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CA 201  Word Processing Applications
Introduction
Welcome to CA 201!  The following is the official course description: A comprehensive course in the use of word processors for microcomputers. The concepts, features, and commands of word processors are applied to a variety of applications.  Includes hands-on experience using Microsoft Word for creating, editing, formatting, and printing documents.
Course Objectives and Outcomes

Upon successful completion of this course, the student will be able to:

· Create, organize, and format content in Microsoft Word.
· Use common features such as graphics, tables, lists, hyperlinks, headers and footers.
Instructors:
Kevin Jones (kjones@kfupm.edu.sa)



Arshad Aziz (aziz@dcc.kfupm.edu.sa)

Office:

274-2 and 274-3
Office Hours:
Please check times displayed on the timetables on the office doors 

 /or by appointment
Class Meeting Times and Location:
Section 1:
As per your timetables
Lab Meeting Times and Location:
Section 1:
As per your timetables
Prerequisites: CA 101, CA 110, and ENGL 101.

Required Text
Microsoft Office Word 2003, Step by Step, by

     Online Training Solutions, Inc., Microsoft Press, 2003.

Grade Determination

Two major exams

15% each


Final exam


30%


Lab assignments

20% total


Class work


20% (10% quizzes, 5% class participation,  5% attendance)

Reading Assignments

You are responsible for the assigned reading as given in the following schedule.  In some cases, only part of a chapter will be read on a given week.  Note that we might not always cover chapters in the order presented in the book.

Lab Assignments - 20% of grade

Most people learn more by “doing” than by “listening”, thus you will learn far more about microcomputers by hands-on lab experience than by merely reading your textbook.  The lab assignments are a basic course requirement, like engineering lab work, and not at all like homework in a calculus class.  You must complete most of the lab assignments in order to pass the course!  Late assignments will be assessed a 50% penalty per lab meeting, which means that if you don’t submit lab work on time, I will take of half the points, and I will not accept late work after one week from the due date.

Talking with classmates about the assignments in general terms can be of value to you.  Nevertheless, the work you submit must be your own!  No credit will be given for assignments that are copied.  Copying someone else’s assignment and modifying it to conceal that fact is a very serious offense.  Cheating will not be tolerated. 


The requirement that you do your own work is important.  The exams may contain questions about work that is done in the labs.  You may not be able answer the questions unless you have completed the lab assignments yourself.

Exams - 60% of your final grade

There will be two major exams during the semester.  Exams may contain short answer and/or multiple choice questions.

Absences from Lectures/Labs

If you are absent for more than 9 lectures and/or labs without excuse, you will be dropped from the course and will receive a DN.  If you are absent for more than 15 lectures and/or labs, with or without excuse, you will be dropped from the course and will receive a DN.  One half point will be taken from your attendance score for each unexcused absence.
Absences from Exams

If you must miss an exam, send me e-mail as soon as possible, preferably before the exam.  Acceptable excuses are usually limited to serious personal problems or religious needs.  Examples of acceptable excuses are a death in the family or religious holiday.  Examples of unacceptable excuses are taking someone to the airport, job interviews, weddings, or the desire to leave before the end of the exam period.

Withdrawal Policy

The last day to drop the course and receive a `W’ grade is  April 3, 2007.

CA 201  Word Processing Applications
Course Schedule, 062
Note:  Topics and scheduled dates are tentative, thus they may change.

	Week
	Dates
	Read Chapters:
	Topics

	1
	Week starting Feb 17
	1
	Introduction, course organization;  Working with documents. 

	2
	Week starting Feb 24
	1
	Working with documents, continued

	3
	Week starting Mar 3
	2
	Editing and proofreading documents



	4
	Week starting Mar 10
	3
	Changing the appearance of text



	5
	Week starting Mar 17
	4
	Arranging and printing documents



	6
	Week starting Mar 24
	5
	Presenting information in tables and columns

MAJOR 1 EXAM

	7
	Week starting Mar 31
	6
	Working with graphics



	8
	Week starting Apr 7
	7
	Working with charts



	9
	Week starting Apr 14
	8
	Collaborating with others



	10
	Week starting Apr 21
	9
	Creating documents for the Web



	11
	Week starting May 28
	10
	Creating forms



	12
	Week starting May 5
	11
	Creating form letters and labels

MAJOR 2 EXAM

	13
	Week starting May 12
	12
	Making information in longer documents accessible



	14
	Week starting May 19
	13
	Increasing efficiency



	15
	Week starting

May 26
	N/A
	Miscellaneous, Revision
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