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M: Course Objectives/L earning Outcomes

L explain the fundamental concepts of computer hardware and software;
2. anayze a problem, decide whether it can or should be solved by a computer, and provide an appropriate solution;
3 recognize the major components of software applicationsin the areas of: Spreadsheets, database management, graphics, data
communications, word processing and desktop publishing;
4, use software packages in word processing, spreadsheet, database management, graphics;
5. iSSue operating system commands through the Windows environment;
6. recognize the computer information system life-cycle.
N:  Course Content
L History of computing.
2. Introduction to computer hardware and software.
3 Computers asatool: Helping people solve problems.
4, Computer technology: Microcomputers, minicomputers, mainframes, supercomputers.

5. Operating system concepts.
6. Numbering systems and computer'sinternal data representation.
7. Internet and E-mail using aWindows-based graphical user interface.

8. Applications software: development tools, spreadsheets, databases, word processing, graphics, data communications, desktop
publishing.

9 Spreadshert software basics: worksheet environment, entering data/formulas, editing, cell references, recalculating formulas,
designing templates, "what if" analysis, graphics.

10. Database software basics. system environment, creating structure, displaying records, sorting records, manipulating records,
report generation, query facility.

11. Word processing software basics. system environment, features and functions, editing, formatting, printing options,
search/replace and block commands.

12. Current topics.
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O: M ethods of Instruction

The concepts of computers will be discussed in class and the students will complete "hands on" assignment/exercisesin
the computer lab.

P: Textbooks and Materials to be Purchased by Students

Capron, H.L. Essentials of Computing, Latest Ed. Addison-Wedley.

Belide, et d. Microsoft Office Project for Windows, Latest Ed. Benjamin/Cummings  Publishers.

Q: Meansof Assessment

Assignments 20%-30%
Mid-term examination 25%-30%
Fina examination 25%-30%
Participation 0%-10%
Quizzes 10%-20%

100%

STUDENTSMUST COMPLETE ALL COMPONENTS OF THE COURSE TO OBTAIN CREDIT FOR THE COURSE.

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

No.
Course Designer(s): Mark Elliott Education Council/Curriculum Committee Representative
Dean/Director: Jim Sator Registrar: T. Angus
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