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REGISTRATION 
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COURSE INFORMATION  

PREREQUISITES: 
Ba s ic keyboa rd  a n d  m ou se s k ills  a re requ ired .  Us ers  sh ou ld  be fa m ilia r  with  
u s in g p rogra m s  in  a  Win dows  en viron m en t  a n d  s h ou ld  h a ve exper ien ce in  a  word  
p roces s in g p rogra m . 
 

COURSE DESCRIPTION: 
Microsoft  Pu blis h er  is  a  la rge a n d  powerfu l des k top  pu blis h in g p rogra m .  Th is  
cou rse will in t rodu ce u sers  to th e ba s ics  of des k top  pu b lis h in g u s in g th e 
Pu b lish er  p rogra m . 
 

COURSE GOALS: 
Upon  com pletion  of th is  cou rse s tu den ts  will be a b le to: 
- Sta r t  a n d  ru n  Pu b lis h er  
- Us e th e m ou s e a n d  keyboa rd  to m a ke s elect ion s , m ove a rou n d  Pu b lis h er  

a n d  iden t ify pa r ts  of th e Pu b lis h er  s creen  
- Un ders ta n d  des ign  con s idera t ion s  
- Crea te, s a ve, open  a n d  clos e pu b lica t ion s  
- Ad ju s t  th e pa ge s etu p  
- Add , form a t  a n d  pos it ion  text , ta b le a n d  p ictu re fra m es  
- In s er t  s pecia l ch a ra cters  
- Us e th e d ra win g tools , WordArt  a n d  th e Des ign  Ga llery 
- Pr in t  pu b lica t ion s  
- Crea te a  m a il m erge 
- Crea te a  web  pa ge 
- Crea te a  ba ckgrou n d  
- Us e p roofin g tools    
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MAJ OR COURSE OBJ ECTIVES: 
Pu b lish er  is  a  la rge a n d  powerfu l p rogra m .  Th e object ive of th is  cou rse is  to 
in t rodu ce u sers  to th e ba s ics  of des k top  pu b lis h in g u s in g th e Pu blis h er  p rogra m , 
a n d  to in t rodu ce s tu den ts  to th e ba s ic com m a n ds , fu n ction s  a n d  ca pa b ilit ies  of 
th e p rogra m .  
 

COURSE FORMAT: 
Lectu re, dem on s tra t ion , la b  t im e. 
 
 

COURSE REQUIREMENTS  

ATTENDANCE AND PARTICIPATION 
Stu den ts  a re requ ired  to be in  a t ten dan ce for th e du ra t ion  of th e cou rse to receive 
a  cer t ifica te.  S tu den ts  a re en cou ra ged  to read  a h ea d  du r in g th e cou rse, a n d  to 
rerea d  a n d  review con cep ts  to in crea se th e reten tion  of im porta n t  con cep t  a n d  
s k ills . 
 

QUIZZES: 
N/ A 
 

ASSIGNMENTS: 
In  cla s s  a s s ign m en ts , s om e pos s ib le review an d  rea din g between  cla s ses . 
 

DETERMINATION OF FINAL MARK: 
N/ A 

 

TEXT AND MATERIALS: 
A cou rse m a n u a l a n d  d is k  a re p rovided . 
 

QUIZZES ,  TERM EXAMS ,  AND FINAL EXAM: 
N/ A 
 

GRADES ON TRANSCRIPT: 
N/ A 

 
 
 


