
AOM 108 – OL – MICROSOFT WORD 

Course Syllabus   - - FALL SEMESTER, 2014 - - 
 
 

Course Information 

Course Description: This course covers basic to mid-level microcomputer and word-processing applications. The course 
introduces the components in word/information processing systems to include identifying computer 
hardware; properly maintaining documents; using the mouse; choosing commands; creating, printing and 
editing Word documents; formatting characters using the Help feature; formatting paragraphs; formatting 
documents and sections; using writing tools; manipulating tabs; manipulating text within and between 
documents; formatting with special features; creating headers and footers in a document; and creating 
footnotes and end notes. 3 hours lecture. 

Learning 
Outcomes: 

Upon successful completion of the course, the student will be able to: 
• Create and edit memos, letters, fliers, announcements, and reports of varying complexity 
• Apply appropriate formatting elements and styles to a range of document types 
• Add graphics and other visual elements to enhance written communication 
• Plan, research, write, revise, and publish documents to meet specific information needs 
• Given a workplace scenario requiring a written solution, assess the communication purpose and 

then prepare the materials that achieve the goal efficiently and effectively 
• Essential features and functions of computer hardware, the Windows 8 operating system, and 

Internet Explorer 
• Proficiency in using Word to organize, analyze, and present information 

Prerequisites: READ 0810 

Course Topics: Unit 1 – Editing and Formatting Documents 

Chapter 1 –   Preparing Documents 

Chapter 2 –   Formatting Characters and Paragraphs 

Chapter 3 –   Customizing Paragraphs 

Chapter 4 --  Formatting Pages 

Unit 1 Performance Assessments, Test, and Discussion 

Unit 2 – Enhancing and Customizing Documents 

Chapter 5 –   Applying Formatting and Inserting Objects 

Chapter 6 –   Maintaining Documents 

Chapter 7 – Creating Tables and SmartArt 

Chapter 8 –   Merging Documents 

Unit 2 Performance Assessments, Test, and Discussion 
 

Specific Course 
Requirements: 

This course requires you to login in weekly, complete assignments, tests, and discussions by the specified 
dates. 

Textbooks, Supplementary Materials, Hardware and Software Requirements 

Required 
Textbooks/ 
Courseware: 

Benchmark Series Microsoft Word 2013 Level 1 with student CD by Rutkosky, Roggenkamp, and Rutkosky; 
ISBN 978-0-76385-387-7. 

Snap 2013 Training  

Visit the DSCC Bookstore at http://www.dscc.edu/bookstore to purchase your textbook. 

Supplementary 
Materials: 

 
Student CD with data files; USB drive for data storage 

http://catalog.dscc.edu/content.php?catoid=8&navoid=517%23tt5115
http://www.dscc.edu/bookstore


Software 
Requirements: 

Complete installation of Microsoft Word 2013; Internet Access; PowerPoint or PowerPoint Viewer. (You 
cannot use WordPad, Works, or any software other than Microsoft Word.) 

Instructor Information 

Instructor Name: Judy Hendrix 

Instructor Contact 
Information: 

Send e-mail through the online class. 

If class is not available, send  to DSCC E-mail: Hendrix@dscc.edu  

Office 
Hours/Virtual 
Office Hours: 

This class is being taught as an adjunct faculty member. There are no scheduled faculty office hours. E-mail 
any requests for answers to specific questions or other assistance through the class e-mail.  

Instructor 
Response Time: 

I will make every attempt to respond to course email within 24 or 36 hours during the work week, though it 
may not be possible in all cases. I will notify you when I will not be able to meet the stated response time. 

Assessment and Grading 

Testing 
Procedures: 

All testing will be completed online. There will be two unit tests. The first after completing chapters 1 
through 4 in the textbook and the next after completing chapters 5 through 8. There will also be a final 
exam.  

Practice tests for each chapter are available online from the publishing company. A link to the practice tests 
is provided in the Content section of the online class. 

Grading 
Procedures: 

Assignments/Projects  = 40% 

Unit Assessments         =         30% 

Discussions                    =        15% 

Final Exam                     =         15% 

Grading Scale: A          =          90 - 100 
B          =          80 - 89   
C          =          70 – 79 
D          =          60 – 69 
F          =          59 and below 

Assignments and Participation 

Assignments and 
Projects: 

 

 

 

Due Date Assignment 

September 8, 
2014 

Answer and submit the Pre-Test Quiz (This must be completed for your attendance 
to be verified.) 

Post your introduction into Discussions in the online class and reply to two other 
students in the class 

Read and understand the Preface, Getting Started in Office 2013, Using Windows 8, 
and Browsing the Internet sections in the beginning of the textbook.  

September 15, 
2014 

Chapter 1 – Preparing Documents 

September 22, 
2014 

Chapter 2 – Formatting Characters and Paragraphs 

September 29, 
2014 

Chapter 3 – Customizing Paragraph 

mailto:Hendrix@dscc.edu


October 6, 2014 Chapter 4 – Formatting Pages 

Fall Break – October 11-14 

October 20, 2014 Unit 1 Assessments (Unit 1 Performance Assessments, Test, and Discussion) 

October 27, 2014 Chapter 5 – Applying Formatting and Inserting Objects 

November 3, 2014 Chapter 6 – Maintaining Documents 

November 10, 
2014 

Chapter 7 – Creating Tables and SmartArt 

November 24, 
2014 

Chapter 8 – Merging Documents 

December 8, 2014 Unit 2 Assessments (Unit 2 Performance Assessments, Test, and Discussion) 

December 11, 
2014 

Final Exam 

 

Punctuality: Assignments are due on specific dates. These dates and the required assignments are listed in the 
Assignment Due Dates document in the Getting Started section of the Content and also on the notes within 
the chapters along with a list of the required assignments. There should be no late assignments. If an 
emergency arises, contact your instructor immediately. 

Attendance Policy: View the DSCC Attendance Policy at http://www.dscc.edu/attendance_policy/. 

Class Participation: This is an online class. It does not meet in a scheduled classroom or at a scheduled time. You DO have 
responsibilities regarding this course. You are expected to complete assignments by the scheduled dates 
and take your online tests at the appropriate times. According to the DSCC attendance policy if you miss 
submitting assignments or tests for one week for an online class, your attendance status will be marked as 
“stopped” attending since this is the only method to verify you are meeting your responsibilities for the 
completion of the course. If you are receiving financial aid, this could affect it. If you are having problems 
with the course, it is your responsibility to notify the instructor of the problems and keep the instructor 
apprised of the situation.  

It is the instructor’s responsibility to keep you notified of any variation in the course material, to grade your 
homework assignments and quizzes as quickly as possible, to send your grades to you in a timely manner, 
and to be available to answer your questions. This does not mean that I will be immediately available when 
you try to contact me. It means I will contact you as quickly as possible. 

Course Ground Rules 

General:  1. Participation is required. Assignments, discussion postings and tests are due on specific dates and 
must be submitted on time. 

2. Communication with the instructor is very important. Log into the class often to check for News 
items or e-mail messages. Logging into the class is required once a week but should be accessed 
more often. Also communicate any problems you have with the instructor. 

3. Learn how to navigate within the course management system  
4. Keep abreast of course announcements. E-mail and News items are the methods announcements 

for the class will be communicated. 
5. Use the assigned course email address as opposed to a personal email address  
6. Address technical problems immediately  
7. Observe course netiquette at all times. Instructor guidelines for communication by email, 

discussion groups, chat, and the use of web resources are necessary. 

Email: 1. Always include a subject line.  
2. Remember that without facial expressions some comments may be taken the wrong way. Be 

careful in wording your emails. Use of emoticons might be helpful in some cases.  
3. Use standard fonts.  
4. Do not send large attachments without permission.  

http://www.dscc.edu/attendance_policy/


5. Special formatting such as centering, audio messages, tables, html, etc., should be avoided unless 
necessary to complete an assignment or other communication.  

6. Respect the privacy of other class members.  
7. Use proper capitalization, spelling, and punctuation. 

Discussions: 1. Review the discussion threads thoroughly before entering the discussion. Be a lurker, then a 
discussant.  

2. Try to maintain threads by using the "Reply" button rather than starting a new topic.  
3. Do not make insulting or inflammatory statements to other members of the discussion group. Be 

respectful of others’ ideas.  
4. Be patient and read the comments of other group members thoroughly before entering your 

remarks.  
5. Be cooperative with group leaders in completing assigned tasks.  
6. Be positive and constructive in group discussions.  
7. Respond in a thoughtful and timely manner.  
8. Use proper capitalization, spelling, and punctuation in the discussion postings. 

Web Resources: Paradigm Publishing:  http://www.emcp.com   

SNAP Training and Assessment:  http://snap2010.emcp.com  

Other Important Information 

Library Resources For the DSCC library or help desk visit www.dscc.edu/lrc. 

 

 

For the Tennessee Virtual Library go to www.tn.regentsdegrees.org and click on TBR Virtual Library. 

To ask a question about books, interlibrary loans or other LRC information, call the 
LRC at 731-286-3361. 

Reporting Fraud, 
Waste, or Abuse 

Report Fraud, Waste, and Abuse at http://www.dscc.edu/fraud. 

Technical 
Assistance/Help 
Desk: 

For technical assistance, contact the DSCC Help Desk. 
Dyersburg Campus                  - (731) 288-7780  
Jimmy Naifeh Center (JNC)    - (901) 475-3177  
Gibson County Center (GCC) - (731) 222 -5180 

Visit the Help Desk on the web at www.dscc.edu/helpdesk for tutorials and other how to guides. 

You may also contact the Help Desk by email at helpdesk@dscc.edu. 

Students With 
Disabilities: 

Dyersburg State Community College is committed to providing a discrimination free environment for all 
students. Students with disabilities are encouraged to inform the College of any assistance they may need. 
Please notify the ADA Coordinator at (731) 286-3242. 

Syllabus Changes: From time to time during the semester, it may be necessary to make changes to the material in the course 
syllabus. Any necessary changes to the course syllabus will be sent to you by email and posted within the 
online course material. 

Server Outage 
Disclaimer: 

The server on which DSCC’s web supported/online courses are hosted will be occasionally unavailable due 
to upgrades and/or maintenance. Regularly scheduled outages will occur during the early morning hours of 
the second Sunday and third Tuesday of each month. There may also be unplanned downtime due to 
failures of one kind or another.  Because the server is not located at DSCC, the College cannot directly 
correct these situations. You will need to contact your instructor(s) directly to make accommodations 
should an unplanned outage prevent you from taking a quiz or submitting an assignment. 

Safety / Security Dyersburg State makes crime statistic information available to the public through the Annual Security 
Report.  This report can be found at www.dscc.edu/security. 

DSCC has an emergency preparedness plan and periodically conducts tests of this plan. To sign up for 
emergency notifications, Login to Rave at https://www.getrave.com/login/DSCC and add your contact 
information.  Notice:  Standard carrier message and data rates may apply 

http://www.emcp.com/
http://snap2010.emcp.com/
http://www.tn.regentsdegrees.org/
http://www.dscc.edu/fraud
http://www.dscc.edu/helpdesk
mailto:helpdesk@dscc.edu
http://www.dscc.edu/security
https://www.getrave.com/login/DSCC


 


