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CTCT 2200/2203 – Document Processing
Spring 2010
Instructor

Elisha C. Wohleb | 211 Wallace Building | wohleec@auburn.edu
Office Hours:   

T/Th 8-12

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/F 11:00 – 12:50 
2.
Date Syllabus Prepared:
Spring 2010
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 2007

Textbook:  Parsons, June, Oja, Dan,(2010). Practical Computer Literacy- 2nd edition. Course Technology, Cengage Learning:  Boston, MA.  
ISBN: 1-4390-3748-5
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 NOT be accepted.  All weekly assignments are due to be posted to Blackboard by midnight on the Sunday following the week. If the assignment is not submitted to blackboard then it is considered late and you will receive a “0” for the assignment.  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.  If assignments are not your own individual work, you will receive a “0” for the assignment.
4. Complete a course portfolio (due on May 3, 2010).  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 5/3/10. 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 & 2
Jan 11-17
Jan 18-24

1st class day on Jan. 11

	Course Introduction (1/11)
Computer Hardware (1/17)
Peripheral Devices (1/17)
System & Application Sofware (1/17)

	CHAPTER 1

· Read and discuss Chapter 1
· Complete Quick Check A p. 19
· Complete Quick Check B p. 19

· www.bestbuy.com – locate an advertisement for a personal computer and describe what the specifications mean – submit both the advertisement and your description. Be specific with your descriptions.
· Register for the 30 day free trial at www.quia.com. Develop flashcards using the vocabulary (bold text) from Chapter 1 – you must use at least 40 vocabulary words.
CHAPTER 2

· Read and discuss Chapter 2
· Complete Quick Check A p. 35

· Complete Quick Check B p. 35

· www.quia.com create a battleship game using the vocabulary (bold text) from chapter 2 – you must use at least 25 vocabulary words.

CHAPTER 3
· Read  and discuss Chapter 3

· Complete Quick Check A p. 51

· Complete Quick Check B p. 51

· Log on to your computer then locate and list the following utility software found – antivirus, antispyware, backup, email and any others

· www.quia.com create a matching activity using the vocabulary (bold text) from chapter 3 – you must use at least 25 vocabulary words.



	Week 3

Jan 25-31

	Installing Software 
Getting Started with Windows XP 
	CHAPTER 4
· Read  and discuss Chapter 4
· Complete Quick Check A p. 61

· Complete Quick Check B p. 61

· Log on to your computer then locate and list the software installed on your computer. Then list what type of software it is (spreadsheet, graphics, game, etc)

· www.quia.com create a hangman game using the vocabulary from chapter 4 – you must use at least 13 vocabulary words.

CHAPTER 5
· Read  and discuss Chapter 5
· Complete Quick Check A p. 75

· Complete Quick Check B p. 75

· Complete Project WI2: Checking your Windows Settings p 352

· Complete Project WI3: Organizing the Windows Desktop p 354

· www.quia.com create a rags to riches game using the vocabulary from chapter 5 – you must use at least 15 vocabulary words.



	Week 4 

Feb. 1-7

	Getting Started with Windows Vista 
Working With Files 

Review for Chapter test 


	CHAPTER 6
· Read  and discuss Chapter 6
· Complete Quick Check A p. 91

· Complete Quick Check B p. 91

· Discussion: Discuss Screen savers (at least ¾ page double space). What was their original purpose? How are they used now? Are they energy efficient?
· Discussion: Why do you think there are different editions and versions of Windows (at least ½ page double space)?
CHAPTER 7
· Read  and discuss Chapter 7
· Complete Quick Check A p. 108

· Complete Quick Check B p. 108

· Complete Project WI-4: Organizing Directories and Folders p 356

· Complete Project WI-5: Compressing Files p 358

· www.puzzlemaker.com – create a “criss cross puzzle” using the vocabulary from chapter 7 – you must use at least 20 vocabulary words. Include answer key – solutions!

· Test 1 Review, Wednesday Feb. 3, 2010

Chapters 1-7


	Week 5

Feb. 8-14
	TEST chapters 1-7 (2/8)

Getting Started with Application Software)

	TEST CHAPTERS 1-7
CHAPTER 8
· Read  and discuss Chapter 8
· Complete Quick Check A p. 123

· Complete Quick Check B p. 123

· Complete Project AP-1: Working with Windows Applications p360

· Complete Project AP-2: Working with Files p 362

· Complete Project AP-3: Configuration and Navigation Basics p 364

· www.puzzlemaker.com – create a “criss cross puzzle” using the vocabulary from chapter 8 – you must use at least 10 vocabulary words. Include answer key – solutions!



	Week 6

Feb. 15-21
	Creating a Document 
 Formatting a Document 

	CHAPTER 9
· Read  and discuss Chapter 9
· Complete Quick Check A p. 139

· Complete Quick Check B p. 139

· Complete Project WD-1: Creating a Word Document p 366

· Complete Project WD-2: Using the Mail Merge Wizard p 368

· Complete Project WD-3: Cut, Copy, Paste p 370

· Complete Project WD-4: Troubleshooting Printing Problems p 372

· Create a “Are you Smarter Than a 5th Grader” game – you will find the PPT template on blackboard’s homepage. You will need to use vocabulary from Chapters 9, 10, & 11 (due 2/28)

CHAPTER 10
· Read  and discuss Chapter 10
· Complete Quick Check A p. 155

· Complete Quick Check B p. 155

· Complete Project WD-5: Formatting a Document p 375

· Complete Project WD-6: Using Tabs and Paragraph Alignment p 376

· Create a “Are you Smarter Than a 5th Grader” game – you will find the PPT template on blackboard’s homepage. You will need to use vocabulary from Chapters 9, 10, & 11 (due 2/28)



	Week 7

Feb. 22-28

	Finalizing a Document 
Creating a Worksheet 
	CHAPTER 11
· Read  and discuss Chapter 11

· Complete Quick Check A p. 171

· Complete Quick Check B p. 171

· Complete Project WD-7: Finalizing a Document p 378

· Complete Project WD-8: Creating a Table p 380

· Complete Project WD-9: Using SmartArt Graphics

· Create a “Are you Smarter Than a 5th Grader” game – you will find the PPT template on blackboard’s homepage. You will need to use vocabulary from Chapters 9, 10, & 11 (due 2/28)

CHAPTER 12
· Read  and discuss Chapter 12
· Complete Quick Check A p. 181

· Complete Quick Check B p. 181

· Complete Project EX-1: Creating a Worksheet p 384

· Complete Project EX-2: Using Functions p 386

· Using Excel create a bingo template. There should be 25 spaces (you can include a free space in the middle). In each space you should write a vocabulary word (choose from chapters 12-14). You should also provide an answer key which gives both the word and definitions used. Due 3/7
· COMPUTER NOTEBOOKS DUE 
March 3, 2010   ****NEXT Wednesday!!!


	Week 8

Mar. 1-7
	Formatting a Worksheet 

Finalizing a Worksheet 

 
	CHAPTER 13
· Read  and discuss Chapter 13
· Complete Quick Check A p. 193

· Complete Quick Check B p. 193

· Complete Project EX-3: Formatting a Worksheet p 388

· Complete Project EX-4: Using Absolute and Relative References p 390

· Using Excel create a bingo template. There should be 25 spaces (you can include a free space in the middle). In each space you should write a vocabulary word (choose from chapters 12-14). You should also provide an answer key which gives both the word and definitions used. Due 3/7
CHAPTER 14
· Read  and discuss Chapter 14
· Complete Quick Check A p. 209

· Complete Quick Check B p. 209

· Complete Project EX-5: Finalizing a Worksheet p 392

· Complete Project EX-6: Creating Charts p 394

· Complete Project EX-7: Interpreting Worksheets and Charts p 396

· Using Excel create a bingo template. There should be 25 spaces (you can include a free space in the middle). In each space you should write a vocabulary word (choose from chapters 12-14). You should also provide an answer key which gives both the word and definitions used. Due 3/7
· Computer Notebook due 3/3/10!!!



	Week 9

Mar. 8-14

	Creating a Presentation 
 Finalizing a Presentation
	CHAPTER 15
· Read  and discuss Chapter 15
· Complete Quick Check A p. 221

· Complete Quick Check B p. 221

· Complete Project PP-1: Creating a Presentation p 398

· Complete Project PP-2: Creating Slides with Charts and Tables       p 400

· Define the vocabulary terms for Chapters 15 & 16

CHAPTER 16
· Read  and discuss Chapter 16
· Complete Quick Check A p. 233

· Complete Quick Check B p. 233

· Complete Project PP-3: Using Animations, Transition, and Sounds p. 402

· Complete Project PP-4: Finalizing a Presentation p. 404

· Complete Project PP-5: Creating and Organization Chart p. 406

· Complete Project PP-6: Working with Slide Graphics p. 408

· Complete Project PP-7: Working with Slide Text p. 412

· Complete Project PP-8: Final Presentation Details p. 414

· Define the vocabulary terms for Chapters 15 & 16



	Week 10

Mar. 22-28

	 Creating a Database 

Finalizing a Database 

	CHAPTER 17
· Read  and discuss Chapter 17
· Complete Quick Check A p. 247

· Complete Quick Check B p. 247

· Complete Project AC-1: Creating a Database Table p 416

· Complete Project AC-2: Creating Queries p 418

CHAPTER 18
· Read  and discuss Chapter 18
· Complete Quick Check A p. 258

· Complete Quick Check B p. 258

· Complete Project AC-3: Creating Forms p. 420

· Complete Project AC-4: Creating Reports p. 422

· Complete Project AC-5 Indexing and Filtering p 424

· Complete Project AC-6 Creating Relationships p. 426

· Complete Project AC-7 Setting Up Referential Integrity p 428

· Complete Project AC-8 Managing Tables and Relationships p 430

· Complete Project AC-9 Grouped Reports p 432

· Complete Project AC-10 Exporting Information p 434



	Week 11

Mar 29- April 4
	Review 

TEST Chapters 8-18 


	Test Review – chapters 8-18

TEST – WEDNESDAY!!!!! 

CHAPTERS 8-18


	Week 12

April 5-11
	Networks 

Working with Email & Browsing the Web

	CHAPTER 19
· Read  and discuss Chapter 19

· Complete Quick Check A p. 275

· Complete Quick Check B p. 275

· www.puzzlemaker.com – create a “criss cross puzzle” using the vocabulary from chapter 19 – you must use at least 35 vocabulary words. Include answer key – solutions!

· Discussion: list and explain the differences among the six different ways a computer can be connected to the Internet. Which one do they use and why?

CHAPTER 20
· Read  and discuss Chapter 20

· Complete Quick Check A p. 297

· Complete Quick Check B p. 297

· Complete Project EM-1: Exploring Webmail p 436

· Complete Project EM-2: Email basics p 438

· Complete Project EM-3: Customizing Your Email environment p 440

· Create a PowerPoint Jeopardy game (you can find the template on the Internet) using vocabulary terms from Chapter 20 and 21. Due 4/18


	Week 13

Arpil 12-18
	 Browsing the Web
Computer Benefits and Risks 


	CHAPTER 21
· Read  and discuss Chapter 21

· Complete Quick Check A p. 319

· Complete Quick Check B p. 319

· Complete Project WW-1: Exploring Your Internet Connection p 442

· Complete Project WW-2: Basic Browsing p 444

· Complete Project WW-3: Exploring the Web p 446

· Complete Project WW-4: Customizing Your Browser p 448

· Create a PowerPoint Jeopardy game (you can find the template on the Internet) using vocabulary terms from Chapter 20 and 21. Due 4/18
CHAPTER 22
· Read  and discuss Chapter 22
· Complete Quick Check A p. 319

· Complete Quick Check B p. 319

· Discussion: Why is it important to protect intellectual property

· Define the vocabulary terms from chapter 22



	Week 14

April 19-25
	Review
TEST Chapters 19-22 

	· Review for Test 3 (Monday) 
· Test 3 – Chapters 19-22 Wednesday, April 21, 2010


	Week 15

April 26- May 2
	Presentation assignment 
Presentation assignment 

	· Presentation Assignment
This will be discussed more in class. Overview – I would like for you to find a software that I have never heard of/ don’t know much about and explain its relevance, importance, features, why I would use it, etc. Have fun with this. Email me the software you are thinking of for approval!
Continue working on presentation

	May 3
	Presentations
Portfolios
	Presentation

Portfolios DUE by NOON – No late 
Exceptions


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

Elisha C. 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. Proctors will be verified.   Proctor Forms can be found on Blackboard’s class page. You may fax the completed forms to my attention, as follows:

Elisha C. Wohleb
(334) 844-3839
The week before a test is scheduled I will email you for verification of a date and time that you will be testing. You must respond in a timely manner. We will then contact your proctor for verification. This process must be completed in full before you can access your test. Your test will be available for one week starting on the test date listed in the syllabus.

If directions are not followed as instructed above, you will NOT receive credit for the exam. No excuses will be accepted!

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 3/3/10. 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 on 3/3/10 or it will be considered late and not accepted.
Shipping address:

Auburn University

ATTN: 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. 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 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. 

See Below:
	Pictures:

	

	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  

	

	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 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 2030

	

	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 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.


GRADING:

	ITEM
	Percentage
	DUE DATE

	Chapter Exams ( 3 – 10 % each)
	30
	2/8/10
3/31/10

4/21/10

	Chapter assignments 
	40
	Weekly (Sunday at midnight)

	Presentation assignment
	10
	May 3, 2010

	Computer Notebook
	10
	March 3, 2010

	Portfolio
	10
	May 3, 2010

	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 Dr. Kelly Haynes, 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.

