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In association with Eastern Arizona College

Microsoft Outlook I – Beginning Word – Intermediate Word - Publisher 
CMP 110AJ – CMP 235H – CMP 235I – CMP110AP
Course Information:  
Course Prefix/Number:  CMP 110AJ-CMP 235H- CMP 235I – CMP 110AP




Dept/Course Title:   Microsoft Outlook I – Beginning Word – Intermediate Word - Publisher
Class Days/Times/Room:  50 minutes X 3 = 150 minutes class time per week




Credit Hours:  .05 credits

Transferbility:  Not transferable


Prerequisites:  None


Required Assessments:  Pre/Post Test (Outlook 24 questions, 24 points), (Beginning Word 15 questions, 15 points), Teaching Format:  .05 hour


Methodolgy:  On-hands activities in lab setting 
Instructor Information:
Name:

Cindy Barnes
US Mail:
Gila Community College

 

San Carlos Campus


Tonto and Mesa Drive


San Carlos AZ 85550
Phone/Voice Mail:    
(928) 475-5981
E-mail: 

cindy.barnes@eac.edu  URL:  http://www.eacfaculty.org/cbarns/index.htm 
Availability:
Please contact me at anytime either by phone (928) 428-2871 or email address above
Office hours:      I will respond to either phone or email to set up a meeting time for you.  
Instructional Materials: 
Microsoft. Microsoft Outlook 2003, Step by Step. Publisher: Microsoft Press. Year: 2003. Not Required
Beginning & Intermediate Word – OTSI. Microsoft Word Step by Step. Publisher: Microsoft Press. Required






· Computer connected to the Internet & an email account.  If you do not have an email account please go to Yahoo and sign up.  You will be sending all your materials to the instructor electronically via email.
· Browser Microsoft Internet Explorer or Netscape Navigator 7.0 or higher. Operating System: Windows XP/03/07 or some compatible system. 

· Microsoft Office installed on the computer you will be working out all of the assignments.  The learner is required to submit an e-mail address to the instructor to be used during the extent of the course. I check e-mail daily. I will respond within 24 hours by e-mail.

· Students are required to bring portable storage media for file storage. USB drives are preferred. Floppy disks and writeable CDs are also acceptable.
Note: The Gila Community College Bookstore can be accessed and books ordered via the Internet at www.gilaccc.org.

Microsoft Outlook I – Word - Publisher
Course Syllabus

Educational Value

Outlook I - This course is designed for beginning users of e-mail, scheduling, and contact management programs.  

Word - This course is designed for those students who want to increase editing productivity, establish the look of a page, use styles, and save time by using templates and forms.
Description: 
Outlook I - Students will become familiar with beginning to intermediate level functions of Microsoft Outlook, an integrated electronic mail, calendar, and task management software package.
Word - This course is designed to provide beginning & intermediate word processing skills to students with prior experience using microcomputers and Microsoft Word. It is recommended that the student key at a minimum rate of 25 words per minute. Identical to the AIS 235I course.  
Course Objectives:
Upon successfully completion of the course, each student will be able to: 

	Outlook I

· Manage e-mail messages and Notes features.

· Apply the basics of scheduling.

· Create and send e-mail messages.

· Organize and manage the Inbox.

· Organize Contacts.

· Work with Contacts.  
	Beginning Word CMP 235H 
· Create and save a document.

· Move and copy text.

· Change the appearance of text.

· Print a document.
 Intermediate Word 235I
· Increase editing productivity

· Establish the look of a page

· Use styles

· Use templates and forms
	Publisher CMP 110AP


CLASS ENVIRONMENT
The outline and structure of this course creates a set of common expectations for your work. Here are some general considerations I wish to emphasize:

· Attendance:  The attendance policy for this class is simple.  You are all adults who have in some form paid for this class.  If you do not wish to come to any session, you do not have to attend.  However, it is your responsibility to make up what you have missed by not attending.  If something happens that is going to cause you to fall behind, contact me immediately. 

· Workload:  Students are expected to spend an average of 8 hours per week attending class sessions, doing assignments and research, reading and preparing for exams.  The standard Carnegie Unit of college credit assigns .50 credit hour for each 7.5 hours of class time and assumes that students spend one hour working outside the classroom for each hour of classroom instruction.  For at .50 credit course, this translates to 23 hours per semester or an average of 1.50 hours per week for a 16-week semester.
· Guidelines:  Please read all guidelines for Eastern Arizona College. You will be responsible for knowing the guidelines, policies, and procedures of Eastern Arizona College. The information can be found at the Eastern Arizona College website http://eac.edu/ 

· Classroom Behavior:  Students creating disturbances that interfere with the conduct of the class or the learning of others will be asked to leave.

· Relationship:  The relationship between learner and faculty is important. While instructors are responsible for teaching course content, we also serve as mentors to assist in your continuing education and socialization into the profession of business. Feel free to discuss your particular needs with me.

· Philosophy:  I believe your educational experiences should be both beneficial and enjoyable.  I believe the ideal attainable situation is one where the students and the instructor look forward to class with eager anticipation.  The only way this can be attained is through class preparation by everyone and a permissive class atmosphere.  
Important Phone Numbers:

Gila Pueblo Campus: 928-425-8481 or San Carlos Campus 928 475-5481
Microsoft Outlook I – Beginning Word – Intermediate Word - Publisher
CMP 110AJ – CMP 235H – CMP 235I –

Grading Policies
Academic Integrity: 
· Violations of scholastic ethics are considered serious offenses by Eastern Arizona College, the Computer Department and by your instructor. Students may consult the EAC Student Handbook sections on student code of conduct, on scholastic ethics and on the grade appeal procedure.  Copies are available at all campuses.

· All work done for this class must be your own.  While you may discuss assignments with other class members, the final written project must clearly be your own.  You may use work from books and other materials if it is properly cited.  Copying from a book without proper reference or from a person under any circumstances will result in an F for the assignment, and at the instructor's discretion, possibly an F for the course.
· Students are expected to abide by the Student Code of Conduct and the Scholastic Code of Conduct found in the Eastern Arizona College Student Handbook. Copies are available at GCC campus library.

ADA Compliance: 

Gila Community College District strives to comply with the provisions of the Americans with Disabilities Act and Section 504 of the Rehabilitation Act. Students with disabilities requiring special accommodations must notify the instructor of this need or directly contact the Disabled Student Resources Office on your campus at the beginning of the semester. 
       Classroom Behavior: 

· Because of insurance limitations, non-registered visitors are not allowed at class sessions or on field trips.

· Possession of drugs, alcohol or firearms on college property is illegal.

· Eating, drinking, smoking and soliciting are not allowed in classrooms.

· Pets, telephones, pagers and other electronic devices that distract students are not allowed in classrooms.

· Students creating disturbances that interfere with the conduct of the class or the learning of others will be asked to leave.

Instructor Withdrawals:  

The last day for a student to initiate an official withdrawal from a semester-length course and receive a “W” grade is six weeks prior to the last Friday before final exams.  The instructor will not initiate a withdrawal from a semester-length course.  It is the student’s responsibility to withdraw from their course, not the instructors.  Withdrawal for Short-Term and Open-Entry Exit course is the last day of the class.
I find grading the most difficult of all teaching tasks.  However, I have a responsibility to evaluate a student’s academic performance.  Accordingly, my grading rationale will be calculated as follows:
	Grade 

	Percent 


	P
	70% or higher on the post-test.

	F
	Less than 70% on the post-test.


	


Ultimately your grade will be based upon the above and my overall judgment as to your level of performance and understanding of the subject.


  
Final Grades:
   Final grades can be requested by contacting the EAC Records and Registration Office at 1-800-678-3808, ext. 8270
   On Line:  Log on to www.gilaccc.org and lick on Gila Hank Online to access GCC/EAC’s real time internet registration system.

   For more information contact GCC administrative offices at 425-8481.   

Housekeeping:  Please email me cindy.barnes@eac.edu with the following information:  
Name
Acknowledgment of Receipt of Syllabus
Please state whether you have received the CMP 101 syllabus (including course objectives, policies, requirements and schedule) and have read and understand all the enclosed materials.
Course expectations

Work experience 

Educational background
Anything else you would like the instructor to know about you 
ALL ASSIGNMENTS NEED TO BE EMAILED TO THE INSTRUCTOR AS AN ATTACHMENT
· Email Netiquette: http://www.albion.com/netiquette/  (Save on your favorites or email this link to yourself as a reference)

· Quiz: http://www.albion.com/netiquette/netiquiz.html  (E-mail instructor your score to record)

· Sign up for Email Tips: http://www.albion.com/netiquette/list.html 
· Computer Ethics - http://www.southernct.edu/organizations/rccs/  

I will send you a reply by the next time we meet.  We will discuss the various features of managing and maintaining an email account, create a class folder on yahoo and on computer and calendar in yahoo account.  
Let’s get ready for class!
Microsoft Outlook I – Beginning Word – Intermediate Word - Publisher

CMP 110AJ – CMP 235H – CMP 235I - 
 Class Calendar/Schedule 

“SUCCESS IS THE ONLY OPTION”

I hear and I forget. I see and I remember. I do and I understand. -- Confucius, 551-479 B.C.

The following class schedule is developed as a guide and may change at the discretion of the instructor.   How fast the class goes and how well we cover the topics hinges on the class’ ability to absorb the material and course homework.  This course is designed for the student to take an active roll in their learning.  As technology increases so does the need to read and write more proficiently.  PLEASE ASK QUESTIONS SO YOU CAN BECOME MORE PROFIECIENT.     
Keep in mind that Outlook is an email application, sending messages require that you be connected to a company server.  For this class you will not be connected to a server so you will print your exercises for credit.  
	Day
	Topic
	Summary

	Day 1
	Overview of Outlook
1. Pg 8-14

2. Click on the question mark (?) on the toolbar and review the features and options.  
	Start Outlook, navigate within Outlook, use the Outlook Bar and use the Folder List.  


	Day
	Topic
	Summary

	Day 1
	Using E-mail – Click on your inbox folder to begin this section
1. Read Page 20-23
2. Complete exercise pg 23-26 (insert any file saved on the computer)
3. Printing Messages page 30-31.

4. Read page 32-34
	Compose, address, and send messages, format the body of a message, attach a file to a message, check for e-mail messages, read messages, reply to and forward messages, print messages, find messages, recall messages, and delete messages

	Day 2
	Customizing E-mail

1. Create a new message.  Click on the options tab and click on the “more options” arrow.  Review the options dialog box with definitions on page 39-40.  
2. Complete exercise on page 41 (Print, Don’t send) 
3. Complete exercises on page 43-45 (Print, Don’t send)
4. Click options, mail format and choose a stationary/font and create a signature.  BE CREATIVE AND PRINT 
5. Click on the View and notice the various methods to sort your messages.  
6. Create folders – Click the new arrow, click folder and choose where you want your folder.

7. Moving messages page 59-61.  If you don’t have messages read the info so you know what features are available.  
	specify e-mail options, customize the appearance of e-mail messages, use stationery, add a signature to an e-mail message, set viewing options, sort messages, filter a view, create folders, move messages between folders, organize the Inbox by using colors, filter junk e-mail messages, and archive messages

	Day 2
	Using Contacts

1. Read and complete all the exercises on page 75-79

2. Using Contacts to send e-mail page 92-97
3. Creating a letter page 98-102.  
4. With the contacts you have create a distribution list from this website http://office.microsoft.com/en-us/outlook/HA102054271033.aspx?pid=CH100622101033 
	Open the Contacts folder, create and edit contacts, create multiple contact records for people at the same company, delete and restore contacts, use folders, views, and categories, assign items to a category, modify the master category list, sort contacts, send e-mail from the address book and the contacts folder, send and receive contact information by 

e-mail, and create a letter for a contact by using the Letter Wizard


	Day
	Topic
	Summary

	Day 3
	Using the Calendar

1. Navigating within the calendar page 106-127. 
	Navigate within the Calendar, change Calendar views, schedule appointments and events, create recurring appointments, set reminders, edit appointments, delete appointments, organize appointments using categories and views, plan meetings with others, print a Calendar, save a Calendar as a Web page, and integrate the Calendar with other Outlook components

	Day 3
	Using Tasks

1. Read and complete exercises on pages133-152.


	Create tasks, add task details, sort tasks, organize tasks by using folders, organize tasks by using categories, assign tasks to others, accept or decline tasks, mark tasks as complete, manually record a task in the Journal, and delete tasks

	Day 4
	1. Using Notes pages155-166
If you happen to forget or need to refresh your memory be sure to visit the Microsoft Outlook website http://office.microsoft.com/en-us/outlook/FX100647191033.aspx
	create notes in Outlook, edit notes, copy and move notes, forward notes to e-mail recipients, organize and view notes, and delete notes

Final


The following assignments are for Beginning & Intermediate Word. Assignment files used can be downloaded from http://www.pearsonhighered.com/go/ (choose 2rd edition & then appropriate chapter) or the “Student Resource CD” included in your textbook.  
	Chapter 
Number
	Activity
	Activity Document
	Pages

	Ch 5A
	Activity 5.01 – 5.23
	You will navigate the Word window by opening a blank document.  Insert the audio video 1 that came with your book.  Click on chapter 5 to follow the tutorial.  
	3-48

	Ch 5
	Chapter 5 Quiz
	Quiz – Project 5D Marketing
	55

	Ch 6A
	Activity 

6.01-6.17
	 Open and save w06A_Seminar.  Name as 6A_Seminar_Firstname_Lastname 
	73-100

	Ch 6B
	  6.22-6.23
	6B Law Overview Firstname Lastname.  
	119-121

	Ch 6
	Chapter 6 Quiz
	Project 6D Copyright Law
	128

	Ch 7A
	7.01 – 7.08
	Open and save w07A Photography Flyer, w07A Machine and w07A Ore Cart.  Save and name as 7A Photography Flyer firstname lastname. 
	147-160


Microsoft Office Publisher 2007 helps you create, personalize, and share a wide range of publications and marketing materials in-house.  
To begin please click on the links below to view the videos to get an overview of what Publisher is.

http://cbt.brainstorminc.com/microsoft/help.php?file=publisher1 

http://cbt.brainstorminc.com/microsoft/help.php?file=publisher2 

http://cbt.brainstorminc.com/microsoft/help.php?file=publisher3 

Whenever you have questions or need help you can view Microsoft Publisher Home Page http://office.microsoft.com/en-us/publisher/FX100487821033.aspx 
	M. S. Publisher Assignments


	Microsoft Publisher Assignment#1: Calendars 25 Points

	Open up Microsoft Publisher Software.

1. Choose the program Calendar.

2. Design and create your own calendar.

3. Include the following dates into your calendar
· October 1: Girls Basketball @ SASA ,3:30

· October 3: Girls Basketball vs. North, 3:30

· October 7: Eighth Grade “Walk-a-thon” 4:00 SHS

· October 10: Girls Basketball @ North, 3:30

· October 11: Webber School Dance

· October 15: Open House 3:00-7:00

· Girl’s Basketball 3:30

· October 16: Boy’s Football vs. South 3:30

· October 17: Girl’s Basketball vs. Zilwaukee 3:30

· October 22: Student Picture Day

· October 23: Boy’s Football vs. White Pine, 3:30

· October 24: Girl’s Basketball @ Zilwaukee, 3:30 

· October 25: School Dance

· October 29: Girl’s Basketball vs. North, 3:30

· October 30: Boy’s Football @ Midland Central, 4:00

· October 31: Halloween

· Girl’s Basketball vs. SASA, 3:30
5. Save Document as “October Calendar”.



	Microsoft Publisher Assignment #2: Brochure 25 Points

	Objective: To develop A brochure to a favorite destination of your choice. Examples: Bahamas, Florida, Disneyworld, California, Myrtle Beach, Toronto, Cedar Point, Any Caribbean Islands, Cruise, Las Vegas, Jamaica, Hawaii, etc. 

Requirements:
1. Front Cover: 


a. Must have destination or location of spot.

b. Must have a slogan or “eye catcher” introduction.

c. Must have a clip-art or pictures representing the vacation spot.

2. Page Two(First Inside Page):

a. Must have description of the trip. 

b. Must include length of stay.

c. Must include major attractions at the vacation spot.

d. Search following sites for travel information. Also use a search engine (yahoo, google, lycos, etc.) to find information.

e. Must have at least one clip-art or picture

· www.trip.com
· www.expedia.com
· www.travelzoo.com
· www.4airlines.com
3. Third Page

a. Must have itinerary (telling how much for the airfare, hotel, and rental car)

b. Must give dates and places you will be at certain times.

c. Must have arrival and departure time.

d. Must have date and times of any special events you will be visiting.

4. Back Page:
Must guarantee a good time and should include clip-art or pictures of destination.


	M.S. Publisher Assignment #3: Mother’s Day Card 15 points

	Objective: To create a Mother’s Day Card using M.S. Publisher Greeting Cards. 
1. Front Cover: 
· Pick a design.

· Select a verse.

2. Page#2: 1. At least 2 clip Arts

3. Page#3: 1. Need Greeting & Name
4. Page#4: 1. At least one clip art.

	MS Publisher Assignment #4: Flyer, Signs, Invitations & Ads. 120 points or 30 points each.

	Objective: Students are to set up an end of the year party. Students are to use Microsoft Publisher to develop a Flyer, Signs, Invitations and Advertisements. 
Flyer: Students are to go to MS Publisher and are to select the flyer software. 

1. Flyer must indicate the following:

· Where is the party?

· When is the party? (Date, & Time)

· Why you are having the party?

· What does the guest need to bring if needed?


2. Student’s need to add graphics and pictures related to their event.
3. Save as “flyer”
Sign: Students are to go to MS Publisher and select the Sign software. 
1. Students need to develop a sign advertising their party.
2. Student’s need to save as “sign”.
Newsletter: Student’s need to go to MS Publisher and select the newsletter software. Newsletter must include the following information.
1. Using a newspaper retype a few stories for your news letter.
2. Must include at least three stories
3. Describe where, when and how to contact the reporter.
4. Insert a picture or clip art.
5. Students need to save as “newsletter”
Assignment#4: Students need to go to MS Publisher and select the Advertisement software. Students need to develop an advertisement for their boss. 
1. Be creative!
Students need to save as “advertisement”.
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Thank you for a wonderful journey! Your self-learning starts from here!

"It is good to have an end to journey toward, but it is the journey that matters in the end."
--Ursula K. LeGuin
Student Grade Sheet

      Name:




  Semester:

	Grade 
	Percent 

	P
	70% or higher on the post-test.

	F
	Less than 70% on the post-test.


Outlook I CMP 110AJ – Beginning Word CMP 235H – Intermediate Word CMP 235I - Publisher
SYLLABUS

Caveats:  This syllabus is a written contract involving the instructor, student and the college.
· Your instructor will make every attempt to follow the above procedures and schedules, but they may be changed in the event of extenuating circumstances.

· Students submitting assignments through the mail are advised to make copies for their own protection.

· If you move during the semester, please file a change of address form at any GCC campus registration office.
Acknowledgment of Receipt of Syllabus

Please sign and return the following acknowledgment to me in class or at the following address:

Dr. Stephen Cullen
Gila Community College

Gila Pueblo Campus

Globe, AZ 85501
____I have received my syllabus (including course objectives, policies, requirements and schedule) and have read and understand all the enclosed materials.           

 

____I have no objection to receiving an occasional call from the instructor at the number given with my registration materials.  







        

____I prefer that the instructor not call or contact me by phone anytime during the semester.                       



My reasons for taking this course:

My background in this area includes:

____I would like to be contacted by the instructor regarding the following concerns:

        

        












 




Name _______________________________________             Student ID #

     Phone




             E-mail address
�
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