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	PREREQUISITES: 
	


	Catalog Description (40 Word Limit): 
	An operational oriented course which involves student

	experience using hardware, software, peripherals, operating procedures, and internet.  Designed

	for novice computer users.

	


	List the Major Course Segments (Units)
	 Contact Lt Hrs
	Contact Lab Hrs

	A.
Using Windows 7
	
2
	

	B.
Identifying Operating System Functions
	
2
	

	C.
Identifying Software and Hardware Interaction and Types
	
3
	

	
of Software
	
	

	D.
Identifying Types of Computers
	
3
	

	E.
Identifying Computer Components and Their Functions
	
3
	

	F.
Evaluating, Purchasing, Maintaining Computer Equipment
	
2
	

	
	
	

	EVALUATION:

  Quizzes

X
  Exams

X
  Oral Pres.

Papers

Lab Work

Projects

X
Comp Final

X
   Other


	
	

	Textbook:
 
	Title
	Computer Literacy for IC3 (ISBN:9780133028591)

	
	Author 
	John Preston, Sally Preston, Robert Ferrett

	
	Publisher
	Pearson/Prentice Hall

	
	Volume/Edition
	2nd Edition

	
	Copyright Date
	2013

	Textbook:
 
	Title
	 Microsoft Windows 7 Introductory (ISBN:9780538749053)

	
	Author 
	Johnson

	
	Publisher
	Course Technology/Cengage Learning

	
	Volume/Edition
	Introductory 

	
	Copyright Date
	2010
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	Major Course Segment

	Hours
	Learning Outcomes

	
	
	The student will be able to:



	A.
Using Windows 7
	
2
	1.
Identify elements of the desktop and Windows.

2.
Change the size and position of Windows.

3.
Shut down and restart the computer.

	
	
	

	B.
Identifying Operating System Functions
	
2
	1.
Identify capabilities, limitations, and common computer problems.
2.
Identify functions of the Control Panel.

3.
Use the Control Panel.

	
	
	

	C.
Identifying Software and Hardware Interaction and Types of Software
	
3
	1.
Apply the basics of Word:  entering, editing, deleting text, saving and retrieving documents.
2.
Apply the basics of Excel:  entering, editing, and deleting text; entering simple addition, subtraction, multiplication and division problems; and saving and retrieving documents.

3.
Apply the basics of PowerPoint:  entering, editing, and deleting text; changing design templates, and showing a simple presentation.

	
	
	

	D.
Identifying Types of Computers
	
3
	1.
Identify categories of computers.
2.
Identify basic components of a computer.

3.
Measure memory and identify flow of information.

	
	
	

	E.
Identifying Computer Components and Their Functions
	
3
	1.
Identify basic input and output components.
2.
Connect devices to a computer.

	
	
	

	F.
Evaluating, Purchasing, Maintaining Computer Equipment
	
2
	1.
Identify criteria for selecting a personal computer.

2.
Identify other factors to consider when purchasing a computer.

3.
Identify maintenance issues.


Course Outcomes:  At the successful completion of this course, students will be able to:

· Understand the three fundamentals of computing; hardware, software and the operating system.
· Apply skills required to perform functions common to Microsoft Windows and Office applications including managing files, editing, formatting and printing.
· Understand how to work in an Internet and networked environment including web browsing, different internet sources and electronic mail.
