
MAYLAND COMMUNITY COLLEGE 
Welcomes You To: 

 

OST 136 Ð 20 
Word Processing 

2 Credit Hours, 3 Contact Hours 
 

Spring 2006 
Course Descr ipti on: 
This course introduces word processing concepts and applications.  Topics include preparation of a variety of 
documents and mastery of specialized software functions.  Upon completion, students should be able to work 
effectively in a computerized word processing environment. 
 
Prerequisi tes:  (OST 080 or OST 131) AND (CIS 110 or CIS 111) Corequisi tes:   None. 
 
Instr uctor Informati on: 

Instr uctor: Rhia Crawford 
Offi ce Locati on: P223 (Inside Faculty Lounge, Sam Center) 
Telephone Number: (828) 765-7351 x331 
Email Address : rcrawford@cc.mayland.edu   
Offi ce Hours:   MW 1:30-4   T 10-12, 1:30-6   TH 10-12, 1-4    F 10-11  
  

Course Informati on: 
This class meets on Tuesday evenings from 6 -9:50 p.m. in Room P213. 
 
Required Text(s ): Hinkle, Deborah.  Microsoft Office Word 2003: A Professional Approach, 

Specialist.  Boston, MA, 2005.   
 

SAM 2003, version 3.0 software with Office from Course Technology.  (There are 
multiple versions in the bookstore, and you can purchase the one with just Office 
Ð you do not need the version with both Office and Concepts.  The one with just 
Office is in a blue package.) 

 
Because of licensing reasons, you cannot use another personÕs account from 
either this semester or a previous one.  If, however, you have previously obtained 
one yourself, (such as one that you used in the Introduction to Computers class) 
you can use it again for this class.  Please note: you do not have to install the 
SAM software at home.  You can use the Mayland computers to complete any 
SAM assignments.  I cannot provide technical support for home installation.  If 
you do have a home installation from an earlier semester, you may need to 
request the 3.0 upgrade CDs.  Please see the instructor if you need help 
upgrading an earlier version of SAM. 

 
 
Required supplies:  Two 3 ! Ó diskettes.  You must bring these disks to every class. 
 
Course Objecti ves/Competencies: 
1. You will be able to use the computer to create well-formatted documents. 
2. You will be familiar with tools found in popular word processing packages. 
3. You will be able to save, retrieve, and edit documents. 
4. You will be able to insert graphics, tables, and other special objects into documents for maximum effect. 
5. You will be able to develop headers and footers, set margins, and create page layouts tailored to the tasks 

at hand. 
 
 



Attendance Policy/ Tardiness/Make-Up Work:  
All assignments are due on the day and time specified in class.  Late homework will not be accepted for 
any reason.  Illness or other special circumstances (family emergencies, etc) can crop up during the semester.  
Therefore, the lowest homework grade that you receive will be dropped.  This ensures that if you must miss a 
class and not turn homework in on time, there will be an opportunity not to have that assignment count against 
you.  Use this wisely and save it until it is really needed Ð you only get one. 
 
Test grades will not be dropped.  Each student will be allowed one make-up of an exam.  This make-up exam 
will only be given if the student has notified the instructor PRIOR to the original exam that he or she will not be 
able to take the exam as scheduled.  No make-up exam will be given if the instructor is not notified prior to time 
of the scheduled exam.  This policy applies to all stu dents wi thout excepti on.  You can notify me by calling 
my office or by e-mail through LEO.  The student will then have one week from the date of the scheduled exam 
to take the make-up.  After one week, the grade for the exam will be a zero.   You wi ll be allowed only one 
make-up exam  for the semester, so use it wisely.   
 
You are expected to attend all class meetings and to participate in all class activities.  Attendance will count for 
a portion of your grade.  You will be given 6.25 points for each class you attend.  The attendance points will be 
totaled at the end of the semester and will count as a test grade. 
 
If you must miss class, you are responsible for finding out the assignments, getting notes, reading the material, 
etc.  ÒI wasnÕt hereÓ is no excuse for not being prepared for your assignments. 
 
Grading Criter ia/Exams/Project s:  
Exams:  There will be four exams given this semester.  Unless otherwise specified, exams are to be completed 
during class and are considered late once class ends.  Please note that missed / late make-up exams may 
differ in content than those given in class and are only given in very unique and special circumstances.  All 
exam grades will be used in the computation of your final grade. 
 
Projects:  Projects (hands-on work, computer related) may be given during the semester.  Projects will be 
averaged in as two homework grades. 
 
Daily Work / Homework:  Homework will consist of quizzes, class work, book work, and other activities given 
throughout the semester. 
 
Final Project: The Final Project will be given near the end of the semester and will consist of the production of 
a large document. 
 
After two absences, each additional absence will lower your final grade one point.  This is non-negotiable and 
will affect your overall grade.  Also, your lowest homework grade will be dropped. 
 

Grading Criter ia: Grading Scale: 
 Exams 65% A = 94 Ð 100 
 Final Project  15% B = 85 Ð 93 
 Homework 20% C =  77 Ð 84 
   D =  70 Ð 76 
 (excessive absences will lower your  F  =  00 Ð 69 
 final grade Ð see sections above)  
 
We will be using MaylandÕs LEO website (leo.mayland.edu) to augment and facilitate learning and 
communication in this class.  You will need to quickly become familiar with this tool as we will be using it quite 
extensively.  I will be posting announcements and emailing the class in LEO with important information as the 
need arises, especially on days of inclement weather or other unforeseen events.  You are REQUIRED to 
regularly check LEO for such communications.  Failure to do so will not excuse you from abiding by the 
information communicated.   
 



GRADES DISPLAYED IN LEO ARE AVERAGES BEFORE ABSENCES ARE DEDUCTED AS DISCUSSED IN THE PREVIOUS 
SECTIONS.  THIS IS IMPORTANT, SINCE YOU WILL ONLY SEE AN APPROXIMATION OF YOUR GRADE IN LEO Ð NOT THE 
ACTUAL GRADE ITSELF.  I WILL ADD THE ATTENDANCE POINTS AT THE END OF THE SEMESTER AND THAT SCORE MAY 
IMPACT YOUR FINAL GRADE.  THE MORAL: DONÕT MISS CLASS AN EXCESSIVE AMOUNT AND YOU WONÕT HAVE TO 
WORRY ABOUT DROPPING LETTER GRADES AT THE END.  EXCESSIVE TARDINESS WILL COUNT AS AN ABSENCE. 
 
While I have attempted to be as thorough as possible with this syllabus, course procedure may vary from this 
outline to meet the needs of this particular group. 
 
Inclement Weather Procedures: 
Because this is an evening class, in the event of inclement weather, we will either be on regular schedule or 
cancelled.  Please check LEO or listen to the radio and television stations.  In any case, use your own 
judgment. 
 
Academi c Standards/Student Expectati ons/Ethics:  
Students are expected to maintain the highest levels of honor and respect involving all things associated with 
this course.  This includes: 

• Ensuring that the work for which you get credit is your own work.  Cheating, copying, and plagiarism in 
all forms will not be tolerated.  This includes ÔsharingÕ homework, using unauthorized materials during 
exams (including your neighbor), or failure to cite appropriate sources. 

o You are expected to do homework and projects on your own.  While forming study groups is 
encouraged, you should not be completing homework together.  Any submitted assignment 
should reflect your effort.  Otherwise, all people involved in turning in the same shared answers 
(even if you did the homework as a ÔgroupÕ) will be subject to disciplinary action for cheating. 

• Completing all assignments thoroughly and on time. 
• Complying with MCCÕs Computer Resources Acceptable Use Policy. 
• Complying with MCCÕs Student Conduct Policy. 
• Allowing others the full opportunity to learn during class time.  Therefore: 

o Turn off all cell phones and pagers or set them to silent alert. 
o Do not bring other people to class with you, including children, friends, or other family FOR ANY 

REASON.  The computer lab classroom setting is not an appropriate place to have visitors. 
o Do not use computers for web-surfing, emailing, game playing, or any other non-class related 

activity during class.  Since doing these non-class activities is a large temptation for classes 
taught in the computer lab, and since they are a large distraction for everyone in the room 
including other students and the instructor, I will be very watchful for activity which is not related 
to the lesson at hand.  You are expected to monitor your own conduct.  I suggest that instead of 
playing online, you take notes. If you pursue these activities you WILL be asked to leave class.  
If non-class Internet usage / game-playing continues or becomes an issue, further appropriate 
measures will be taken. 

 
Withdrawal Dates:  
End of Unconditional Withdrawal   Ð Monday, February 13, 2006 
End of Conditional Withdrawal   Ð Monday, March 27, 2006 
 



Course Outline: 
I. Introduction to Document Creation 
II. Editing a Document 
III. Formatting Characters 
IV. Word Processing Tools 
V. Formatting Text / Paragraphs 
VI. Page Setup 
VII. Tabbing 
VIII. Moving, Copying, and Cutting Text 
IX. Finding and Replacing Text 
X. Page and Section Breaks 
XI. Headers and Footers 
XII. Tables 
XIII. Columns 
XIV. Graphics 
XV. Mail Merge 
XVI. Other Topics as Time Allows 

 
If a student has not been in contact wi th the instr uctor and has not attended cl ass for a consecuti ve 
two-week period, an admi nistr ati ve wi thdrawal  wi ll be submi tted by the instr uctor. 
 
Contact with the instructor as mentioned above includes direct contact such as a face-to-face meeting or a 
telephone call.  An administrative withdrawal may be performed, but is not required, for the final third of the 
semester.  If you are dropped out of a class due to an administrative withdrawal, you will not be allowed to 
rejoin that class during the semester. 
 
Any student requesting special accommodati ons for this course due to a disability  should apply for 
servi ces through the SOAR Offi ce or the Counseling Center , which wi ll document the disability.   A 
counsel or wi ll then help determi ne which accommodati ons, if any, the student needs for success  in 
th is course. 
 


