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Course Guidelines

A.  Course Registration – To register for the course the participants must submit an online registration form located at http://www.usd-online.org/DoDEA.aspx (University of San Diego) or http://www.ashland.edu/pds/sp-offerings.php (Ashland University).  The registration deadline is:

· Session 1 – 22 DEC 06

· Session 2 – 10 FEB 07

B. Course Requirements 
1. Complete 1-hour introductory session. (Only required of first-time participants.)

2. Complete all online coursework from Dell Training & Certification for Word 2000 Level 1 at http://eu-mzka-dtr01.eu.ds.dodea.edu. Contact School ET for individual assistance and support as needed.

3. Write a 1-page reflection paper that states what has been learned and how it will impact technology integration in the classroom. The finished course reflection paper must be sent as an email attachment to Marion Sutton,  marion.sutton@eu.dodea.edu.  The paper must be typed and include the course title, course number, location, dates, and participant’s name.

The course will be graded as follows:

A. Complete at least 90% of the online module, score a minimum of 75% on module post-test, and submit reflection paper.

B. Complete at least 80% of the online module, score a minimum of 75% on module post-test, and submit reflection paper.

C. Complete at least 70% of the online module and complete the post-test.

F. Complete less than 70% of the online module.

C.  Course Description
This course is designed for educators to develop increased proficiency with Word 2000 to effectively integrate this technology into the classroom and professional endeavors. Course Outline:

I. Introduction to Microsoft Word 2000

a. Launching Word 2000

b. Word Window Overview

II. Creating New Documents

a. Creating a New Document

b. Using a Template to Create a Document

c. Using the Wizard to Create a Document

d. Saving Your Documents and Exiting Word

III. Working with Existing Documents

a. Opening a Document

b. Navigating a Document

c. Basic Editing

d. Selecting Text

e. Moving Text with Drag-and-Drop

f. Printing a Document

g. Updating the Saved Document

IV. Getting Help

V. Customizing Word

a. Toolbars

VI. Proofreading and Printing

VII. The Bottom Line

VIII. Managing Documents

a. Working with Multiple Documents

b. File and Folder Management

IX. Formatting Text and Paragraphs

a. Working with Fonts

b. Formatting Paragraphs

X. Additional Editing Tools

a. Symbols, Special Characters and Autocorrect

b. AutoComplete

c. AutoText

d. Find and Replace

e. Format Painter

XI. Page Layout

a. Margins and Page Setup

b. Adjusting Margins with Rulers

XII. Introduction to Graphics

a. Inserting Clip Art

b. Inserting Picture Files

c. Auto Shapes

d. Word Art

XIII. Conclusion

D.  Course Instructors
	Michael Herrick
	A DoDDS educator since 1992, Michael holds Masters Degrees in Applied Computer Science & Technology and Teaching Mathematics. Currently serving as the Educational Technologist at the Sembach Schools, Michael has taught students from kindergarten to adult.

	Marion Sutton
	A DoDDS educator for 25 years.  Marion has a Masters Degree in Web Based Instruction and Technology Integration.  She currently works for the DoDDS-E Area Office as the Kaiserslautern District ET.
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