IS1050—Basic Software Applications 

Course Description, Textbooks, and Objectives
Instructor:
Dr. Susan Fjeldsted
Office:
BU 734b

Office Hours:
1:00-2:00 MTRWF
Office Phone:
555-7340 
 

Course Description 

Presents basic computer concepts and hands-on training in using a PC operating system, Web browsers, e-mail software, and Microsoft Office XP software. Exposes students to computer hardware and software terminology. Teaches basic computer operating system software commands and how to use Internet browsers to locate information for professional and personal use. Introduces e-mail basics and netiquette. Teaches commands needed to create, edit, enhance, save, and print documents.  Prepares students to become efficient in using word processing documents, spreadsheets, databases, and presentation slide shows. 

Required Textbooks
Computer Concepts and Windows XP, Millennium Publishing Company, ©2002

Internet and E-mail Exploration Activities, Millennium Publishing Company, ©2000

Microsoft Office XP: Building Basic Skills, Ivory Halls, Inc., ©2002

 

Unit A Objectives•Concepts and Operating System

· Identify and describe the purpose of the components of a computer system.

· Describe the information processing cycle.

· Understand site licenses, copyright laws, fair-use guidelines, and ethical obligations.

· Use caution to avoid receiving and spreading computer viruses.

· Understand the interface of operating system software.

· Select options through the Start menu and shortcut menus.

· Create and delete desktop shortcuts and folders.

· Change display, screen saver, and background properties.

· Set options in the Control Panel.

· Select, copy, move, delete, and rename files.

· Change view options.
· Restore and empty items in the Recycle Bin.

· Find files on a disk, hard drive, or network drive.
· Use the Taskbar to toggle between open programs.
· Minimize, maximize, restore, and size application windows.
· Check the properties (e.g., free disk space) for a drive and format a data disk.
· Find answers about features by using the built-in Help feature. 
Unit B Objectives•Internet and E-mail

· Use the browser interface (Back, Forward, URL Address, History, Favorites, etc.).

· Identify common Internet terminology, such as WWW, HTML, and URL.

· Identify top-level domains, such as EDU, COM, NET, and ORG.

· Understand domain addresses (WWW, HTML, and URL) and use hyperlinks.

· Conduct an effective search using Excite, Yahoo, Lycos, and library searches.

· Download, save, and print information from the Internet.
· Create, edit, and send e-mail messages with attachments.

· Create and modify an e-mail group.

· Receive, reply to, forward, print, and delete e-mail messages.

· Describe email security and privacy issues.

· Incorporate Netiquette guidelines into personal and business activities.

Unit C Objectives•Word Processing

· Use efficient methods for moving the insertion point.

· Select text and objects in a document.

· Select different view and window options.

· Use toolbars for different types of tasks (e.g., Picture, WordArt toolbars).

· Create basic documents such as letter, memos, and reports with headers and footers.

· Enhance text with bold, underline, italics, typefaces, font color, and font size.

· Insert and format images, including those from the Internet.

· Set basic line and paragraph formats (e.g., line spacing, indents, alignment, and widows/orphans).

· Specify page setup options (e.g., margins, orientation, and page breaks).

· Use spelling, thesaurus, and grammar-checking tools.

· Set and modify tab alignments.

· Create and format bulleted lists, numbered lists, tables, and columns.

· Use date and time options. 
Unit D Objectives•Spreadsheets

· Create business spreadsheets with appropriate column and row sizes.

· Create formulas using math operators; absolute, relative, and mixed cell addresses.

· Assign name ranges, use range names in formulas, and print a list of range names.

· Use general functions (SUM, MIN, MAX, COUNT, AVERAGE, and PMT).

· Format values and text (center, decimal places, fonts, color, underlines, shading, etc.).

· Insert and name worksheets; reference other sheets or files in a formula.

· Use select, cut, copy, and paste options.

· Use page setup options (margins, orientation, headers/footers, gridlines, row/column headings, etc.).

· Create and enhance charts.

· Sort, filter, and subtotal lists.
Unit E Objectives•Presentations
· Plan and outline content for a presentation.

· Create a basic slide show with different types of slides.

· Insert, resize, and modify clip art.

· Use effective transitions with sound effects and animation.

· Use different views, such as Slide Sorter, Slide, and Outline.

· Rearrange, delete, and copy slides.

· Insert speaker notes.

· Use drawing tools, such as WordArt. 
· Run the presentation for a live audience.

Unit F Objectives•Database

· Define database terms, such as fields, records, and tables.

· Design, create, and update table structures.

· Add, delete, and modify records in tables and forms.
· Use different view options.

· Create a one-to-many relationship between two tables.

· Create an automatic form.

· Create and run queries.
· Use tables and queries to create mailing labels and other reports.

· Sort data in the table and report.

All Unit Objectives 

· Edit (spell-check, select, cut, paste, copy, move data between pages and documents).

· Save (save, save as, rename, close) documents, workbooks, slide shows, databases, etc.

· Use Print Preview and Print options.

IS1050—Basic Software Applications 

Course Policies, Requirements, and Grading Information
Attendance Policy 

Attendance is expected. Absences and tardiness are recorded. Due to the application nature of this course, absences and tardiness adversely affect your final grade. When you are absent or tardy, you miss information that helps you become proficient in using the software. 

If you must be absent, please contact the instructor before class begins. 

You are responsible for all material covered during class sessions. Obtain phone numbers of at least two classmates. If you are absent, call a classmate for notes and assignment instructions, so you can prepare for the next class period. To be fair to students who attended class, please realize that the instructor cannot stop the entire class to explain concepts that you missed while absent. 

Class Protocol
To ensure the best possible learning environment, please do not keyboard or visit with classmates when the instructor explains new material, makes announcements, or answers questions during lecture. Turn cell phones and pages off before class starts.  

Assignments 

You are expected to read and complete each chapter at the computer by doing all of the relevant practice exercises. The instructor will assign homework exercises that will be graded. Homework assignments are due at the beginning of the class period. Do not attempt to print at the beginning of the class period. The printer will be turned off at the beginning of the class period. 
Late work is worth up to half credit and must be submitted by the beginning of the next class period. After that, late work is not accepted for a grade. Remember: you are responsible for all material covered in class and for obtaining assignment instructions. Unexcused absences do not merit extended deadlines. 
Tests 

You will be tested after each unit to evaluate your knowledge and skills. Tests are primarily hands-on production tests in which you complete a series of tasks using the specified software for that unit. Completing homework assignments and using the software every day will help prepare you for the test. You will receive a study guide for each module in the course.
Grading Scale 

The IS Department uses a standard grading scale for this course. 

	A
	95-100%

	A-
	92-94%

	B+
	89-91%

	B
	86-88%

	B-
	83-85%

	C+
	80-82%

	C
	77-79%

	C-
	74-76%

	D+
	71-73%

	D
	68-70%

	D-
	65-67%

	F
	Below 65%


Grade Distribution

Your grade is based on tests and assignments.

	Unit Tests
	80%

	Assignments
	20%


�I think a new edition will be published in 2002.


�Do you want to make this objective more specific?





