
HIBBING COMMUNITY COLLEGE

COURSE OUTLINE

COURSE TITLE & NUMBER:  CAPP 1540 - Word Processing

CREDITS: 2 (Lec 0/Lab 2)
PREREQUISITES:  None (Keyboarding skills are preferable)

CATALOG DESCRIPTION:

This course will focus on the introduction of word processing applications to create and edit text, using Microsoft Word for Windows.

OUTLINE OF MAJOR CONTENT AREAS:
I. Basic Microsoft Word Usage

a. Screen Display

b. Terminology

c. Entering text

d. Saving & retrieving files

e. Printing

II. Document Preparation/Management

a. Centering

b. Underscoring/Boldfacing

c. Other Editing Functions

III. Advanced Document Management

a. Moving & Copying text

b. Search & Replace

c. Merging Documents

COURSE GOALS/OBJECTIVES/OUTCOMES:

The student will:

1.  describe word processor/computer components.
2.  describe media.
3.  perform program start-up and shut-down operations.
4.  create documents.
5.  store documents.
6.  print documents.
7.  retrieve documents.
8.  edit stored documents.
9.  utilize keystroke-saving functions.
10.  utilize spell check function.
11.  describe printer types.
12.  describe shared/networked peripherals.
13.  perform system/software utility functions.
14.  prepare system media.
15.  create letters.
16.  create memos.
17.  create multi-page documents.
18.  create form documents.
19.  create primary/shell documents.
20.  create variable lists.
21.  merge documents.
22.  perform document backup functions

23.  prepare list-generated mailing labels

24.  perform manual & electronic document distribution tasks

HCC COMPETENCIES MET:

Working Productively and Cooperatively

Communicating Clearly and Effectively

Thinking Creatively and Critically

STUDENT CONTRIBUTIONS:

Students are expected to attend all lectures and working sessions, participate and contribute to class discussions, complete all assignments on time and request assistance when needed.  Students should spend at least four (4) hours per week preparing for class.  Attendance is critical in this class.

METHODS FOR EVALUATING STUDENT LEARNING:

Evaluation methods may include but are not limited to exams, assignments, and exercises.  
SPECIAL INFORMATION:  (SPECIAL FEES, TEXTBOOK USED, ETC.)

Handouts and other materials are provided in class.  Textbook:  as directed by instructor.
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