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1.COURSE DESCRIPTION

This course is an introduction to the basics of personal computing and information technologies. If you have already covered the basic skills of Office you should sign-up for the more advanced skills that are covered in COM160. This course does not teach programming, although some programming ideas are presented. By the end of the course, the student will demonstrate a basic understanding of computer concepts and terminology, e.g., microprocessor, megahertz, virus, RAM, compiler, LAN, piracy, hardware, software, etc. 

2. OBJECTIVES

General.- Development of tasks required in real professional life using Microsoft Office XP as result of the acquired knowledge of Word, Excel and Powerpoint functions and capabilities, showing accurate  and innovative alternatives of resolution to evolving needs of market, using collaborative partnerships among classmates.

b. Specific.- 

The course does include a lab component which teaches students to use Windows XP, and the commonly-used Microsoft Office suite of applications. This provides the student with an appreciation for the diversity of computer applications as well as skills in specific areas. By the end of the course, the student will gain basic skills with the following software: 

- Windows 

- Internet Explorer 

- Word 

- Excel 

- PowerPoint 

This course is particularly useful for those students who have not studied computers before or who have little practical experience in using computers. The particular software skills gained are likely to be helpful in a number of other college courses.
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4.METHODOLOGY

This is a lecture-based course that will require continuous student attendance.  Student knowledge and competencies will be evaluated through daily class participation, question-and-answer sessions and examination through authentic assessment i.e., demonstrating what has been learned.

Note that students CANNOT make-up missed in-class work through class absence.  Students are highly encouraged to maintain a consistent presence during all scheduled class times.

Students who fail to maintain consistent class attendance in accordance with UEES policy will not be successful in this course.
5.ASSESSMENT
The student will be assessed through daily participation and evaluation through testing.  By the conclusion of this class the student will be able to recognize and identify key objectives in computer science.  
6.BIBLIOGRAPHY 

REQUIRED


MAIN TEXTBOOK’s:

Long, Nancy and Larry; Information Technology in Perspective; Prentice Hall 2004. Chapters 1-6.

Essentials Microsoft Office XP: Word 2002 Level 1

Essentials Microsoft Office XP: Excel 2002 Level 1

Essentials Microsoft Office XP: PowerPoint 2002 Level 1

Essentials Microsoft Office XP: Excel 2002 Level 2

COMPLEMENTARY  BIBLIOGRAPHY:  TEXTS, ARTICLES, WEBPAGES, etc.

Textbook support site: http://www.prenhall.com/long
Textbook support site: http://www.prenhall.com/essentials
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