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Fall 2011
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Office Hours:   

T/Th 9-12
Other Times by Appointment

1.
Course Number:

CTCT 2200/2203

Course Title:


Document Processing 

Credit Hours:


3 semester hours (Lecture 1; Lab 4)

Prerequisites:

CTCT 1200/1203 or departmental approval 

Corequisites:


None


Class Meeting Times:
M/W 11:00 – 12:50 (Friday Lab day 8-12)
2.
Date Syllabus Prepared:
Fall 2011
3.
Required Texts, Supplies, and Resources:


(1) Two (2) 1.5” or 2” – 3-ring presentation type binder/notebook

(2)  Tab Dividers (at least 16 – 1 for each week)
(3)  Flash drive for saving your work  
(4) 2 – reams of white printer paper

(5) Microsoft Office Suite 2010
Textbook:  Shelly, G., Vermaat, M., (2012). Discovering Computers & Microsoft Office 2010: A Fundamental Combined Approach. Course Technology, Cengage Learning:  Boston, MA.  
ISBN: 0-538-47393-2
How to order your textbooks:
University Bookstore

Go to www.aubookstore.com and order your book on-line by submitting the order form provided on that page. Your order may be charged to your Bursar bill or you may use your credit card.

Dial the toll free # to the AU Bookstore – 800-842-0392

J & M Bookstore
Go to www.jmbooks.com and use their online ordering system. Dial the toll free number 800-323-1405.   J & M only accepts credit cards.
Anders Bookstore

Go to www.anders-bookstore.com and use their online ordering system. 
Dial the toll free number 800-Anders-1. 
This course will require the use of Blackboard. 

Blackboard can be accessed from the Auburn University website (www.auburn.edu) 
4.
Course Description:

Advanced formatting, processing, and evaluation of business correspondence, as well as administrative and employment documents.  Note:  This course is designed to prepare students to meet business education state certification standards. 

5. Course Objectives:


Students will be able to:

1. Process written business papers and electronic documents with the speed and accuracy necessary for employability. (290-3-3-.25-1-b-7)

2. Compose business letters, reports, and memoranda.(290-3-3-.25-1-b-2-2003)

3. Apply current business terminology in writing, speaking, and interpreting business information.(290-3-3-.25-1-b-2-2003)

4. Select and use references in solving business related problems.(290-3-3-.25-1-b-2-2003) 

5. Plan, develop, and deliver oral presentation using presentation software.(290-3-3-.25-1-b-2-2003) 

6. Use computer hardware and software in word processing, spreadsheet, and database software to create, modify, and print documents. .(290-3-3-.25-1-b-3-2003)      

7. Demonstrate knowledge of computer technology (290-3-3-.25-1-a-3-2003)

8. Explain computer network management and support (290-3-3-.25-1-b-10-2003)

9. Demonstrate knowledge of information processes. (290-3-3-.25-1-a-2003)  

10.  Students will understand the importance of student organizations in business education.

Course Content:
COURSE REQUIREMENTS: 

1. On-campus students MUST attend regularly scheduled classes.  Attendance will be taken.
2. Read assigned materials prior to attending classes.  You may be called on during discussions.

3. Complete and turn in assignments at the assigned time. This is a very fast-paced course. It is highly recommended that you stay on schedule with assignments. Late assignments will be accepted for ½ credit up to one week past the due date.  All weekly assignments are due to be posted to Blackboard by midnight on the Sunday following the week. On-campus students will submit hard copies of weekly assignments at the beginning of each Monday class as well as submitting assignments though Blackboard by midnight on Sunday.  Distance learning students should submit all weekly assignments through Blackboard prior to midnight of the Sunday following the assigned week. All projects will be evaluated on accuracy, completeness, professional appearance, and ability to follow directions (including uploading to blackboard).  If assignments are not your own individual work, you will receive a “0” for the assignment.

4. Complete a course portfolio (due on December 2, 2011).  Portfolio will be evaluated on established criteria covering organization, presentation, and substantive nature of content included by the learner. Portfolio should include: Creative Cover (to include WordArt, Smart Graphics, clip art, etc), DETAILED Table of Contents, and all weekly work.  Notebooks should be: turned in on time, neat, complete, and have labeled dividers. Distance students should have their notebooks mailed so that I receive them no later than 12/2/11. No late portfolios will be accepted.
5. Complete problem-solving applications and project based assignments.  Students will apply learned skills and concepts to business document formatting and preparation.  The case problem method will be used to present realistic and unstructured scenarios, which require learners to appraise, develop, and apply appropriate solutions. (Part of weekly assignments)

COURSE OUTLINE:

	Week 
	Topic
	Assignments

	Week 1

August 17-21
1st class day on August 17

	Course Introduction (8/17)

	· Review Syllabus and Assignments
· Introduce yourself on the Discussion Board in Blackboard

· Get your book!



	Week 2
August 22-28

	Chapter 1

	CHAPTER 1
· Read  and discuss Chapter 1
· Register for the 30 day free trial at www.quia.com (you will need to sign up as instructor). Create flashcards using the vocabulary from Chapter 1 – you must use at least 40 vocabulary words. Provide the link to your flashcards.
· Complete Checkpoints: Multiple Choice, Matching, Short Answer – please write question and answer.

· Complete Learn How to 1. Create and Use Your Own Blog (pg. 34). You can choose the topic of your blog – personal or professional and you should post at least one blog entry. Upload the link to your blog in both the assignment section as well as the discussion board.

· Go to http://2200fall2011.blogspot.com/ and comment on this week’s article. Your comment should include agree/disagree/, like/dislike, pro/con, etc. I expect your comment to reflect an in-depth analysis of the article. A minimum of 10 sentences should be written.

	Week 3
August 29- Sept. 4

	Chapter 2

	CHAPTER 2
· Read  and discuss Chapter 2
· www.quia.com create a battleship game using the vocabulary from Chapter 2 – you must use at least 30 vocabulary words. Provide the link to the battleship game and upload as an assignment.
· Complete Checkpoints: Multiple Choice, Matching, Short Answer – please write question and answer.

· Complete Careers Web Exercises 1 & 2 (pg. 93).
· Go to http://2200fall2011.blogspot.com/ and comment on this week’s article. Your comment should include agree/disagree/, like/dislike, pro/con, etc. I expect your comment to reflect an in-depth analysis of the article. A minimum of 10 sentences should be written.

	Week 4
September 5-11
Monday, Sept. 5 – no school (labor day holiday)
	Chapter 3
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	CHAPTER 3
· Read  and discuss Chapter 3
· www.quia.com create a matching activity using the vocabulary from Chapter 3 – you must use at least 30 vocabulary words. Provide the link to the matching activity and upload as an assignment.

· Complete Checkpoints: Multiple Choice, Matching, Short Answer – please write question and answer.

· Go to http://2200fall2011.blogspot.com/ and comment on this week’s article. Your comment should include agree/disagree/, like/dislike, pro/con, etc. I expect your comment to reflect an in-depth analysis of the article. A minimum of 10 sentences should be written.

	Week 5
September 12-18
	Chapter 4


	CHAPTER 4
· Read  and discuss Chapter 4
· www.quia.com create a rags to riches activity using the vocabulary from Chapter 4 – you must use at least 30 vocabulary words. Provide the link to the activity and upload as an assignment.

· Complete Checkpoints: Multiple Choice, Matching, Short Answer – please write question and answer.

· Read Special Feature – Digital Communication (pg. 167). Choose one day this week to log your use of digital communications (include all listed in this section). Write the specific type of communication (email, text, etc.), business/personal/educational, advantages/disadvantages, and good/bad practices you use when using this specific digital media. When the day is over and all communication is logged – write a ½ page reflection on your digital communications usage to be included with your log assignment.

· Go to http://2200fall2011.blogspot.com/ and comment on this week’s article. Your comment should include agree/disagree/, like/dislike, pro/con, etc. I expect your comment to reflect an in-depth analysis of the article. A minimum of 10 sentences should be written.


	Week 6
September 19-25

	Chapter 5

	CHAPTER 5
· Read  and discuss Chapter 5
· www.quia.com create an activity of your choice using the vocabulary from Chapter 5 – you must use at least 30 vocabulary words. Provide the link to the activity and upload as an assignment.

· Complete Checkpoints: Multiple Choice, Matching, Short Answer – please write question and answer.

· Read and answer Ethics and Issues 5-1 & 5-2 (pg. 194 & 207). Write both the question and answer.
· Go to http://2200fall2011.blogspot.com/ and comment on this week’s article. Your comment should include agree/disagree/, like/dislike, pro/con, etc. I expect your comment to reflect an in-depth analysis of the article. A minimum of 10 sentences should be written.

	Week 7
Sept 26- Oct 2
	 
	· Read  and complete Office 2010 and Windows 7: Essential Concepts and Skills
· Download Data files for the remaining Chapters (see inside back cover for instructions).

· Complete Extend Your Knowledge

· www.puzzlemaker.com – create a “criss cross puzzle” using the vocabulary from Office 2010 and Windows 7 Chapter – you must use at least 25 vocabulary words. Include answer key – solution to the puzzle!

· Read  and complete Internet Explorer Chapter
· www.puzzlemaker.com – create a “criss cross puzzle” using the vocabulary from Internet Explorer Chapter – you must use at least 25 vocabulary words. Include answer key – solution to the puzzle!
· Go to http://2200fall2011.blogspot.com/ and comment on this week’s article. Your comment should include agree/disagree/, like/dislike, pro/con, etc. I expect your comment to reflect an in-depth analysis of the article. A minimum of 10 sentences should be written.

	Week 8
October 3- 9

	
	Word Chapter 1
· Read Chapter 1 (do not complete chapter 1 – content is completed in another class).
· Complete Apply your Knowledge
· Complete Make it Right

· For Word Chapters 1, 2, 3 you will create an “Are You Smarter than a 5th grader” PPT game. You can find the template on the Internet. This will be due with Word Chapter 3 work (Oct. 16). Vocabulary words should be combined from each of the three chapters to create this game.

Word Chapter 2
· Read Chapter 2 (do not complete chapter 2 – content is completed in another class).
· Complete In the Lab #1
· For Word Chapters 1, 2, 3 you will create an “Are You Smarter than a 5th grader” PPT game. You can find the template on the Internet. This will be due with Word Chapter 3 work (Oct. 16). Vocabulary words should be combined from each of the three chapters to create this game.

· Go to http://2200fall2011.blogspot.com/ and comment on this week’s article. Your comment should include agree/disagree/, like/dislike, pro/con, etc. I expect your comment to reflect an in-depth analysis of the article. A minimum of 10 sentences should be written.

	Week 9
October 10-16

	
	Word Chapter 3
· Read Chapter 3 (do not complete chapter 3 – content is completed in another class).
· Complete In the Lab #1

· For Word Chapters 1, 2, 3 you will create an “Are You Smarter than a 5th grader” PPT game. You can find the template on the Internet. This will be due with Word Chapter 3 work (Oct. 16). Vocabulary words should be combined from each of the three chapters to create this game. DUE THIS WEEK!

PowerPoint Chapter 1
· Read Chapter 1 (do not complete chapter 1 – content is completed in another class).
· Complete Apply Your Knowledge

· Complete Extend Your Knowledge

· For PPT Chapters 1, 2, 3 you will create a “Who Wants to be A Millionaire” PPT game. You can find the template on the Internet. This will be due with PPT Chapter 3 work (Oct. 23). Vocabulary words should be combined from each of the three chapters to create this game. 

· Go to http://2200fall2011.blogspot.com/ and comment on this week’s article. Your comment should include agree/disagree/, like/dislike, pro/con, etc. I expect your comment to reflect an in-depth analysis of the article. A minimum of 10 sentences should be written.



	Week 10
October 17-23
	
	PowerPoint Chapter 2
· Read Chapter 2 (do not complete chapter 2 – content is completed in another class).
· Complete Apply Your Knowledge

· For PPT Chapters 1, 2, 3 you will create a “Who Wants to be A Millionaire” PPT game. You can find the template on the Internet. This will be due with PPT Chapter 3 work (Oct. 23). Vocabulary words should be combined from each of the three chapters to create this game. 

PowerPoint Chapter 3
· Read Chapter 3 (do not complete chapter 3 – content is completed in another class).
· Complete Apply Your Knowledge

· For PPT Chapters 1, 2, 3 you will create a “Who Wants to be A Millionaire” PPT game. You can find the template on the Internet. This will be due with PPT Chapter 3 work (Oct. 23). Vocabulary words should be combined from each of the three chapters to create this game. DUE THIS WEEK!!!
· Go to http://2200fall2011.blogspot.com/ and comment on this week’s article. Your comment should include agree/disagree/, like/ dislike, pro/con, etc. I expect your comment to reflect an in-depth analysis of the article. A minimum of 10 sentences should be written.

	Week 11
Oct 24-30
	
	Excel Chapter 1
· Read Chapter 1 (do not complete chapter 1 – content is completed in another class).
· Complete Apply Your Knowledge

· Using Excel create a bingo template using the vocabulary words for this chapter. There should be 25 spaces (you can include a free space in the middle). In each space you should write a vocabulary word. You should also provide an answer key which gives both the word and definitions used.

Excel Chapter 2
· Read Chapter 2 (do not complete chapter 2 – content is completed in another class).
· Complete Apply Your Knowledge

· Using Excel create a bingo template using the vocabulary words for this chapter. There should be 25 spaces (you can include a free space in the middle). In each space you should write a vocabulary word. You should also provide an answer key which gives both the word and definitions used.

· Go to http://2200fall2011.blogspot.com/ and comment on this week’s article. Your comment should include agree/disagree/, like/ dislike, pro/con, etc. I expect your comment to reflect an in-depth analysis of the article. A minimum of 10 sentences should be written.



	Week 12
Oct. 31- Nov. 6
	 
	Excel Chapter 3
· Read Chapter 3 (do not complete chapter 3 – content is completed in another class).
· Complete Apply Your Knowledge

· Using Excel create a bingo template using the vocabulary words for this chapter. There should be 25 spaces (you can include a free space in the middle). In each space you should write a vocabulary word. You should also provide an answer key which gives both the word and definitions used.

Access Chapter 1
· Read Chapter 1 (do not complete chapter 1 – content is completed in another class).
· Complete Apply Your Knowledge

· Create a test using the vocabulary words from this chapter. You should include T/F, M/C, Short Answer. Your test should have at least 30 questions. Please provide an answer key for the test.

· Go to http://2200fall2011.blogspot.com/ and comment on this week’s article. Your comment should include agree/disagree/, like/ dislike, pro/con, etc. I expect your comment to reflect an in-depth analysis of the article. A minimum of 10 sentences should be written.


	Week 13
November 7-13
	
	Access Chapter 2
· Read Chapter 2 (do not complete chapter 2 – content is completed in another class).
· Complete Apply Your Knowledge

· Create an activity of your choice using the vocabulary words from this chapter. 

· Go to http://2200fall2011.blogspot.com/ and comment on this week’s article. Your comment should include agree/disagree/, like/ dislike, pro/con, etc. I expect your comment to reflect an in-depth analysis of the article. A minimum of 10 sentences should be written.

· Presentation Assignment

TBA (


	Week 14
November 14-20
	
	· Lab Week
Continue working on presentation

	Week 15
November 21-27
	
	Happy Thanksgiving


	Week 16
Nov 28-30
	
	Presentations Wednesday, Nov. 30th
Notebooks due Dec. 2nd


You may ship you computer notebook and course portfolio to me at the following address:

Dr. Elisha Wohleb
108 Wallace Building

Auburn University, AL  36849

NOTE TO DISTANCE LEARNING STUDENTS: 

Distance Learning students will be responsible for locating a qualified proctor and completing all proctor forms BY THE FIRST WEEK OF CLASS. The following descriptions of a proctor are provided by the University:

B:  “Students in distance education courses shall take all closed resource examinations under the supervision of an approved proctor. Examples of approved proctors include a School Superintendent, a Principal of a high school, or a Dean or Department Head of a College. Proctors shall be verified. The proctor will manage the examination in a secure manner, requiring students to present a picture ID.” 

There are two Proctor Forms that must be received by the first week of school (signed form and picture ids). Proctors will be verified. Proctor Forms can be found on Blackboard’s class page. You must scan/email the completed forms to Miki Parker (torremm@auburn.edu). Miki will then be in contact with you regarding proper proctor procedures.

In addition to the above assignments, projects, and tests, you must create a computer notebook. The requirements for the notebook can be found within this syllabus. The computer notebook must be turned in to me no later than 10/14/11. Late notebooks will not be accepted and the grade of a zero will be assigned. Distance students: If shipping, make sure that you ship it in a timely manner so that I receive the notebook on10/14/11 or it will be considered late and not accepted.
Shipping address:

Auburn University

ATTN: Dr. Elisha Wohleb
108 Wallace Building

Auburn University, AL 36849

Computer Notebook Guidelines

Prepare a notebook containing the following computer related items. Computer notebook will be an excellent resource for you to continue using in your classroom. Check each off the list as you find it. Label each item in your portfolio with both the number and name from the list provided below. It is HIGHLY recommended that you work on notebook throughout the semester rather than waiting until the end of the semester.

All portfolios must be original, creative, and neat in appearance. The notebook should be created in a three-ring binder with an original, subject appropriate, creative cover. Divide the portfolio into four sections:  (1) Pictures, (2) Computer generated items, (3) Input items used by computers, and (4) Newspaper/Internet items. (Use clearly labeled dividers for this). All items must be clearly labeled to receive credit. Label items exactly as they are listed on this handout using both the number and the name. 

	Pictures: you must provide an actual picture of each (either printed or an actual picture)

	

	1. Computers in a office setting

	2. Computers in a home setting

	3. Computers in a classroom setting

	4. Laptop computer

	5. Advertisement for a computer (include price)

	6. Computerized toy

	7. Computerized learning aid (CAI)

	8. Industrial or home robot

	9. Wrist watch calculator or digital bank data watch

	10. A flowchart

	11. Circuit board or individual chip

	12. Computer graphics (computer generated picture, drawing, or chart)

	13. Mouse (input device)

	14. Facsimile

	15. Storage medium: 5 ¼

	16.  Storage medium: 3 ½

	17. USB Flash Drive

	18. Compact disk

	19. Input devices (need 2 other than mouse)

	20. Output devices (2)

	21. Modem 

	22. Multimedia computer station

	23. Dedicated computer (microwave, digital clock, answering machine)  

	24. Commercial software

	25. Windows screen display

	26. PDA

	27. Tablet PC

	28. Smart Phone

	29. Digital Camera

	Computer-generated items  (the item should be computer generated).

	

	30. Cover to notebook

	31. Table of contents

	32. Your resume

	33. Computer generated receipt

	34.  Computer generated bill

	35. ATM receipt

	36. List of 10-15 computer slang terms

	37. List of 10-15 computer manufactures with physical addresses

	38. Timeline of computer history

	39. Summary of the computer generations

	40. Computer words (A-Z) with definitions

	41. Binary number system code sheet

	42. ASCII code plus term definition

	43. Short essay: How my life will be computerized in the year 2050

	

	Input items Used by Computer : Find the actual item

	

	44. Input medium: UPC bar code

	45. Input medium: Magnetic tape card

	46. Input medium:  Price tag (OCR)

	47. Freebie – choose one not listed above

	

	Newpaper/Internet Items

	

	48. Computer related news article

	49. Classifieds: Computer operator

	50. Classifieds: Computer programmer or systems/ programmer analyst

	51. Classifieds: Computer technician

	52. Classifieds:  Computer sales person

	53. Classifieds: any other computer related job

	54. Computer cartoon

	55. Create a proposal to offer the IC3 certification tests at your school or business. Include advantages, disadvantages, costs, equipment needed, etc. (www.certiport.com can provide information regarding IC3 testing – remember to cite any sources you use... no plagiarism)!!!


GRADING:

	ITEM
	Percentage
	DUE DATE

	Chapter Exams ( 2– 10 % each)
	20
	Sep 14 & Oct 5

	Chapter assignments 
	50
	Weekly (Sunday at midnight)

	Presentation assignment
	10
	November 30, 2011

	Computer Notebook
	10
	October 14, 2011

	Portfolio
	10
	December 2, 2011

	Total Possible Points
	100
	


	The following grading scale will be used:

	     90% - 100 % 
	= A

	     80% - 89.9% 
	= B

	     70% - 79.9% 
	= C

	     60% - 69.9% 
	= D

	     Below 60% 
	= F




Course Policy Statements:

1. Students must attend all class meetings and participate in all classroom exercises (Tiger Cub, p. 73).  Should students need to be absent for any reasons, please contact the course instructor before missing that class meeting.  Students are responsible for initiating arrangements for missed work due to excused absences (Tiger Cub, p. 74).  
Make-up quizzes and exams will be given only for University-approved excuses as outlined in the Tiger Cub (p. 74). Arrangements to take the make-up a quiz or an exam must be made in advance.  Students who miss a quiz or an exam because of illness need a doctor’s statement for verification of sickness and should clear the absence with the instructor the day they return to class.  Other unavoidable absences from campus must be documented and cleared with the instructor in advance.  Unannounced quizzes cannot be made up under any circumstances.
2. Students who need special accommodations should make an appointment to discuss the Accommodation Memo during office hours as soon as possible.  If you do not have an Accommodations Memo, contact Mr. Tracy Donald, Director, Program for Students with Disabilities, in 1244 Haley Center as soon as possible.  Telephone: 334-844-5943 (Voice T/O)
3. All portions of the Auburn University Honesty Code found in the Tiger Cub (Title XII) will apply in this class.

4. Approved proctor necessary for closed resource exams.
5. Professional commitments and dispositions are listed below:
- Engage in responsible and ethical professional practices
- Contribute to collaborative learning communities
- Demonstrate a commitment to diversity
- Model and nurture intellectual vitality
6. The instructor reserves the right to make changes to the syllabus, class requirements, and schedule.

Chapter Test Next Week (Chapters 1-3)





Chapter Test (1-3)


Wednesday





Chapter Test next week (Chapter 4- Internet Explorer)





Chapter Test Wednesday (Chapter 4- Internet Explorer Chapter)








