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Catalog Course Description: 
This course is designed for students who wish to use a microcomputer in their academic pursuits and their career. 
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Required Reading and Other Materials will be equivalent to: 
Beel<man, George and Quinn, Michael J., Co~nputer Confluence: Tornorr~w's Teclinology and You, 7"' edition, 
Pearson Prentice Hall, 2006 

Grauer and Barber, Exploriiig Microsok Office 2003 - Volume I, Prentice Hall, 2004 

Specific, Meslsc~rrrble Studernt Behavioral Learlling Objectives: 
Upon completion of this course the student should be able to (format: 1, a, i, ii, etc.): 
1 .  Operate a computer; 
2. perform typical interactive operations using the operating system command language; 
3. create and develop a file of formatted text using a word processing program; 
4. create and develop a spreadsheet using a spreadsheet program; 
5. create and develop, and access a simple database using a database program; 
6. utilize spelling checkers, and a thesaurus; 
7. create and develop typical graphical representation of data froin a spreadsheet and /or a database; 
8 ,  describe the hardware, software, and concepts required for data comniunications; 
9. describe typical computer hardware configurations; 
10. discuss tlie history and capabilities of tlie modern computer; 
11. determine the kinds of problems for which application sokware is best suited. 

Detailed O~atlliaae of Course Content (Major Topics and Subtopics): 

I .  IN'TKODUCING PERSONAL COMPUa'ERS 
a. An Overview of Gon~puters 
b. 'What is a Computer System 
c, What is Flardware 
d.  What is Sofiware 
c, 'Types of Con~pute Sys'rcms 
f. Using a Coli~puler 

I I .  COMPUTERS AND PKOBI,EM SOlL'\~KNB; 
a. Problen~ Solving 
I-,. Gon~p~iter  as laroblern-,solving 'T'ools 
c. The Prohle~~~-solving Process 
d. Variaf.ions 011 17robleri~ Solving 

111. TN'TRODUCIWG WORD PROCESSING 
a. Word Processing and Problem Solving 
b. Somc Word Processing Basics 
c, Experimerrtitig Witli Word Processing 
d .  Writing a Simple Letter 

IV. WORKING WITH WOIID PROCESSING 
a. Writing tlhe First Draft 
b. Writing Additional Drafts 
c. Additional Formalting 
d. Advanced Word Processing Features 
e. Desl<top P~tblishing 

V. INTRODUCING SPREADSHEETS 
a. Spreadsl~eets 6& Probletn Solving 
b. The Electronic Spreadsheet 
c. A Spreadsheet Problem 
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VI. WORKING WITH SPREADSHEETS 
a. Spreadsheets and Problems 
b. The Electronic Spreadsheet 
c. Additional Spreadsheet Features 

VII.INTRODUCING DATABASE 
a. Database Programs & Problem Solving 
b. A database application 
c. Designing a Database 
d. Entering & Editing Data 
e. Querying for & Sorting Database Data 

VIII. WORKING WITH DATABASES 
a. The Database Application Development Process 
b. Generating Reports 
c. Additional Database Features 

IX. WORKING WITH CHARTS 
a. Visualizing Numbers 
b. Chal-t Styles 
c. Building a Chast 
d. Charting From the Database 
e. Printing Chal-ts 

X. INTRODUCING COMMUNICATIONS 
a. Communications Basics 
b. Cornputer Networks 
c. Communication Hardware & Software 
d. Co~nniunications Industry Issues 

XI. BUYING A PERSONAL COMPUTER 
a. Defining Your Requirements 
b. Information Sources 
c. How to Buy an MS-DO§-based Comp~~ler 
d. How to Buy an Apple Macintosh 
c. How to Buy a Home Computer 
. How to Buy a Portable Computer 

1 .  Gonipletion of assignments using course soAware a-rac! a personal computer 
2. 'Three regular exams 
3 ~ Final cxarnina-tion 




