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CIS 127

Advanced Word Processing 

And

Desktop Publishing Techniques
Instructor: 
Rebecca L. Byrd
Office: 
Room 158
Office Hours:  3:30 – 5:00 (if not in office check room 158)
Phone: 
437-6819 or 6801
Email: 
rbyrd@augustatech.edu 

Course Reference Number:  10546
Course Description:
This course provides a study of word processing and desktop publishing.  Topics will include: word processing fundamentals, desktop publishing fundamentals, advanced word processing concepts, development of macros, and presentation graphics fundamentals.

HOURS:  Class __2__ 
Lab __6__
Weekly Contact __8__
Credits __6__
Books and Supplies Required: 

ISBN 1-4188-3911-6  Microsoft Word 2003 Comprehensive,  CourseCard Edition, Course Technologies 
Publishing, Zimmerman, Zimmerman and Shaffer, authors.

ISBN 0-7600-4956-4 Adobe PageMaker 7.0, Course Technologies Publishing, Kevin Proot, author.  

Both books are available in the Augusta Technical College bookstore. 

Additional Supplies: 3 - 3.5” Diskettes (1.44mb) are needed for maintaining projects. This course does not require a lab manual.
Competency Areas:
1.  Desktop Publishing Fundamentals

3.  Development of Macros

2.  Advanced Word Processing Concepts
4.  Presentation Graphics Fundamentals

Grade posting: 


I believe that I have the responsibility to return your test scores and projects as quickly as possible.  
All CIS courses that I teach will be web enhanced using blackboard. Your grades will be available 24/7 as long as you have a working network connection and the state has not taken the site down for upgrades or maintenance. 

Grading Procedures:

	A
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+
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80 - 89

70 - 79

60 - 69

< 60

Work Ethics
	Work Ethics grade calculated daily


Formula for grades: =(TAVG*.25)+(IP*.25)+(GP*.25)+(FE*.25)
	Items to be graded
	Points / scoring system
	% of final grade

	Unit/Chapter Tests
	100
	25%

	Individual Projects
	100
	25%

	Group Projects

(see handout)
	100
	25%

	Final Exam
	100
	25%


Testing format:  This class may use SAM, Blackboard and hands on Testing formats for the word processing portion of the class.  Students may take practice tests to prepare for an interactive SAM or Blackboard exam.  If you miss an exam contact me immediately without proper documentation, missed quizzes and tests count zero toward the final grade.

Course format:  The Word 2003 text is divided into three levels.  Within each level are individual tutorials.  The course will begin at level I, on the tutorial 4, “Desktop publishing and mail merge”. Students will be expected to complete the remaining tutorials.  The PageMaker text is divided into units, A - L.  The student is expected to complete through unit J.  

Case projects are due on test day.  A 50% penalty is assessed for late projects.

Class Project:
The students will be divided into project teams by a drawing of numbers.  Each team is responsible for creating an eight to ten page newsletter. The Project Lead has the responsibility of turning in a list of responsibilities for each of the team members. A team leader will coordinate the publication and organization the team. Team Lead will be responsible for the teams schedule.  (See handout)
Publishing Projects

The two publishing products will consist of a flyer with rip-off tabs and a 3-fold brochure or similar project.
Guarantee: The Georgia Department of Technical and Adult Education has developed curriculum standards with the direct involvement of business and industry. These standards serve as the industry-validated specifications for each program of study and allow Augusta Tech to offer its business partners this guarantee:
“If one of our graduates, who was educated under a standard program, and his or her employer agree that the employee is deficient in one or more competencies as defined in the standards, Augusta Tech will retrain that employee at no instructional cost to employee or employer.”

This guarantee applies to any graduates who are employed in their fields of training. It is in effect for a period of two years after graduation.  To inquire or to file a claim under this warranty, please contact the Vice President of Instructional Services.

Work Ethics:

Work-ethics grades are given at the 5th and 10th week of the term.   I will evaluate your performance based on attendance, productivity skills, teamwork, character, leadership skills, organization skills, communication skills, respect, self-esteem and appearance. Work ethics grades become a permanent part of your academic record.

Students with disabilities:

If there is a student in this class who needs testing or classroom accommodations due to a disability, please feel free to come to my office and discuss this with me.  Augusta Technical College has an ADA Coordinator / Disability Counselor, Ms. Marty Nabors, who can assist you with your needs.
	Tentative Schedule

	Dates
	Plan for
	Competency Area 

	Week 1
	Microsoft Word text  - Tutorial 4 
Desktop publishing and mail merge
	2

	
	SAM Test # 1
	

	Week 2
	Microsoft Word text – Styles, Outlines, etc

Microsoft Word text – Form letters
	2, 3

	
	SAM Test # 2 
	

	Week 3
	Microsoft Word Text – Collaborating

Microsoft Word Text –  Word macros
	2, 3

	
	SAM Test # 3
	

	Week 4
	Microsoft Word Text – On-screen forms

Microsoft Word Text –  Long documents
	

	
	SAM Test # 4
	

	Week 5 -6
	PageMaker text Units A - D
	1, 4

	
	Flyer w/ rip-off tabs due
	

	Week 7-8
	PageMaker Units E - H
	1, 4

	
	3-fold Brochure is due
	

	Week 9 - 10
	PageMaker Units I - J
	1, 4

	
	Newspaper is due
	

	
	Final Exam 
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