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This course is a study of the concepts and technology trends essential to office productivity applications. Students will explore the principles, practices, features, and functions of the word processing application in the Microsoft Office 2013 Suite. The course will be taught with a mixture of analytical methods and practical exercises. Students will use Microsoft Word to create and format documents; and use lists, themes, mail merge, watermarks, templates, graphics, navigation tools, tables, charts, citations and bibliographies. Students may access MS Office 365 Suite via their MyCampus account for FREE in the classroom. Microsoft Office 365 is free to students and faculty. 
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This course is divided into 8 weeks and is organized to give students an introduction to the impact of the Microsoft Application Suite on Information Technology Management as it applies to office productivity, collaboration, and security.  The course includes online readings, graded exercises, graded forums, and a final assessment. This course uses a web site (GFCLearnfree.org) with free tutorials and does not require installations on individual computers. Students will participate in an engaging learning experience that aligns with Microsoft’s Exam. The course content maps to the Microsoft Office Specialist (MOS): Microsoft Office 2013 Certification.
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After successfully completing this course, you will be able to

1. Explain the impact of Microsoft Word Application on Information Technology Management as it applies to office productivity, collaboration, and security.
2. Identify the manual formatting and customization techniques within Microsoft Word.
3. Use Microsoft Word to create lists, themes, mail merges, watermarks, templates, graphics, navigation tools, tables, charts, citations and bibliographies.
4. Apply Microsoft Word to create, format, and manage business documents.
5. Demonstrate Microsoft Word application skills needed to be an effective employee in a productive workplace.
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This course delivered via distance learning will enable students to complete academic work in a flexible manner, completely online.  Course materials and access to an online learning management system will be made available to each student.  Online assignments are due by the last day of each week (Sunday night) and include forum discussion interaction that provokes student interaction (accomplished in groups through a threaded forums) and individual assignments (submitted for review by the Instructor).  Your Instructor will support you throughout this eight-week course.
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No Required Course Textbook—Open-source Resources are used and noted in the Lessons of each week!
Software Required:  Microsoft Word
SOFTWARE
· Students may access MS Office 365 Suite via their MyCampus account for FREE in the classroom. Microsoft Office 365 free is for students and faculty!

· Student may purchase Parallels Desktop® 11 for Mac - the world’s easiest, fastest, and most powerful solution for running Windows applications on a Mac for $39.99: https://apus.onthehub.com/WebStore/AdTargetOfferingList.aspx?wsmv=3f91e92e-3b87-e711-80f3-000d3af41938&&utm_source=parallels-13-rs&utm_medium=WebStoreAds&utm_campaign=parallels
FREE SOFTWARE IS AVAILABLE in the CLASSROOM at the FREE SOFTWARE LINK: 
To sign up for your free Office 365, click here or browse to this link: https://products.office.com/en-us/student. 
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Students are expected to maintain routine contact with the instructor throughout the course.  While the number of contacts may vary according to the specific course and individual student need, the University requires periodic weekly contacts during the semester.  Contact will consist of professor notes, forum interaction, and email feedback.  The method of discussion will be on-line related to issues concerning forum assignments, quizzes, Lab, the midterm and final.
TEXTBOOK READINGS:

This course uses open-source online resources. Review the sources provided in the syllabus to see assigned readings for each week.

FORUM:

The Forum assignments for this course are designed to promote interactivity among students and enhance the online learning process.  The Forum provides maximum flexibility because you do not have to be online at the same time as another person, and you can read what other students have written.

Forum Timing:  For the forum, you must post your work by midnight on Thursday, continue to follow your classmates' posts for the remainder of the week, and post the follow-up peer responses prior to midnight on Sunday, except for week one. Your follow-up posts can add additional insight to a classmate's opinions or can challenge their opinions.  Use examples from the readings, or from your own research, to support your views, as appropriate.  Be sure to read the follow-up posts to your own posts and reply to any questions or requests for clarification.  You are encouraged to conduct research and use other sources to support your answers.

Required Participation:  Please keep in mind that the forum assignments require you to make at least 1 post to the forum with at least 250 words about the topic and also respond to at least 2 peers’ posts with at least 150 words.  Please be advised that there will be point deductions if you do not comply with these requirements of the assignment.  Each one of you will have a different and unique experience that we can all learn from.  Your participation in the Forums unleashes the power of synergy in our classroom.  To facilitate this interaction, please be prompt when posting your forum work for each week; this provides time for the others to actively engage in the dialogue.  For practical reasons, when you respond to other learners’ posts, please start your response by referencing their name.  I will read and grade your participation by reading the forum.  There is no need to also post your forum work in the assignments area of the classroom.  Refer to the forum and the syllabus for more details on grading.
EXERCISES AND PROJECTS:

The exercises will allow you to develop a vocabulary of different concepts and commands in the application; and the projects will require you to apply your knowledge and skills to produce different documents in MS Word.
	Grade Instruments
	% Grade

	8 Forums
	35

	3 Exercises, 3 Projects
	35

	Quizzes
	15

	Final Project
	15

	Total
	100



	8– Week Course Outline


 Please see the Student Handbook to reference the University’s grading scale.
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	Week
	Topics
	Learning Objectives
	Readings/Videos
	Assignment

	


1


	
Word Basics
	CO-1: Explain the impact of Microsoft Word Application on Information Technology Management as it applies to office productivity, collaboration, and security.
	1. Read Lessons: Week 1 
2. Read GFCLearnfree.org - Word 2013: Word Basics: https://www.gcflearnfree.org/word2013/
·  Getting Started with Word
· Understanding One Drive
· Creating and Opening Documents
· Saving and Sharing Documents
3. Microsoft Word 2013 Tutorial - Introduction
4. Microsoft Word 2013 Bible, Chapters 1 – 5 - Link: http://ebookcentral.proquest.com.ezproxy2.apus.edu/lib/apus/detail.action?docID=1155273
5. Microsoft Word 2013/2016 pt1 (Interface, Enter/Edit/Delete Text, Save/Print File, Cut/Copy/Paste)
6. New Features in Microsoft Word 2013
7. Mastering Word 2013 - Overview of the Ribbon Interface
8. Word 2013 for Beginners Part 8: The Quick Access Toolbar (QAT)
9. Microsoft Word 2013: Customize the Word Interface
10. How to Reset Microsoft Word 2013 Interface- Most Excellent Word Tips
11. Creating and Opening Documents
12. Microsoft Word 2013 Tutorial - Saving, opening and creating documents.
	· Week 1 Forum
· Introduction and New MS Word 2013
· Application set-up
· Review Ribbon Features
· WK1 Exercise
· WK1 Quiz

	2
	Working with Text
	CO-2: Identify the manual formatting and customization techniques within Microsoft Word.


	1. Read Lessons: Week 2
2. Read GFCLearnfree.org - Word 2013: Working with Texts : https://www.gcflearnfree.org/word2013/
· Text Basics
· Formatting Text
· Page Layout
· Printing Documents
· Indents and Tabs
· Line and Paragraph Spacing
3. Microsoft Word 2013 Bible, Chapters 5- 10- Link: http://ebookcentral.proquest.com.ezproxy2.apus.edu/lib/apus/detail.action?docID=1155273
4. Microsoft Word 2013 Tutorial - Formatting text
5. MOS: Microsoft Office Word 2013 - Formatting a Document
6. Microsoft Word 2016 / 2013 | Paragraph Formatting and Alignments
7. Microsoft Word 2013: Formatting with Columns
8. Microsoft Word 2013 Tutorial | Paragraph Alignment And Indentation
9. Change Default Formatting: Microsoft Word 2013
10. Microsoft Word 2013: Set Formatting and Editing Restrictions
11. Microsoft Word 2013 Tutorials - Formatting pictures
12. Microsoft Word 2013: Saving Selection as Quick Parts
	· Week 2 Forum
· WK2 Exercise
· WK2 Quiz

	3
	Formatting in Word & Proofing
	CO-1: Explain the 
impact of Microsoft 
Word Application on 
Information Technology
 Management as it 
applies to office 
productivity, 
collaboration, and 
security.

CO-2: Identify the 
manual formatting and 
customization 
techniques within 
Microsoft Word
	1. Read Lessons: Week 3
2. Read GFCLearnfree.org - Word 2013: Working with Objects: https://www.gcflearnfree.org/word2013/
· Lists
· Hyperlinks
· Breaks
· Columns
· Headers, Footers and Page Numbers
3. Microsoft Word 2013 Bible, Chapters 10 - 15- Link: http://ebookcentral.proquest.com.ezproxy2.apus.edu/lib/apus/detail.action?docID=1155273
4. Word 2013 ELearning Kit for Dummies
5. Microsoft Word 2013 Step By Step
6. Word 2013 Tutorial Setting Word Options-2013-2010 Microsoft Training Lesson 23.1
7. Mastering Word 2013 Lesson 45 Using Autocorrect And Setting Options 40
8. Word 2013 Tutorial Formatting Tables Microsoft Training Lesson 16.11
9. Microsoft Office Word 2013 Training - Adding Footers and Headers to a Document
10. Microsoft Word 2013: Inserting a Table of Contents
11. Microsoft Word 2013 Convert Existing Text To A Table
12. Word 2013 Tutorial Aligning Text in Table Cells Microsoft Training Lesson 16.8
13. Video tutorial on in text citation and referencing using Microsoft Word 
14. Microsoft Word 2013: Create a Data Source Using Word

	· Week 3 Forum
· WK3 Exercise
· WK3 Quiz


	4
	Working with Objects & Web Pages 
	CO-3: Use Microsoft Word to create lists, themes, mail merges, watermarks, templates, graphics, navigation tools, tables, charts, citations and bibliographies.

CO-5: Demonstrate Microsoft Word application skills needed to be an effective employee in a productive workplace.
	1. Read Lessons: Week 4
2. Read GFCLearnfree.org - Word 2013: Working with Objects: https://www.gcflearnfree.org/word2013/
· Pictures and Text Wrapping
· Formatting Pictures
· Shapes
· Text Boxes
· Arranging Objects
· Tables
· Charts
3. Microsoft Word 2013 Bible, Chapter 25 - Link: http://ebookcentral.proquest.com.ezproxy2.apus.edu/lib/apus/detail.action?docID=1155273
4. Word 2013 ELearning Kit for Dummies—Chapters 3
5. Microsoft Word 2013 Plain & Simple
6. Word 2013 for Beginners Part 5: Using Online and Offline Help for Word 2013
7. MOS: Microsoft Word 2013 Certification Review
8. Microsoft Word 2007/2010/2013 Exam Q & A pt 2
9. How To: Text Effects and Typography Word 2013
10. Chapter 10 Create Documents for the Web
11. Web Design Essentials: Design and Build a Basic Web Page
12. Beginners Web Design - Building our First Web Page - Part 1
	· Week 4 Forum
· WK4 Project 1: Microsoft Certification 
· WK4 Quiz

	5
	Editing & Revising Documents
	CO-4: Apply Microsoft Word to create, format, and manage business documents.

CO-5: Demonstrate Microsoft Word application skills needed to be an effective employee in a productive workplace.
	1. Read Lessons: Week 5
2. Read GFCLearnfree.org - Word 2013: Working with Reviewing Documents and Collaboration: https://www.gcflearnfree.org/word2013/
· Check Spelling and Grammar
· Track Changes and Comments 
· Finalizing and Protecting Documents
· Editing PDF Files
3. Word 2013 ELearning Kit for Dummies
4. Microsoft Word 2013 Plain & Simple
5. Microsoft Word 2013 Tutorials - Formatting pictures
6. Microsoft Word 2013 Tutorials - Insert pictures and videos
7. Mastering Word 2013 Lesson 25 Applying A Theme To A Document 18
8. Office 2013 - 15 Minute Webinar Reasons to use Styles in Word
9. Formatting a Newsletter
10. Microsoft Word 2013 Training - Managing Long Documents
11. Microsoft Word 2013 Tutorial | Blog Publishing With Word
12. Microsoft Word 2013 Tutorial | Edit PDFs In Word
	· Week 5 Forum
· WK5 Project 2: Cover Letter, Resume, Thank You Letter
· WK5 Quiz

	6
	Doing More with MS Word
	CO-3: Use Microsoft Word to create lists, themes, mail merges, watermarks, templates, graphics, navigation tools, tables, charts, citations and bibliographies.

CO-4: Apply Microsoft Word to create, format, and manage business documents.

CO-5: Demonstrate Microsoft Word application skills needed to be an effective employee in a productive workplace.
	1. Read Lessons: Week 6
2. Read GFCLearnfree.org - Word 2013: Doing more with Word: https://www.gcflearnfree.org/word2013/
· SmartArt Graphics
· Styles
· Themes
· Mail Merge
3. Microsoft Word 2013 Bible, Chapters 19, 22 - Link: http://ebookcentral.proquest.com.ezproxy2.apus.edu/lib/apus/detail.action?docID=1155273
4. MOS: Microsoft Word 2013 Certification Review
5. Business Intelligence with Microsoft Dynamics CRM 2013: Mail Merge with a Marketing List
6. Microsoft Word 2013: Envelopes and Labels
7. Microsoft Word 2013/2016 pt 5 (Insert Page, table, Picture, Movies,Chart, Clip art)
8. Microsoft Word 2013/2016 pt 6 (Header/Footer, Break, Bookmark, Comment)
9. Word 2013 Tutorial The Step by Step Mail Merge Wizard Microsoft Training Lesson
10. Training - Create labels in Word 2013 Create and print labels - Video 1 of 4
11. Microsoft Word 2013: Create a Data Source Using Word
	· Week 6 Forum
· WK6 Project 3: Newsletter
· WK6 Quiz

	7
	Advanced Features of MS Word
	CO-3: Use Microsoft Word to create lists, themes, mail merges, watermarks, templates, graphics, navigation tools, tables, charts, citations and bibliographies.

CO-4: Apply Microsoft Word to create, format, and manage business documents.

CO-5: Demonstrate Microsoft Word application skills needed to be an effective employee in a productive workplace.
	1. Read Lessons: Week 7
2. Read GFCLearnfree.org - Word 2013: https://www.gcflearnfree.org/word2013/
· Customizing the ribbon
· Enabling Touch Mode
· Embedding an Excel Chart
3. Microsoft Word 2013 Bible, Chapter 18, 24, 29 - Link: http://ebookcentral.proquest.com.ezproxy2.apus.edu/lib/apus/detail.action?docID=1155273
4. Microsoft Word 2013: Create Forms
5. Microsoft Word - Create Form (Office 2007/2010/2013/2016)
6. Word 2013 Tutorial Creating a Form Microsoft Training Lesson 21.3
7. Mail Merge - Create a Form Letter - Word 2013
8. Mail Merge Form Letters in Microsoft Word 2013
9. Microsoft Word 2013 Advanced: Form Design
10. Microsoft Word 2013: Create a Macro
11. Microsoft Word 2013: Automate Tasks Using Macros
12. Macro Security in Microsoft Word 2013
13. Microsoft Word 2013 Training - Managing Long Documents
	· Week 7 Forum
· WK7 Final Project
· WK7 Quiz

	8
	Collaborating and Reviewing

	CO-1: Explain the impact of Microsoft Word Application on Information Technology Management as it applies to office productivity, collaboration, and security.
	1. Read Lessons: Week 8
2. Read GFCLearnfree.org - Word 2013: https://www.gcflearnfree.org/word2013/:
· Free Alternatives to Microsoft Office
3. Microsoft Word 2013 Bible, Chapters 19- 21 - Link: http://ebookcentral.proquest.com.ezproxy2.apus.edu/lib/apus/detail.action?docID=1155273
4. Video tutorial on in text citation and referencing using Microsoft Word
5. APA Format: Title Page, Running Head, and Section Headings
6. APA: Formatting Microsoft Word 2013 Documents
	· Week 8 Forum
· WK8 Quiz
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Please see the Student Handbook to reference all University policies. Quick links to frequently asked question about policies are listed below.

Drop/Withdrawal Policy
Plagiarism Policy
Extension Process and Policy
Disability Accommodations

Late Assignments:
 
Students are expected to submit classroom assignments by the posted due date and to complete the course according to the published class schedule.  As adults, students, and working professionals, I understand you must manage competing demands on your time. Should you need additional time to complete an assignment, please contact me before the due date so we can discuss the situation, and determine an acceptable resolution. Routine submission of late assignments is unacceptable and may result in points deducted from your final course grade.

Netiquette:

Online universities promote the advancement of knowledge through positive and constructive debate – both inside and outside the classroom. Forums on the Internet, however, can occasionally degenerate into needless insults and “flaming.” Such activity and the loss of good manners are not acceptable in a university setting – basic academic rules of good behavior and proper “Netiquette” must persist.  Remember that you are in a place for the rewards and excitement of learning which does not include descent to personal attacks or student attempts to stifle the Forum of others.   

· Technology Limitations: While you should feel free to explore the full-range of creative composition in your formal papers, keep e-mail layouts simple. The Sakai classroom may not fully support MIME or HTML encoded messages, which means that bold face, italics, underlining, and a variety of color-coding or other visual effects will not translate in your e-mail messages. 

· Humor Note: Despite the best of intentions, jokes and especially satire can easily get lost or taken seriously. If you feel the need for humor, you may wish to add “emoticons” to help alert your readers:  ;-), : ),   

Disclaimer Statement:

Course content may vary from the outline to meet the needs of this particular group.
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The Online Library is available to enrolled students and faculty from inside the electronic campus. This is your starting point for access to online books, subscription periodicals, and Web resources that are designed to support your classes and generally not available through search engines on the open Web. In addition, the Online Library provides access to special learning resources, which the University has contracted to assist with your studies. Questions can be directed to librarian@apus.edu. 
1. Charles Town Library and Inter Library Loan: The University maintains a special library with a limited number of supporting volumes, collection of our professors’ publication, and services to search and borrow research books and articles from other libraries. 
1. Electronic Books: You can use the online library to uncover and download over 50,000 titles, which have been scanned and made available in electronic format. 
1. Electronic Journals: The University provides access to over 12,000 journals, which are available in electronic form and only through limited subscription services. 

Request a Library Guide for your course (http://apus.libguides.com/index.php)
The AMU/APU Library Guides provide access to collections of trusted sites on the Open Web and licensed resources on the Deep Web. The following are specially tailored for academic research at APUS:

· Program Portals contain topical and methodological resources to help launch general research in the degree program. To locate, search by department name, or navigate by school.
· Course Lib-Guides narrow the focus to relevant resources for the corresponding course. To locate, search by class code (e.g., ITCC111), or class name.
If a guide you need is not available yet, please email the APUS Library: librarian@apus.edu.
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Assignments submitted may be evaluated using Turnitin in the classroom.  Turnitin will analyze the paper and report instances of potential plagiarism or academic integrity for you to edit before submitting it for a grade.
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Additional references are found in the Lessons Page of the classroom.
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