CA201 – Word Application
Semester: 072
Text Book:
Microsoft Office Word 2003
Support Book:
 
Instructor:
Tariq Ibn-i-Aziz

Phone:

868-3300 x 877
Office:

273-1
Office hours:

Course Objective:

The aim of this course is to teach Word processing program using Microsoft Word to develop and integrated it with other Microsoft products application. 

Course contents:

1. Working with Documents

2. Editing and Proofreading Documents

3. Changing the Appearance of Text

4. Arranging and Printing Documents

5. Presenting Information in Tables and Columns

6. Working with Graphics

7. Working with Charts

8. Collaborating with Others
9. Creating Documents for the Web

10. Creating Forms

11. Creating Form Letters and Labels

12. Making Information in Longer Documents Accessible

13. Increasing Efficiency

Grading Assessment:

· CW, Lab, Quiz, Tests, HW 
40 %

· Major I


15%

· Major II


15%

· Final



30%

· Attendance
First 4 absent are free, 5th will cause -2.5 and every next will cause -0.5 from you final grade. On 10th absent you will get DN.

Examination & Assessment Method:

· Assignment (Home work) must be submitted within given dates

· Quizzes on regular basis can be given after the coverage of the topics

· One member of all groups will give presentation on presentation day

· Question will be asked to all group members

Course Progress and Monitoring:

The student will be warned of their weakness and appreciated for their strength. Continuous guidance and counseling will be provided to individuals and groups on regular basis. The assessment grading in each area of the course is closely monitored and told to the students for their weakness and strength

Attendance Monitoring:

Attendance will be taken at the beginning of each class and student with 10 minutes late arrival, will be marked absent for DN Calculation, but may be allowed to sit in the class work credit. Warning notices are served as appropriately according to the Computer System Department policy. Late homework or Lab report will “generally” not be graded. Unexcused Absence of more than 20% will result in DN in week 15.

Scheme of Work – CA201
	Weeks
	Topics
	Chapter /Section
	CW
	HW

	1
	Working with Documents
	Chapter 1
	Class Activity 1
	

	2
	Editing and Proofreading Documents
	Chapter 2
	Class Activity 2
	

	3
	Changing the Appearance of Text
	Chapter3
	Class Activity 3
	HW 1

	4
	Arranging and Printing Documents
	Chapter 4
	Class Activity 4
	

	5
	Major I
	
	
	

	6
	Presenting Information in Tables and Columns
	Chapter 5
	Class Activity 5
	HW2

	7
	Working with Graphics
	Chapter 6
	Class Activity 6
	

	8
	Working with Charts
	Chapter 7
	Class Activity 7
	HW3

	9
	Collaborating with Others
	Chapter 8
	Class Activity 8
	

	10
	Creating Documents for the Web
	Chapter 9
	Class Activity 9
	

	11
	Major II
	
	
	

	12
	Creating Forms
	Chapter 10
	Class Activity 10
	HW 4

	13
	Creating Form Letters and Labels
	Chapter 11
	Class Activity 11
	

	14
	Making Information in Longer Documents Accessible
	Chapter 12
	Class Activity 12
	HW 5

	15
	Increasing Efficiency
	Chapter 13
	Class Activity 13
	

	16
	Final
	
	
	


