Intro to Word Syllabus and Curriculum
Instructor Information:

Traci Hedlund
Hope Gospel Mission

traci@solomonlearningcenter.org
715-514-4291*102
Course Description: 
This class is open to both residents and the public being assigned to residents on an ‘as needed’ basis. Basic knowledge of computers is expected. Persons unfamiliar with computers will be required to take Intro to Computers or equivalent as a prerequisite. 

Course Fees:
Tuition $19.00

Materials $9.00
Total $28.00
Materials Needed:

To be provided by instructor.
Course Objectives:

Using word a processor is a skill necessary for the facilitation of communication in the business world. By the end of this class, students will be able to comfortably and confidently use Microsoft Word to make a variety of documents as well as have a basic knowledge of what Word is capable of doing. 

Course Schedule:
February 7, 2012 1PM – 6PM
Schedule is tentative and may change due to scheduling conflicts or student numbers.  If you are signed up for this class you will be notified of any changes.

Grading:

This class will be given in a seminar format with no formal grading. A certificate of attendance will be handed out at the end of class.
Course Policies:

Cheating is not tolerated.  Any student caught cheating will be dismissed from the class and will receive no credit.  It is expected that the student is there to learn and cheating makes it clear that the student is interested in taking shortcuts instead of getting the most out of the class.  

Cell phones are not allowed in the classroom for this course.

Attendance is mandatory.  Students are expected to review their schedule prior to signing up and schedule any appointments that may come up around this schedule.  If an absence is unavoidable, they should call as soon as possible to reschedule the class date.  Anything more than 10 minutes late will be considered an absence, less than 10 minutes will be a tardy.  Tardiness will need to be discussed with the instructor.

School Policies:

See student handbook
Other Information:

Computers at the school may be available for practice use. Please see the instructor to schedule lab times. 
Curriculum and Outline:
Unit 1:

Unit title and summary:
Introduction and Starter Keys

1. The Basics

a. Getting Started

i. Posture

ii. Starting Word 
iii. Minimizing/Maximizing

iv. Basic 2003 Layout

1. Buttons

2. Drop Down Menu’s

v. Differences in 2007

1. Ribbons

vi. The Cursor

vii. Naming and Saving a Document

viii. Starting a New Document

ix. Opening a Saved Document

x. Preview and Print

xi. Closing Documents and Word

b. Movement

i. With the Mouse

ii. With the Keys

iii. GoTo and Bookmarking

iv. Browsing

c.  Editing

i. Insert vs. Overtype

ii. Control, Backspace, and Delete

iii. Undo and Redo

iv. Search and Replace

v. Selecting Text

1. Highlighting Lines, Sentences, and Paragraphs

2. Delete

3. Copy

4. Paste

5. Move
Unit 1:


Continued:

2. Getting Deeper

a. Spelling and Grammar

i. Turning on the checker

ii. Adding/un-adding words to the dictionary

iii. Shortcut Icon

iv. Customizing AutoCorrect

v. Customizing AutoText

vi. Thesaurus Made Easy

vii. Translating Made Easy
viii. Word Count

b. Formatting

i. Font Type 
ii. Font Size

iii. Bold, Italics, Underline

iv. Attributes

v. Super- and Subscript

vi. Upper and Lowercase

vii. Alignment

viii. Line spacing 
ix. Tabs

x. Indentation

xi. Margins

xii. Page size

xiii. Orientation

xiv. Page Numbering

3. Making Stuff

a. Business Letter

b. Memo


In this unit the student will be taught:

How to use and apply Microsoft Word 2003 in real world situations they may encounter in a business environment.

After this unit the student should be able to:

Use Microsoft Word to write and format a letter.

The student will demonstrate their knowledge by:

Students will actively participate in class.
Unit 2:


Unit title and summary:

Practice and Extra features
1. Review

a. Homework

b. Basics

c. Question/Answer Session

2. Tables

a. Creating

b. Editing

c. Formatting

3. Graphics

a. Pictures

b. AutoShapes

c. WordArt

d. Borders

e. Objects

4. Extras
a. Columns
b. Lists
c. Headers and Footers
d. Basic Styles
e. Templates
f. Fields
5. Making stuff
a. Brochure w/Envelope
b. Poster/Certificate

In this unit the student will be taught:
How to use Microsoft Word 2003 for more advanced applications in real world situations.

After this unit the student should be able to:
Apply word processing skills to business situations, select desired text, format text, copy and paste, create and format a table, create and format visuals in their documents, edit headers and footers, set page orientation, margins, and tabs, check spelling and grammar, and preview and print their Word documents. 


The student will demonstrate their knowledge by:

Students will actively participate in class.
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