.  If you use a Mac for all of the assignment, when you take your Production Test, you may request to take the test on a Mac with Word 2011.  The Testing Lab in Elizabeth Hall 311 where you take your tests on campus has Word 2010.  If you used a Mac for all of your assignments and desire to test on a Mac, be sure to request a Mac computer with 2011.  The Macs are available, but you must make the request if you want to test on a Mac.
This course runs from August 22 through September 23, 2011--That is only five weeks.
This course has one (1) introductory assignment,  plus five (5) graded assignments, and two graded final exams. 
This is an online syllabus. Feel free to print off what you need. Be aware that assignments and testing materials are on different pages and will need to be printed separately.  Go to the Pages Tab on the Home page for material about completing assignments and for taking tests to gather all the required information for this course. If you print only this syllabus, you do NOT have all the information that you need to successfully complete this course.
Assignment and Test Submission Grading:
Assignments and tests will be submitted only once and graded only once.  Assignment WD4 is an exception.
A score of zero will be entered for any assignment or test not submittted and graded by the scheduled deadline date.
Instructor:
Dr. Talbot - atalbot@weber.edu

Supplies:
The Telecommunications & Business Education (TBE) Department will provide a storage medium for the production test if needed for this course.  That production test and the final Chitester test will both be taken in our Lab, which is in Elizabeth Hall, Room 311, Ogden Campus.  You will need your own storage device to use as you work through the course.  You may use our computers in Elizabeth Hall 311 for your work or any computer with Microsoft 2010 Word available.  The computers in our lab will not accommodate floppy disks.  USB Flash memory devices work best in that lab.
Textbook:
Shelly, Gary B. and Misty E. Vermaat,  Microsoft Office 2010 Custom Textbook, Weber State University, Mason, Ohio: Cengage Learning, 2010.  ISBN 111177532X
This course covers pages WD1 through WD200 and WD561 through WD595 of the text book. Your learning will be covering Chapters 1, 2, and 3 and pages WD561 through WD595 of Chapter 9 during this course.
Software Requirements:
All materials for this course are written for Microsoft Word 2010 to be used on computers with Microsoft Office 2010 and Windows 7. Tests will be administered on computers using Microsoft Word 2010 with Windows 7.
Assignments completed in a Word version prior to 2010 will not be accepted for this course.  Nor will any other word processing software work be accepted. 
Another note for your information:  Student using a Mac with Word 2011 may have  many problems with this course, so use the Mac with 2011 with that understanding.
Course Description And Objectives:
This course introduces word processing functions including: creating, storing, retrieving, editing and printing documents using word processing software. Specifically, upon completion of this course, students will have gained an understanding of the basic concepts and functions of working with Word 2010 using a personal computer (PC) to meet the objectives listed below with at least 70 percent accuracy:
1)    Create, name, save, open, and print documents in Word 2010.
2)    Move around within and between documents.
3)    Input text with keystroke efficiency.
4)    Revise text using the following features:
       i)   Change margins and tabs
      ii)   Change line spacing
     iii)   Change page format
     iv)   Spell check
      v)    Add and delete text and codes
     vi)   Section/Page Beaks
    vii)   Underline
   viii)   Number pages
     ix)   Search and replace text
5)    Create headers and footers and footnotes.
6)    Create and make changes to tables and text in tables.
7)    Research materials for MLA formatting including citation, Works Cited, etc.
8)    Create and make changes using graphics features, clip art, etc.
9)    Create and work with reports with specific themes, etc.
Grading:
Grading will be according to the standards established for lab classes at WSU in the TBE Department as follows:
         100 - 95 = A
         94 - 90 = A-
         89 87 = B+
         86 - 83 = B
         82- 80 = B-
         79 - 77 = C+
         76 - 73 = C
         72 - 70 = C-
         69 - 67 = D+
         66 - 63 = D
         62 - 60 = D-
         59 - 0 = E

Grades will be assigned according to the following percentages:
        Homework Assignments 20%--This is 4 % per graded assignment.
        Objective Final Exam 20%
        Production Final Exam 60%
Your grade will be posted online for each of the assignments and for the two tests as soon as graded. You will have one week to review the results of your exam. After that time, your disk will be erased. Please check at the lab counter to review your exam.
Due Dates:
The deadline for completing this course is Friday, September 23, 2011.  All assignments and both tests must be completed by the dates provided in the calendar for the course. Refer to the calendar often to be sure you are meeting all due dates. Assignments can always be turned in early and tests can be taken early.
Any homework handed in late or tests taken late will result in a loss of 10 percent of the possible points for that homework or for that test.
You grade will continue to show as an E until you take the final exams.  Note above that the exams count as 20 percent (Objective Final) and 60 percent (Production Final) of your overall grade, so until you complete both exams you will have completed less than 60 percent of the course.
Services for Students with Disabilities Services:
Any student requiring accommodations or services due to a disability must contact Services for Students with Disabilities (SSD) in room 181 of the Student Service Center. SSD can also arrange to provide course materials (including this syllabus) in alternative formats if necessary.
	Date
	Day
	Details 

	Aug 24
	Wed
	Intro Word Assignment Submission 

due by 11:30pm 



	Aug 30
	Tue
	WD1 ASSIGN1 

due by 11:30pm 



	Sep 6
	Tue
	WD2 ASSIGN2 

due by 11:30pm 



	Sep 13
	Tue
	WD3 ASSIGN3 

due by 11:30pm 



	Sep 20
	Tue
	WD4 ASSIGN4 

due by 11:30pm 

WD5 ASSIGN5 

due by 11:30pm 



	Sep 22
	Thu
	Chitester Exam 

due by 3pm 

Production Exam 

due by 3pm 




