HIBBING COMMUNITY COLLEGE

COURSE OUTLINE
COURSE TITLE & NUMBER:  Advanced Word Processing: CAPP 1541 (Formerly BUS 208)  

CREDITS:  2  (Lecture Hours  0  / Lab Hours  64  per Semester)

PREREQUISITES: CAPP 1540 or equivalent
CATALOG DESCRIPTION:

Advanced Word Processing provides students an opportunity to learn advanced features of Microsoft Word or WordPerfect.  Students explore additional functions in word processing such as macros, frames and borders, draw and fill, charts, tables, indexes, sorting, advanced formatting, and desktop publishing.

OUTLINE OF MAJOR CONTENT AREAS:

I.
Enhancing and manipulating documents with special features

A.
Hyphenating words

B.
Turning on line numbering

C.
Using bookmarks

D.
Creating annotations

E.
Creating macros

II.
Adding borders, frames, and pictures

A.
Adding borders

B.
Customizing borders

C.
Inserting a picture

D.
Framing text

E.
Drawing a frame

F.
Customizing a picture

III.
Using Microsoft Draw

A.
Drawing shapes

B.
Creating text in Microsoft Draw

C.
Changing objects

D.
Creating callouts

E.
Framing an object

F.
Using the grid

IV.
Using WordArt and equation editor

A.
Using WordArt

B.
Framing WordArt text

C.
Using the equation editor

V.
Creating and formatting tables

A.
Creating a table

B.
Deleting a table

C.
Formatting a table

D.
Converting text to and from a table

E.
Performing calculations

VI.
Creating charts

A.
Creating a chart

B.
Editing the datasheet

C.
Changing the data series

D.
Adding elements to the chart

E.
Formatting chart elements

VII.
Formatting with styles

A.
Formatting text with styles

B.
Creating styles

C.
Applying a style

D.
Removing a style from text

E.
Renaming a style

F.
Deleting a style

VIII.
Sorting and selecting

A.
Sorting text in paragraphs

B.
Sorting text in columns

C.
Sorting text in tables

D.
Sorting records in data source

E.
Selecting records

IX.
Creating outlines

A.
Creating an outline

B.
Modifying an outline

X.
Creating fill-in-forms

A.
Creating a form

B.
Filling in a form document

C.
Printing a form

D.
Editing a form template

XI.
Creating tables and indexes

A.
Creating a table of contents

B.
Creating an index

C.
Creating a table of figures

D.
Creating a table of authorities

COURSE GOALS/OBJECTIVES/OUTCOMES:

The student will

1.
enhance and manipulate documents with special features such as hyphenation, line numbering bookmarks, annotations, and macros.

2.
change the visual appeal of documents by adding borders to paragraphs, framing text, and pictures.

3.
create shapes, images, or text in the Microsoft Draw program.

4.
enhance the visual appeal of documents with text created with WordArt and create equations in documents using the equation editor.

5.
prepare and format business tables according to a variety of format and size considerations.

6.
clarify data by creating a chart with the data.

7.
create business documents, such as newsletters, agendas, and resumes, with different column styles.

8.
maintain consistency within similar business documents using the Style feature.

9.
sort information in a properly prepared document and select records from a data source.

10.
enhance the formatting and organization of business reports with Word's outlining feature.

11.
create a variety of business forms with text boxes, check boxes, and drop-down lists.

12.
mark information in a document to be included in a table of contents, index, table of figures, or table of authorities and then compile the table or list.

HCC COMPETENCIES MET:
STUDENT CONTRIBUTIONS:

Students are expected to attend all class sessions, complete assignments on time, request assistance when needed, and contribute to a productive learning environment.  
To request disability accommodations, please contact

Bonnie Olson, Central campus, 218-262-7246.

Students are encouraged to discuss their individual needs with the instructor.
METHODS FOR EVALUATING STUDENT LEARNING:

The grades will be determined by scores obtained on labs turned in and assessment tests.
SPECIAL INFORMATION:  (SPECIAL FEES, DIRECTIVES ON HAZARDOUS MATERIALS, TEXTBOOK USED, ETC.)

Text:  Microsoft Word 7.0 by Rutkosky

                    OR

          WordPerfect  6.0 for Windows by Rutkowsky
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