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INTRODUCTION TO COHFLUTERS
TEXT, SUPPLIES

Unde;staﬂjlng and Using Application Software, West Fuhlishing
Company, 1991,

Students will be asked to purchase two diskettes for the storage. of
their data,

FPREREQUISITES

There are no Prereguisites; however, it ig gtrongly recommended
that students take Typing @11@ or the equivalent prier to taking
Lthis cour=se.

CAOUREE DESCRIPTION

The courge is a functional introduction te computer systems
organizeéd sround the follovwing core areaa: atudy of keyboarding,
Computer terminology and Tundamental computer concepts, the
microcoemputer system and the disk operating system, and evaluation
and use of varicus software packages that contain wvard proceasing,
spreadsheet, graphice, and dats base capebilities.

OBJECTIVES

v O To develop an elementary skill in keyboarding necesmary when
working with gomputers.,

2. To develep an understanding of MNS/PC DOS required for
introductory computing.

4. To develop an ungerstanding of bagic computer terminology and
computer svotems.

4. To develep hands-an 8kill using wvarious @software programs.
(Main softwvare programs: Word Perfect, Quattro Pra)

GRADING September Teat 1a¥%
October (Midterm: e lrd
Word Praof, 1B Agaignments and
Spreadshests  19% Tegts
Graphics 1a% 4%
Data Bage 1@

Final e fraid




Regular attendance is #xpected. AnyY student Baving more than gight
hourg of inexcusable absences may be denied the privilege of
writing the final exam. Absences from class will be excused with:
ta} & note from a phyeician (h} notification from Student Services
regarding serious personal problems.

If you mige a class, it ig yOUr respongibility to find out what
assignments you misged by asking a classmats or YOour ingtructor.

Habitual latencas will not be tolerated.

Sponsored students should have their attendance sheets signed at
the end' of each claas.

Asignmentse are expected on time. Marke may be deducted or
aggignment® may not be accepted when late, If wouw have any
difficulty in completing an assignment on time, plesse discuss the
Circumstances in advance with the instructor,

Computer stations must he left tidy after =sach use.
e
21 Computer Lab is also available for your use for completing

yaur homevork assignments. Hours for A3l4 are 9:00 to 5:90 during
veek days.

Have a great semegter!
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