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	COURSE NUMBER:
	CIS 055
	TITLE:
	Word

	SEM CR HRS:
	2
	Lecture:
	2
	Lab:
	
	SOE:
	
	ECH:
	2

	COURSE PCS #
	
	(Assigned by Administration)

	Prerequisites:
	

	Catalog Description:
(40 Word Limit)
	An introduction to the word processing software package Word that includes document preparation, storage, editing, and printing.

	List the Major Course Segments (Units)
	Contact Lecture Hours
	Contact Lab Hours

	Creating, Formatting, and Editing Documents
	5
	

	Creating References & Sources
	5
	

	Creating a Business Letter, Table, Lists, and Watermark
	5
	

	Using and Creating Template and Macros
	5
	

	Generating Form Letters, Mailing Labels, and Directory
	5
	

	Using Document Collaboration, Integration and Charting Tools
	5
	


	EVALUATION

	QUIZZES:
	
	EXAMS:
	x
	ORAL PRES:
	
	PAPERS:
	

	LAB WORK:
	
	PROJECTS:
	x
	COMP FINAL:
	x
	OTHER:
	


	TEXTBOOK

	TITLE:
	: Shelly Cashman Series Microsoft Office 365 + Word 2021

	AUTHOR:
	Vermaat, Duffy

	PUBLISHER:
	Cengage

	VOLUME/EDITION:
	

	COPYRIGHT DATE:
	2023


	MAJOR COURSE SEGMENT
	   HOURS
	LEARNING OUTCOMES

	
	
	The student will be able to:

	Creating, Formatting, and Editing Documents
	5
	Format paragraphs and text.  Insert and format a picture.  Enhance the page.  Correct errors and revise documents. 

	Creating References & Sources
	5
	Create a border.  Insert citation, footnote, endnote, bibliography, table of contents, and index.  Use indents.  Insert cover page. 

	Creating a Business Letter, Table, Lists, and Watermark
	5
	Insert and edit shapes and graphics, insert Word Art and Smart Art.  Work with columns.  Set tabs.  Create building blocks.  Edit and format lists and tables.

	Using and Creating Template and Macros
	5
	Use a template.  Share a document.  Work with form content control features.  Use a macro.

	Generating Form Letters, Mailing Labels, and Directory
	5
	Use mail merge features.

	Using Document Collaboration, Integration and Charting Tools
	5
	Use document collaboration to review a document.  Link to Excel table.  Chart a table. 


	Course Outcomes
	At the successful completion of this course, students will be able to:

	
	· Create, edit, format and customize multipage documents and tables.

	
	· Understand and use mail merge to create documents.

	
	· Work with graphic design features.


