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CBOT 680 CA LA-- Advanced Word for Windows
Ms. Carolyn Jung, Instructor: E-mail:  jung@smccd.edu


1.5 Units 

Telephone/Office:  (650) 306-3213; Bldg 13, Room 203


CSU Transfer

CR/NC or Letter Grading Option

Office Hours:  Mon & Wed 11 – 1 pm; Tues 1 – 3 pm; Thurs 9:00 – 11:00 am; Fri 8:30 – 9:30 & 5 - 6 pm 
Entry Level Skills:  Eligibility for READ 836, and ENGL 836 or 400.

Description
Advanced features of Word for Windows include creating electronic forms; field codes; Macros, footnotes and endnotes, outlines, indexes & table of contents and Master documents in long documents.   Two hours of lab per week is required.
CR/NC Option
Students who elect this option (i.e. pass/fail) must complete the appropriate form & submit it to the Admissions & Records office within the first two weeks of the class and is irreversible.  For further information, see the college catalog under "Grade Option.”
Textbook
Microsoft Office Word 2003 Comprehensive Edition, by Deborah Hinkle; Printed in USA; McGraw Hill; ISBN 0-07-223209-9.
Materials
256 MB Flash drive 
Contents
Learn to the advanced features of Word:  how to edit documents in workgroups; create forms and work with Web documents; customizing features (toolbars, & macros); creating indexes and tables of contents; figures, and authorities; formatting columns & sections, more Desktop publishing; and Web publishing with Word.
Grading
Homework & Lab sheet
50%
Lab Hours (space available basis) in Room 213, 214 or 217.

Tests


50%
Monday – Thursday
8:00 – 9:30 pm





Friday


8:00 – 2:00 pm

A = 4 pts          D = 1 pt

Bring your Materials Fee Card to Lab or


B = 3 pts          F = 0 pt

you will not be permitted to use the Labs!

C = 2 pts  



Homework
Students are required to complete all assigned work & are responsible for any materials or assignments covered when absent.  A penalty of zero will be assigned to all assignments or redo’s not done or redo’s not corrected in.  Lab Sheets must also be turned in at the end of the semester.  Assignments are due at the next class meeting.  No late assignments will be accepted without Instructor's approval. 
Testing
If you miss a test, please make arrangements to take the test with the Instructor within a week of the missed test date (with the exception of the final exam).  A penalty grade of F will be assigned to any test not made up.

Attendance
Attendance is mandatory.  See the Instructor if you must miss a class.  If you need to leave early, please let the Instructor know at the beginning of the class.  You are responsible for completing any assignments missed.  You are permitted two absences.  You may be dropped for excessive absences or tardiness.  If for any reason you cannot continue with the class, it is your responsible to drop the class on a timely basis before any deadline dates.  Failure to do so may result in a final grade of "F."  Students will be dropped for any non-payment of fees.
Academic 
Cañada students are expected to demonstrate integrity in all academic endeavors.  Students 
Integrity
are evaluated on their own merits.  Violations of academic integrity include, but are not limited to:  cheating, copying another student’s file as your own work, or facilitating academic dishonesty.  The consequences of academic integrity are that a student may receive an F grade on the test or paper or have his/her grade lowered or fail the course.  Refer to the college catalog under Academic Integrity Policy for more information.  
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