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Course Objectives/Learning Outcomes
The student will be able to:

1. demonstrate knowledge of microcomputer concepts in relation to current hardware and
software;

2. apply commands for visual and command line operating systems;

3. use an integrated software package;

4, describe the major components of "user friendly" software applicationsin the areas of word
processing, spreadsheet, database management, and presentation graphics;

5. use aWeb tool to develop a Web page; and

6. describe the development of electronic commerceinrelationto digital  technology.

Course Content

1. Microcomputer basic concepts. hardware and software.

2. Applications software and systems software.

3. Command-line operating system: Disk Operating Systems (D.O.S.).

4, Microsoft Windows system environment.

5. Word processing software: system environment, text editing, text formatting, text
searching/replacing, table function, printing options.

6. Spreadsheet software: worksheet environment, entering data/formulas, cell references, cell
formatting, linking worksheets, creating charts, database management, designing templates,
advanced functions.

7. Database management software: system environment, database structure, data entry form
design, report generation, query creation, linking tables.

8. Presentation graphics software: advanced features.

0. Object linking and embedding.

10. Web page: page design, graphics, using templates/wizard, formatting, hyperlink usage.

11. Electronic commerce concepts. definition, management perspective, technology perspective,
setting up abusiness portal, security.

12. Selected current topic(s).

Methods of Instruction

Lectures, discussion, case studies, research projects, seminars and labs.
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P: Textbooks and Materials to be Purchased by Students

Gary Shelly and Thomas Cashman, M S-OFFICE 2000 - Advanced Concepts and Techniques, L atest
Edition. Thomson Learning, Course Technology.

Q:  Meansof Assessment

Assignments 25% - 35%

In-class test(s) 10% - 15%

Mid-term examination 25% - 30%

Final examination 25% - 30%

100%

R: Prior Learning Assessment and Recognition: specify whether courseis open for PLAR

NO
Course Designer(s): Raymond Yu Education Council/Curriculum Committee Representative
Dean/Director: Jim Sator Registrar: Trish Angus
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