GRADUATE CREDIT
COURSE GUIDELINES AND DESCRIPTION

	Course Title:  


	Online Course: Word 2000 – Level 3

	Sponsoring Agency:
	Kaiserslautern District

	Audience:                               
	Kaiserslautern District Educators

	Semester Hours: 


	1.0

	Course Dates: 
	Session 1: 13 Dec 06 – 26 May 07

Session 2: 01 Feb 07 – 26 May 07

	Course Meeting Times:


	Just In Time Training Module

	Location: 



	Online

	Number of participants:

	Open Enrollment

	Tuition:
	$55.00

	Course Code:  


	523SC – USD

	
	6270S9– Ashland (Session 1)
6270T1 – Ashland (Session 2)


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 3 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. Understanding Formatting in Word

a. Character Formatting

b. Paragraph Formatting

c. Document Formatting

II. Paragraph Formatting

a. Tabs

b. Indents

c. Spacing Before and After

d. Line Breaks

e. Bullets and Numbering

f. Outlines

g. Sorting Text

h. Borders and Shading

III. Document Formatting

a. Numbering Pages

b. Headers and Footers

IV. Columns

V. Formatting with Styles

a. Applying Styles

b. Modifying an Existing Style

c. Creating a Style

VI. Tables

a. Inserting Tables

b. Modifying and Formatting Tables

c. Formulas

d. Creating a Chart

VII. Complex Documents

a. Bookmarks

b. Table of Contents and Indexes

VIII. 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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