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' GENERAL OBJECTI VES;

1. The student will denonstrate that he/she has l|earned to operate
an | BM PC by producing accurately typed docunents.

2. The student w |l denonstrate that he/she has learned to use the
WordPerfect Software by accurately producing typed docunents
using the required word processing fornmats.

GRADI NG
A+ 90 - 100%
A 80 - 89%
B 70 - 79%
C 60 - 59%
R Bel ow 50%
Three tests #1 -- 20
#2 -- 25
#3 -- 25
70%
Dai ly work 30%
100%

100% conpl etion of regular classroomwork is expected. Wrk which is
not submtted by the due date or work handed in inconplete, wll
result in a loss of 10 percent of the total assignnent val ue, unless
the teacher is aware of a valid reason prior to due date.

If a student is not able to wite a test because of illness, or a
legitimte energency, that student nust contact the teacher prior to
the test and provide an explanation which is acceptable to the teacher
(rmedical certificates or other appropriate proof nmay be required). In
cases where the student has contacted the teacher, and where the
reason is not classified as an energency, i.e. slept in, forgot, etc.,
t he highest achievable grade is a "C'. In cases where the student has
not contacted the teacher, the student will receive a mark of "0" on
that test.
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The follow ng marking schene will be used on graded work;
Pr oof r eadi ng/ spel I i ng -5 for each occurrence
Al'l other errors (margins, spacing, etc -2 for each occurrence
Punct uation '1/2 to -5 fOI’ eaCh

occurrence

Formatting errors (mnor/major) -2 to -5
Word division -1/2 to -2

Each student will be required to keep a file in a designated

cl assroom This will facilitate the return of assignnents, grades,

and delivery of nmessages the Ofice Admnistration faculty need to
relay to the student.

SPECI FI C OBJECTI VES;

PACE
Course Qutline Handout / Lecture
Revi ew of the Hardware Sof t war e
Revi ew of the Software XI X-XXI
1 Formatting a disk XXX i
1 Create a Menorandum Chapter 1
1-18
Edit a Menorandum Chapter 2
19 - 33
Create a Draft Letter Chapter 3
35 - 50
4 Refine a Letter and Print Final Copy Chapter 4
51 - 65
56 Use Automatic WordPerfect Functions Chapter 5
67 - 84

TEST #1
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7 Create a Resume

Create Newspaper & Parallel Columms

9 Create a Table (using Tabs
10 Create a Table

11 Edit a Table

12 TEST #2

13/14 Create FormLetters, Merge Addresses,
and Print Form Letters

15 Create and Print Miling Labels and
Envel ope Addresses

16 TEST #3

TEXTS

WrdPerfect 5.1 Made Easy, by Katie Layman,

Reconmmended Text (not required):

From the Desk of Software Support WordPerfect
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Chapter 6
85 - 100

Chapter 12
133 - 147
Teacher Handout
Chapter 7
101 - 115

Chapter 8
117 - 131

Chapter 10
149 - 163

Chapter 11
165 - 184

Prentice Hall



