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Executive Summary

The focus of this document is to create an online learning design for a community college. In this web-based Microsoft office application course, the student is expected to extrapolate from selected readings and various exercises to gain knowledge. Module 1 focuses on the basics of using Microsoft Word 2007. Each module employs an exercise-oriented approach that allows learning by doing. 

As noted by Morrison (2007), “learners find certain methods of learning more appealing than others” (p. 56). Thus, some learners are more comfortable with a visual approach, while others would rather attend lectures and read the text, yet others learn from physical activities. An analysis of the diverse target learner population indicates a variety of learning solutions are in order.

Morrison (2007) speaks of “active learning”  (p. 222). With this in mind, instructional materials conducive to active learning were selected to engage learners. These materials include: 

· Textbook
· PowerPoint Presentations
· Online exercises
· “How to” demonstrations
· Pretests
The learning solutions selected allow learners to work at their own pace, capability and partiality.   

David Jonasson (1988)  describes a taxomomy of learning strategies. The primary strategies break down into information processing and active study strategies. Support strategies include metalearning strategies along with goal setting, time management, concentration, etc. 
Introduction

Currently, there is only one online computer course being offered by the institution. In addition, many students have inadequate technology skills and suffer from a general deficiency in basic technical literacy. Equally important to note is in the face-to-face format where there are few computer application choices. The organization is in a good position to implement an online learning presence since it already has an established classroom curriculum that can easily be supported to the online format.

Opportunity Statement

The organization has identified a gap in skills and knowledge in computer competency, more specifically, the application software, Microsoft Word 2007. By the end of the training, the students should have the knowledge and skill set to create a wide range of effective and efficiently structured formatted document types that can be used in real-world scenarios. The intended audience of learners is anyone who attends the College and would like to enhance their word processing skills.

The learner body consists of approximately 850 students. Along with traditional learners, there is quite a population of non-traditional learners. All students are required to take the course, Introduction to Computers to ensure a basic level of computer literacy. 

Students who successfully complete this course possess the skills required of all distance learners:

· self-discipline
· self-motivation
· no need for daily guidance from the instructor or other students
Course Content - Goals and Objectives 

At the completion of the course, with content provided, the student should be able to demonstrate the following: 

1. Create and edit a Word document including formatting paragraphs and characters, inserting and formatting a picture or clipart to specifications. 

2. Create a research paper using MLA documentation style and create an alphabetical works cited page. Insertion of headers, footers and footnotes. 

3. Create a letterhead and cover letter and use a template to create a resume.

4. Create a document with a title page, table, chart, and watermark.

5. Create form letters, mailing labels and directories.

6. Create a professional newsletter with a nameplate, a drop cap, section breaks, columns, Smart Art and a pull quote.

7. Create a master document with a table of contents and index.

8. Create a form with content controls.

Theoretical Background


Two of the learning theories incorporated into the learning activities include behaviorism and cognitive principles and applications. To expand, behaviorism assumes a learner is essentially passive, responding to environmental stimuli. Behavior is shaped through positive or negative reinforcement. The grading of assignments displays this concept. To ensure a good grade, students will be motivated by the points system to learn the material covered. Furthermore, a small reinforcer (such as a quiz) given immediately has a stronger effect than a larger reinforcer (test) given later (Morrison, 2007, p. 347). In essence, the quizzes will be graded immediately, thus ensuring reinforcement (in the form of feedback) will be immediate. Additionally, the Learn It Online exercise of doing a crossword puzzle gives continuous reinforcement as each correct response is vindicated as the website leaves correct answers and erases incorrect answers. 

The cognitive theory encompasses brain-based learning; as a result memory works to promote learning. This theory applies to watching the online demos and viewing the PowerPoint slides. “When new information can be connected in memory to prior knowledge, the chances for meaningful learning as opposed to rote memorization to occur will increase” (Morrison, 2007, p. 352). Hence, having students watch the online demos and preview the PowerPoint slides, which are considered organizer material, provide background information to which students can relate the actual lesson content. Consequently, new information is linked to prior knowledge.

Complementary perspectives dealing with the sociocultural nature of cognition are also incorporated into the learning activities. This is demonstrated in the discussion questions. By allowing interaction allows for social negotiation. Vygotsy’s theory states, “Social interactions can facilitate learners’ progression to more advanced ways of thinking and problem solving” (Morrison, 2007, p. 355). 

Subject Matter Content Representation

This course is being offered in the online format. The bulk of the course is based around the textbook with chapters comprising the modules. The sequence that the course follows is dictated by the textbook chapters, one through nine, thus students are first introduced to the basic concepts and then proceed to more advanced topics. 

To select the media for this course, I referred to Bates and Poole’s (2003) SECTIONS model. To elaborate, most students are at an entry level, thus I choose technologies with ease of use and reliability. Costs were also a determining factor along with time demands and speed, as this is a web-based course. The media used to present the course content includes the following: textbook with online companion and student CD, online demonstrations with audio and PowerPoint slides. 

Student Interaction with Course Content 

Possibilities for learning activities include the following:  

· Reading of textbook and reviewing accompanying student CD 
· “How to” Online demonstrations from the Microsoft website 
· Chapter Projects 
· Laboratory Exercises from textbook
· Online Exercises
· PowerPoint Presentations
· Podcasts 

· Slide shows with voice over
· Online treasure hunts 

· Group project

· Pretests

The negative aspects of these learning tools with possible solutions:
· Slow hook-up speed to the Internet, creating slow downloading and subsequent viewing of online demonstrations and PowerPoints. Students should therefore, go to their local library or if possible, come to campus. Instructor could also provide outline form.
· Having only taken the prerequisite for this course, and possibly not excelled; the learner may find these learning tools a bit overwhelming. Thus, a tutor may be needed. 

· Adapting to asynchronous learning as the learner is use to the F2F format. Instructor may monitor progress and offer suggestions. 
· Social communication challenges that relate to the lack of interpersonal and synchronous feedback online and difficulty in problem solving among group members online. Instructor may monitor progress and offer suggestions. 
· Students may be intimidated by pretests, particularly if they do poorly. Instructor may offer encouragement or possibly retest. 
Interaction among Students

The students will socialize and interact with each other by means of an initial ice breaker, weekly chapter discussion questions and a group assignment to build a sense of community.
Assessment Strategies

Students will be assessed by proctored tests, online quizzes, weekly assignments, Learn It Online exercises, participation in discussion questions, and a group assignment. 

Feedback

Feedback will be presented to students using the point system. They will receive points for tests, quizzes, doing weekly assignments, completing Learn It Online exercises, participating in discussion and contributing to a group assignment. Additional feedback will be provided in the form of notations written by the instructor on various assignments. 

Module 1 Design

Title: Introduction to Microsoft Office Word 2007: Creating and editing a Word document and applying skills to format a research paper.


With content provided, students should be able to:

1. enter additional text into the document

2. save the document with a different file name

3. format text (font size, style, and themes) and paragraphs (line spacing and indents, and character spacing)

4. change document properties

5. add a header and a footer

6. format a document using Modern Language Association style

7. create a bibliographical list of resources using the reference features

Course Resources

1. Textbook and student CD

2. Online textbook companion

3. Microsoft Online demonstrations 

4. PowerPoint presentations 

Students will additionally be encouraged to develop resources on their own such as using the software application Help feature and the Microsoft website.
Learning Activities
Module 1 

· Participate in Ice Breaker conference 

· Read Module 1

· Read Conferences: “Ask Terry” and “Layout of the Textbook”

Chapter 1:

1. Take Pretest

2. Watch Demo: Up to speed with Word 2007
3. Read notes constructed by instructor

4. Read Chapter 1 of the textbook

5. View PowerPoint slides 

6. Assignment: In the Lab – Lab 3, p. 70-71 

7. Answer discussion questions 

Chapter 2:

1. Take Pretest

2. Watch Demo: Headers and footers made simple

3. Read notes constructed by instructor

4. Read Chapter 2 of the textbook

5. View PowerPoint Slides 

6. Assignment: In the Lab – Lab 2, p. 140-141

7. Answer discussion questions 

8. Learn it online exercise – Chapter 2 crossword puzzle. 

· Quiz, Chapters 1 & 2 
· Proctored Test, Chapters 1 & 2 

Assessment

Students will be assessed using the point system. There will be penalties for late entries and parameters (rubrics) for evaluating the assignments. Feedback will be immediate for the quizzes and Learn It Online exercises, while feedback for the other activities will be provided via their portfolio.
Discussion/Interaction
The discussion topics for this module include the following: 

1. Icons - How well do the graphics on each menu/toolbar button represent the button’s function? Which graphics are most/least effective? 

2. Creating flyers –which colors to use or avoid?

3. When to single-space? Double-space? Triple-space?

4. Plagiarism – What is it? What are the ethics of plagiarism?

Summary
This course will offer a comprehensive presentation of Microsoft Word 2007 by acquainting students with the proper procedures to create documents, thus lessening the gap in learners’ knowledge and skill set. Each module will build upon the other as the students are first introduced to the basics concepts followed by more advanced concepts. With attention being paid to the content of the online class, success is attainable. If the students have the opportunity to take this course in the online format, it may ready them for other courses in which word processing is considered necessary. 
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