	High School Course
	College WECM Equivalent

	Word Processing Applications
(WDPAP-TP) 1202280T

Prerequisite: Business Computer Information Systems I (BEGCIS1) 12011200 or (BCIS1-TP) 1201120T or keyboarding course or skill proficiency

ENHANCEMENTS:

· Use file management and current industry terminology
	Introduction to Word Processing
ITSW 1301 or ITSW 1401 (or ITSW 1001 CEU)


Course Outcomes - Introduction to Word Processing 

(ITSW 1301/1401)

Course Description:
An overview of the production of documents, tables, and graphics.

Learning Outcomes:

The student will identify word processing terminology and concepts; create technical documents; format and edit documents; use simple tools and utilities; and print documents.

	Expected Competencies

(The enhanced course must include the following competencies.)
	Check if “Yes”

	The student can:


	

	1.
	Identify word processing terminology and concepts.
	

	2.
	Perform basic file management tasks.
	

	3.
	Format and edit a variety of documents.
	

	4.
	Create technical documents.
	

	5.
	Use simple word processing tools and utilities.
	

	6.
	Perform basic to advanced functions of word processing software.
	

	
	A.  Performing mail merges;

B.  Creating mailing labels;

C.  Sorting, selecting, and organizing data;

D.  Creating and formatting tables;

E.  Incorporate formulas into tables;

F.  Importing data.
	

	7.
	Print documents using printer functions correctly.
	

	8.
	Perform file management tasks and create style sheets to format documents.
	

	9.
	Integrate multiple software applications, create mailable newsletters and flyers, and create formulas in tables.
	

	10.
	Use graphic and special functions to enhance documents.
	

	11.  
	Create, revise, and print documents that demonstrate the proper application of advanced features such as macros and templates.
	

	12.
	Apply technology by integrating different software applications.
	

	13.
	Use file management and current industry terminology.
	


Textbook, Hardware/Software, and Tool Recommendations:

Duffy, and Cram.  Microsoft Word 2002 – Illustrated Series.

Zimmerman, Zimmerman, and Shafer.  Microsoft Word 2002.  New Perspectives – Comprehensive, Course Technology.

