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Course Description:

Students are introduced to computers and to business applications with emphasis on applications and Windows Explorer. Students learn to use applications individually and to use multiple applications to develop a project. Students learn to use email effectively and to do research on the Internet using multiple browsers and their advanced features. This course is designed for students with no prior computing experience and is not part of any CIS options. It is not open to students who have successfully completed CIS 111. Three class hours a week.

Course Objective:


The objectives of this course is to familiarize the student with the basic skills necessary to use Windows effectively, open applications and maneuver their menu systems, and understand and use Internet effectively. Additional objectives are:

· To familiarize each student computer components and technology.

· To make each student more competent with using Windows XP

· To make each student more competent with using MS Word
· To make each student more competent with using MS Excel
· To make each student more competent with using MS Access 

· To make each student more competent with using MS PowerPoint 

· To give each student experience in Group Collaboration and Team Work

· To make each student more competent with using the Internet and better understanding of how to use email.

Competencies:


Student will be introduced to basic computer components; common Window features; basic application use; and Internet browsing, searching, and email activities.

Student will learn:

· The basic components that make up a computer system, how each component contributes to the computing experience

· The use of word processor to produce documents

· The use of a worksheet/spreadsheet to understand basic worksheet development and simple formulas and basic functions

· The use of a database manager to organize simple address book

· The use of presentation software to present an idea

· The use of the Internet to:

1. retrieve email

2. send mail

3. attach document/image to a mail document

4. manage email folders

5. use search engine to conduct a search

The Student will be able to:

· Use Microsoft PowerPoint, Word, Excel, and Access database management system to become familiar with applications that assist in productive computing.

· Use the Internet to perform email activities and conduct various types of searches

· Use various browser types

Course Outline:
This course is presented in both lecture and hands-on format:
1. Why Computers Matter to You: Becoming Computer Fluent

2. Looking at Computers: Understanding the Parts of a Computer

3. Using the Internet: Making the most of Internet resources

4. Application Software: Programs That Let You Work and Play

5. Networks and Security

6. Basic Understanding of using Microsoft Windows XP

7. Understanding Files and Folders, Starting Applications, and Saving Files

8. Using the Internet and Understanding Email activities

9. Using Microsoft Word to create documents

10. Using Microsoft Excel to worksheets and perform basic calculations in worksheets

11. Using Microsoft Access to create a simple table and report

12. Using Microsoft PowerPoint to create a presentation

Text Book:

Introduction to Computers, Pearson CUSTOM PHIT BCC
Requirements:

There will several home work assignments and a final project. Assignments will be according to the schedule in the Course Outline section. Homework assignments are due by the date requested. Assignments are not accepted after their due date thus resulting in a zero grade for un-submitted assignments. Students are expected to complete all assignments and final project. Students are advised to purchase a USB Storage Device to store document files and other course materials.

CELL PHONES:

Please - no cell phones or pagers in class. It is extremely distracting to other students and to class time to have phones or pagers ring and answered in class. If you are expecting a contact due to personal situations set your phone to vibrate and answer outside of the classroom.

Grading:

Grading for all assignments, quizzes, and exams will be a numeric grade. Percentages that each contributes to the final grade is as follows:

· 50% Homework
· 20% Midterm Project
· 10% Classroom participation, attendance
· 20% Final Project
Evaluation:
The final semester grade will be a letter grade based on the following:

	A+
	97-100

	A
	93-96

	A-
	90-92

	B+
	87-89

	B
	83-86

	B-
	80-82

	C+
	77-79

	C
	73-76

	C-
	70-72

	D
	60-69

	F
	Below 60


Attendance:

The student is allowed to miss no more than 6 hours of class time.

Teaching Methods:

1. Lectures: Material relating to the Course Outline will be presented in class. Discussion during lectures is encouraged.

2. Assignments: Homework assignments are discussed in class where necessary; assignments are obtained from the course website. These assignments require the use of Microsoft Office Introductory Concepts and Techniques (textbook) and reinforce the various tutorials in the textbook. Assignments also may require you to download a data file in order to complete the assignment.  Your textbook provides a link whereby students can obtain the data files. All assignments list the date the assignment is due, students are reminded that assignments are not accepted after their due date.

3. All students are required to complete the midterm and final projects. Date, time, place to be announced during the semester.

Disability Accommodations

Please contact the BCC Office of Disability Services at (508) 678-2811 ext. 2955 for disability accommodations.  If you need an ASL interpreter, CART or ALD, please contact julie.jodoin@bristolcc.edu at ext. 2568 or VP (508) 689-7616.
COURSE OUTLINE (Tentative)

Week 1 Essential Introduction to Computers, Introduction to Windows

1. What does it mean to be computer fluent?

2. Challenges computers bring to a digital society

3. What is a computer and its four main functions

4. The difference between data and information

5. Hardware that performs the four main functions

6. The two main types of software

7. Different types of computers that are currently being utilized

8. Understanding the Desktop

9. Understanding the Start menu

10. Using the Control Panel to modify Window settings
Week 2 Using the Internet: Making the most of Internet resources – Lecture:

1. Working with My Computer

2. Working with Windows Explorer

3. Creating a Folder

4. Creating and saving a file

5. Copying a file

6. Deleting files and folders
7. Knowing the devices used to get information into the computer

8. The front and back of the system unit

9. Inside the system unit

10. Setting up your computer environment

11. Opening the My Computer Window

12. Understanding storage drives

13. Opening Windows Explorer

14. Using Explorer to mange files and folders

15. Where do deleted files and folders end up
Week 3 Introduction to Microsoft Word

1. Creating and Editing a Word Document

2. Creating a Research Paper

3. Resources available on the Internet

4. Communicating on the Internet

5. Various kinds of files found on the Internet

6. Using search engines

7. Evaluating a web site

8. Understanding browsers

9. Bookmarks or favorites

10. Connection types

11. Starting Microsoft Word 2007

12. Starting a new document

13. Changing document text

14. Removing text, selecting text and using basic text enhancements

15. Printing you finished document

16. Opening a document for editing

17. Inserting a Picture
Week 4 Microsoft Word, continued

1. Navigating your document

2. Adding graphic to a document

3. Changing document views

4. Using spelling and grammar checker

5. Word’s help system

6. Insert footnote and endnotes

7. Inserting Clip Art

8. Inserting a Table

9. Using a Template
Week 5 Introduction to Excel – Worksheet basics

1. Creating a Worksheet and an Embedded Chart

2. Starting and exiting Excel
3. Understanding worksheets
4. Characteristics of a worksheet
5. Value vs. label
6. Understanding the Excel window

Week 6 Excel formulas and functions

1. Create, save, and Navigate an Excel Workbook

2. Enter and Edit data in a Worksheet

3. Construct and Copy Formulas

4. Use the Sum function

5. Edit cell data

6. Format data, cells, and worksheets

7. Formatting your worksheet

8. Chart data

9. Use Page Layout

10. Printing Worksheet

11. MIDTERM Project Q&A

Week 7 Networking and Security: Connecting Computers and Keeping Them Safe from Hackers and Viruses
1. Fundamentals of Networks
2. Types of Networks
3. Safeguards to prevent attacks
4. Computer viruses
Week 8 Excel Charts
1. Chart Excel worksheet data

2. Using the Chart Contextual Tools

3. Formatting your Chart

4. Use Page Layout

5. Printing Worksheet
Week 9 Microsoft Access

1. Maintaining your database

2. Updating records

3. Filtering records in a Table

4. Changing Database Structure

5. Changing fields in a table

Week 10 Microsoft Access, cont.

1. Selecting records based on common data

2. Removing unwanted records

3. Organizing tables

4. Printing datasheets
Week 11 Introduction to Microsoft PowerPoint

1. Creating a Presentation

2. Formatting Characters in a Presentation

3. Changing Views

4. Printing Slides

5. Starting PowerPoint

6. Open, view, and save a presentation

7. Edit a presentation

8. Format a presentation

9. Create headers and footers and print a presentation

10. Add graphic to presentation

11. Using PowerPoint Help System
Week 12 Microsoft PowerPoint, cont.

1. Creating a Presentation with Illustrations and Shapes

2. Starting your Slide Show

3. Working with images in slides

4. Formatting slides images

5. Applying transitions

6. Applying animations

7. Running your slide show

Week 13 Final Project Announcement and Discussion
Week 14 Final Project Presentations

