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Course Information 
Course Description: This course covers basic to mid-level microcomputer and word processing 

application. The course introduces the components in word/information 
processing systems to include identifying computer hardware, properly 
maintaining disks, 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 endnotes. 3 hours 
lecture 

Learning Outcomes: Upon successful completion of the course, the student will be able to: 
• Create and edit memos, letters, 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 

 
Prerequisites and Co-

requisites: 
DSPR 0700 

Course Topic: 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 

 

Textbooks, Supplementary Materials, Hardware and Software Requirements 
Required Textbooks: Benchmark Series M icrosoft Word 2010 Level 1 by Rutkosky and 

Rutkosky’ ISBN 978-0-76383-821-8 with student CD 
Supplementary Materials: Student CD with data files; USB drive for data storage 

Software Requirements: Complete installation of Microsoft Word 2010; Internet Access; 
PowerPoint or PowerPoint Viewer. (You cannot use WordPad, Works, or 
any software other than Microsoft Word 2010 to complete this course.) 

  



Instructor Information 
Instructor Name: Judy Hendrix 

 Hendrix@dscc.edu  
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. Other contact 
information will be sent to you through the class e-mail.  

Instructor Response Time: Every attempt to respond to course e-mail within 48 hours during the 
workweek will be made, though it may not be possible in all cases. All 
inquiries will be answered as quickly as possible. 

Assessment and Grading 
Testing Procedures: All testing will be completed online. At the end of each unit, the Unit 

Performance Assessments and an online unit test will be the assessments. 
There will also be a final exam. Practice tests are available online from 
the publishing company. A link to the practice tests will be provided.  

Grading Procedures: • Chapter Projects                                             =    40% 
• Unit Performance Assessments and Tests          =    25% 
• Discussions                                                    =    15% 
• Final Exam                                                     =    20% 

Grading Scale: A          =          93 - 100 
B          =          85 - 92   
C          =          77 - 84 
D          =          70 – 76 
F          =          69 and below 

Assignments and Participation 
Projects and Assessments: All required assignments are posted in the chapter overview documents 

located in each chapter module in the Content section of the online class. 
Homework assignments are due by the dates indicated. The dates are 
listed on the Assignment Due Date sheet located in Content. You are 
required to complete ALL projects within the chapter material. They are 
your learning tools. The listed assessments at the end of each chapter 
may be submitted for extra credit points. Although they are optional it is 
to your advantage to complete the end of chapter assessments. They 
reinforce the information learned in the chapter.  

Discussion: The first assignment for the Word class will be a discussion assignment. 
You will introduce yourself to the class. There will also be discussion 
topics for each unit in the textbook. You are required to post to these 
discussion topics. Discussions count a percentage of the grade for the 
class.  In addition to the introduction discussion there will be a discussion 
topic for each unit in the textbook. Read the postings of other students 
and interact with your fellow students in the class.  

Punctuality: Assignments are due on specific dates. These dates are listed in the 
Assignment Due Dates document in the Getting Started section of the 
Content and also on the notes within the chapters. There should be no 
late assignments.  

Course Ground Rules 
  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. If you do not log in or 
assignments and quizzes are late for three consecutive deadlines, 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 

mailto:Hendrix@dscc.edu


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. 

E-mail: The best and only preferred way to contact me for assistance is through 
the online class e-mail. Use only the e-mail within the Word online course. 
This is the method of contact for this class. You should check e-mail 
through the course daily. This is the way I contact you. If for any reason 
the online course is not in operation and you need to contact me, my 
DSCC e-mail account is hendrix@dscc.edu.  

Academic Dishonesty: Plagiarism and cheating are serious offenses and may be punished by 
failure on an assignment, test, or project or by failure in the course 
depending on the severity. It is your responsibility to complete your 
own assignments for this class. If assignments submitted by more than 
one student appear to be duplicates (and there are methods to check this 
information), all students involved will receive zeros for the assignment 
grades. So do not copy work of another student and do not allow 
another student to copy your assignments. For more information refer to 
the "Academic Dishonesty" policy in the Dyersburg State Community 
College DSCC Catalogs and Schedules. 

Links: • DSCC Learning Resource Center 
• Help Desk 
• Bookstore.  
• Tutoring. 
• Tennessee Board of Regents 

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  
e-mail and posted within the online course material. 

Online Class Information: The server on which DSCC’s online courses are hosted will be occasionally 
unavailable due to upgrades and or maintenance.  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. If an unplanned outage occurs, you will receive notice through 
your student email account (your_ID@eagle.dscc.edu).  Faculty will also 
be notified. 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. 
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