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Auto Correct for Word 
1. Highlight a portion of text in a word document for which you would like to create an auto correct.  (example = Communication and Theatre) 

2. Then click on tools at the top of your screen.

3. In the drop down list pick auto correct options.

4. In auto correct your highlighted text should appear.  The maximum number of characters = 255.

5. In the box to the left of the text (it says “replace”) enter the key strokes you want to use. (example (replace) ct (with) Communication and Theatre)

6. Click on add.

7. Click ok. 

8. Try typing the shortcut in the document to make certain it works.  Good Luck! 

Here are several auto corrects I have utilized.

1. ecc = Social and political relations have become economic; democracy has become capitalism; citizens have become consumers. -6 

2. fp = Also, fire pollutes.  Implications? 

3. scb = “Government is the shadow cast by business over citizens.”  John Dewey. 

4. dm = Also, if we are socially constructed, then perceiving self as independent is inaccurate = dysfunctional myth. -5 

5. msu = Montana State University-Billings 

And, a few grammar statements.

1. psc = Poor sentence construction -2 

2. tma = Subject and verb must agree -1 

3. asl = Avoid sexist language -1 

4. swt = Don’t use the same word twice in one sentence. -1 

5. ros = Run-on sentence -2 

Scripting Chat
I also like to script my chats because they tend to be chaotic and wander off topic. If I have a script of prompts that I can copy and paste from a word.doc I can keep up with the students and put up a new question very easily.  Below is an example of prompts I used this fall in my senior-graduate student class in organizational communication.

Deetz Chapters 2 and 7 online chat prompts

Let's start.  So, how are managers more like butchers than bakers?

We are in decline according to Dr. Deetz.  One way is that social and political relations have become primarily economic relations. What does this mean?

Another decline is that our democracy has given way to a capitalist society.  How so?

For example, the taxpayers have paid trillions for highways without cost to auto makers.

Who pays for the bulk of the political ads?  90% of contributions come from citizens who are in the top 10% of income. How come?

The third decline according to Deetz is that citizens have become consumers.  What do you think?

What is wrong with dollar voting?

The federal legislation to allow incorporation is more than 100 years old.  How might it be dated?  

Respond: private enterprise serves a confused managerial class.

One stakeholder group will include the less skilled, older, and less educated.  How do they fare with the managerial class?

Well, who should pay for bad management?

How can a strategic plan serve to rationalize management’s position?

What does it mean to say that communication and structure are reflexive?

That's it for tonite.  Good work.  See you next week.

Reading the course outline
Online students tend to skip right to the units, not wasting time on the syllabus.  They miss a lot of information.  I have started giving a test concerning the syllabus for a few points to make certain that all have read and understood the syllabus.  It works great so far.  Examples of questions are presented below.

1. Where do you find the reading assignments?

2. Where do you find the narrated PowerPoint lectures?

3. Where do you find your paper assignments?

4. How many chats are you required to attend?
5. When are papers due?

6. How many papers are you required to submit?

7. What are you required to put in the subject line of your paper file that is attached to your dropbox submission? (name and course)

8. When do we have chat?

9. When are discussion threads due?

10. At what address should you submit emails?

11. Modify in any way that is appropriate for you.
Electronic Reserve Reading
Because textbooks have become so expensive and I teach at a working class institution, I am in the process of converting as much of the required reading into .pdf files as I legally am able.  My librarian tells me that I may make one copy (either paper or electronic) of a chapter from a text or an article from a journal as “fair academic use.”  There is now so much material available that I have not had problems putting together readings for my advanced classes. My library will make the .pdf file for me and email it to me.  Then link the file to the course outline on my web page.

An illustration is provided below.

10/13
Post-structural organizing. Reading =  Broadfoot, et al. 193-211.  Click here for PowerPoint.
10/18
Feminist organizing.  Reading =  Mumby 3-23;  Buzzanell (257-264)  


Click here for PowerPoint.      
10/20
Administrative evil.  Reading =  Adams and Balfour  xxii-xxiv; 1-27
Paper 3 Assignment for graduates.
Click here for PowerPoint.
Follow the link listed below to play with the interactive syllabus. 

http://www.msubillings.edu/scoffman/414%20online/4-514-001%20syl%20F05aa.doc
