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MANNING’S SCHOOL
COURSE OUTLINE

COURSE:			Electronic Document Preparation & Management
YEAR:			September 2022 to April 2023
SCHOOL:			Manning’s School
CONTACT:				
TEACHING TIME:
GRADE LEVEL:		Fifth Form

COURSE DESCRIPTION:
The Electronic Document Preparation and Management (EDPM) is designed to equip students with knowledge and computer-related skills required to enhance the performance of clerical and administrative tasks.
The EDPM course will provide a holistic approach to acquisition of knowledge and the development of students’ decision-making and problem-solving skills. It is suited for students pursuing any discipline, as the competencies and skills developed in the preparation and management of electronic documents are interdisciplinary and imperative in the world of work or in the pursuit of further studies.

COURSE GOALS
 1. Develop an understanding of the importance of Information and Communication Technology (ICT) in a modern office environment
2. Equip students with the requisite skills to assume clerical and administrative roles
 3. Lay the foundation for career development and advancement in a business environment 
4. Develop knowledge and skills useful for specialized training for secondary, post-secondary  
    Studies, and future careers

5.  Foster disciplined and ethical behaviours within the work environment
 6. Develop effective document management capabilities 
7. Enhance the quality of life and foster personal growth and development.


	Course Overview: By the end of the EDPM syllabus, students will be able to…
1. Produce effective and creative displays featuring graphics, columns and text formatting;


2. Produce single-page document, single column documents such as invitations, notices and flyers

3. Produce flowcharts







5. Theory and Practice



4. Produce organizational charts







METHODS OF INSTRUCTION:
This course will be taught utilizing effective teaching strategies such as lectures, class discussion, and PowerPoint, Practical and audio-visual presentation
REQUIRED TEXTBOOK
Electronic Document Preparation and Management for CSEC 
Second Edition
Ann-Margaret Jacob and Agatha Augustine

COURSE SCHEDULE:
The Electronic Document Preparation & Management will be done in Blocks prescribed by the Text Books, which include the use of other texts to expand on the different topics mentioned.
Syllabus Review – 3Ps of the Course
    
    Professional 						Preparedness 
                                      Participation


Academic Integrity 
Academic Integrity at Manning’s School: Students in the EDPM classes are expected to complete their course work, assignments, and exams with a high level of honesty and integrity. Academic dishonesty on the part of a student, such as plagiarism, cheating, falsification and fabrication of documents and records, unauthorized collaboration, unauthorized use of recording devices, submitting a piece of work from another student, or aiding other students’ academic dishonesty, will be subject to academic sanctions.
	[bookmark: _GoBack]DATE
	TOPIC
	ASIGNMENTS

	September – October 2022
	Specialized Document Preparations

Produce effective and creative displays, given a specific task;

Prepare different types of documents using appropriate formatting; and,




	
Quiz        10%

Project 1
Creating letterhead with Logo       5%

Tear Off-Slip   5%


Typing a letter on letterhead
Two page letter in Blocked Style Format  5%




	November – December 2022
	ELECTRONIC COMMUNICATION

Discuss various types of electronic communication;

Explain various features of e-mail;

Discuss the advantages and disadvantages of electronic communication media;

Compare other new and emerging communication technologies;

Discuss file organization methods using e-mail; and,

 Identify factors to be considered in the selection of communication media.

	

Notice of Meeting with an Agenda    5%



Creating Brochure from given information   10%


Quiz         10 %

Creating Organizational Chart         5%


Designing Certificate with Borders 5%

	January – February 2023
	
DOCUMENT MANAGEMENT

Distinguish between a manual and electronic filing system;

Identify types of documents used in data processing;

Manipulate an electronic filing system;

Explain issues related to the integrity of files


	
Typing Minutes of Meeting  10%


Invitation with a menu  10%

 

	March – April 2023





	
ETHICS

Explain the concept of intellectual property;

	
Quiz 10%


	

	Describe the rights that are protected by intellectual property laws;

	


	
	Discuss ethical standards with respect to intellectual property

	Legal Work
Contract of Agreement 5%


	
	Explain the concept of plagiarism;

	

	
	Plan and order priorities to ensure acceptable standards of work; and,

	Legal Work
Contract of Employment
5%

	
	Demonstrate awareness of desirable habits and work attitudes

	

	
	


	MOCK EXAMINATION
100%




	
