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Required Texts, Supplies and Resources: 

 
1.  Microsoft Word 365 – Windows version
*The Office of Information Technology, in partnership with Microsoft, is giving each currently enrolled student access to full versions of Microsoft Office and Office Mobile for FREE! This can be installed simultaneously on 5 devices and is available for PC, Mac, iOS, Android, and Windows Mobile. Learn more at http://www.auburn.edu/oit/365.

2. The Word Associate and Word Expert Microsoft Office Specialist (MOS) exams are a requirement of this course. 
The costs for Access Codes for this course will be charged through the AU Bookstore All-Access program, which gives students access to textbook, MindTap, practice software and industry credential vouchers. – All Included in All- Access fee.

Additional Resources:

Remote Desktop Client:
MacBook Install		MacBook File Saving for Remote Desktop Client
Windows Install		Windows File Saving for Remote Desktop Client
Chromebook Install	Chromebook File Saving for Remote Desktop Client
Virtual Labs: 
College of Education: https://horizon.auburn.edu/
AU Library: https://lib.auburn.edu/remotelab/
· This virtual lab contains the Windows version of Microsoft Office. All tasks cannot be completed on the Mac version of Word; thus, this is an option for completing assignments.
· If you receive an error when signing into the virtual lab, make sure you have accepted the login in your Duo Mobile app – the virtual lab does not use the Duo Mobile call or text features; you must use the push method. If the error persists, you must contact OIT for assistance. Duo Mobile Assistance
· In addition to the virtual lab, the AU Library Commons have labs available for use.



Course Description: 
Focus on presentation, desktop publishing, multimedia production, web page design, and digital graphics. 
 
Course Objectives: 
Upon completion of this course, students will be able to: 
 
1. Use software to design, format, and create a variety of documents typically found in a business setting in a timely fashion (Microsoft Word 365). 
2. Successfully pass the Microsoft Office Specialist (MOS) Exams for Word 365 (Associate and Expert). 
3. Manipulate a variety of media and images for use in text-based and online documents. 
 
In addition, graduate students will be able to: 
4. Read, analyze, and synthesize scholarly articles related to topics covered in the course. 
 
Course Requirements: 
I. Weekly Assignments - All weekly assignments are due by Sunday at midnight. All chapters are evaluated for accuracy, completeness, professional appearance, and ability to follow directions. This includes process for saving and uploading assignments. 
a. Word assignments will be completed in MindTap. You should click the assignment link in Canvas to complete assignments and submit. 
II. Exams – You will take 2 exams: (1) Microsoft Office Specialist (MOS) Associate Exam for Word 365 (October 6-8) and (2) Microsoft Office Specialist (MOS) Expert Exam for Word 365 (December 1-5).
III. All emails should contain the course and section in the subject line (Example: CTCT 6240 ###).

Grading and Evaluation Procedures: 
	CATEGORY 
	Percentage 
	DUE DATE 

	Weekly Assignments 
	 
60% 
	Weekly by Midnight on Sunday 

	Associate MOS Certification Exam Word 365
	20%
	October 6-8

	Expert MOS Certification Exam Word 365
	20%
	December 1 - 5


 
 Microsoft Office Special Certification exam grades will be assessed as follows:
Passing scores of 700 or more will result in a grade of 100. Failing scores (less than 700) will result in the percentage correct on the exam. For example, a student scoring 500/700 will receive a grade of 72. Any student who does not pass on the first attempt must retake the exam. Failure to retake the exam will result in a zero being averaged into the certification score. In addition, any student who misses his/her certification exam time must provide a university approved excuse or a zero will be averaged into the certification score. A student with two failing exam scores will have the two scores averaged for the certification grade.

The following grading scale will be used: 
	90 – 100 points 
	= A 

	80 - 89.9 points 
	= B 

	70 - 79.9 points 
	= C 

	60 - 69.9 points 
	= D 

	Below 60
	= F 


 

Class Policy Statements: 
University Policies will be followed in this class.
1. Course Communication: Email is the preferred method of communication for this course, as it ensures the quickest response. Canvas messages are also acceptable; however, please note that responses to Canvas messages may be delayed compared to email. Students are expected to check their email and Canvas messages daily to stay updated on course announcements and communications.

1. Attendance and Make-Up Policy: Students should submit all assignments in Canvas by the due date. 

1. Accommodations: Students who need accommodations are asked to arrange a meeting during the first week of classes, or as soon as possible if accommodations are needed immediately. If you have accommodations, you will also need to submit a request to Certiport for accommodations on the exams. Auburn University cannot approve accommodations for the certification exams. This takes time and needs to be submitted to Certiport immediately

1. Students who have not established accommodations through the Office of Accessibility, but need accommodations, should contact the Office of Accessibility at: ACCESSIBILITY@auburn.edu or (334) 844-2096 (V/TT). The Office of Accessibility is located in Haley Center 1228.

1. Academic Honesty: All portions of the Auburn University Student Academic Honesty code (Title XII) found in the Student Policy eHandbook will apply to this class. All academic honesty violations or alleged violations of the SGA Code of Laws will be reported to the Office of the Provost, which will then refer the case to the Academic Honesty Committee.
1. Classroom Behavior: The Auburn University Classroom Behavior Policy is strictly followed in the course; please refer to the Student Policy eHandbook for details of this policy.
1. Emergency Contingency: If normal class and/or lab activities are disrupted due to illness, emergency, or crisis situation, the syllabus and other course plans and assignments may be modified to allow completion of the course. If this occurs, an addendum to your syllabus and/or course assignments will replace the original materials.

1. Artificial Intelligence Policy: In this course, students are permitted to use Generative AI Tools such as ChatGPT or Copilot for specific assignments, as designated by the instructor. To maintain academic integrity, students must disclose any use of AI-generated material. As always, students must properly use attributions, including in-text citations, quotations, and references. Students should exercise caution and avoid sharing any sensitive or private information when using these tools. Examples of such information include personally identifiable information (PII), protected health information (PHI), financial data, intellectual property (IP), and any other data that might be legally protected.

1. Mental Health: If you or someone you know needs support, you are encouraged to contact Auburn Cares at 334-844-1305 or Auburn Cares. Auburn Cares will help you navigate any difficult circumstances you may be facing by connecting you with the appropriate resources or services. Student Counseling & Psychological Services provides confidential, no-cost mental health counseling and psychiatric services to Auburn Students. You can speak with a counselor 24/7/365 by calling 334-844-5123. Learn more about mental health information on campus at Auburn Counseling & Psychological Services.

1. Basic Needs: Any student experiencing food insecurity or an unexpected financial crisis is encouraged to contact Auburn Cares at 334-844-1305 or Auburn Cares for resources and support.

1. Sexual Misconduct Resources: Auburn University faculty are committed to supporting our students and upholding gender equity laws as outlined by Title IX. Please be aware that if you choose to confide in a faculty member regarding an issue of sexual misconduct, dating violence, or stalking, we are obligated to inform the Title IX Office, who can assist you with filing a formal complaint, No-Contact Directives, and obtaining supportive measures. Find more information at Auburn Title IX. 

1. If you would like to speak with someone confidentially, Safe Harbor (334-844-7233) and Student Counseling & Psychological Services (334-844-5123) are both confidential resources. Safe Harbor provides support to students who have experienced sexual or relationship violence by connecting them with academic, medical, mental health, and safety resources. For additional information, visit Safe Harbor.


The instructor reserves the right to make changes to the syllabus, class requirements, and schedule. 
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