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TEXT: Information and Image Management: A Records

System Approach, Canadian Third Edition.
Ricks, Swafford, Gow and Fleming

DOSWindows and Microcomputer Concepts
Second Edition, Rebecca Lanf-Pembry

PREREQUISITES: OA 1210, OA 1140, OA 1150 ar their equavalents or
consent of the Instructor

‘OURSE

DESCRIPTION: Students will be imroduced to the fundamentals
of records management i a paper-based system. Basic
filing, DOS and Windows *95 will be reviewed and
students will use those platforms ta build hicrarchical
directories. Additional 1opics are software installations,
utilities applications such as disk maintena nce, disk repair,
hardware specifications and configurations.

COUR

OBJECTIVE: The Student will

= review DOS and Windows platforms

*  design hard disk filing system

*  be familiar with records management concepts
»  manage files electronically

* manapge a computér hard drive efficiently and
cifectively

* nstall computer software

* employ software utilitics




OA 2080

PLAGIARISM

Course Dutline

Daily attendance is essentiain There is a direct
correlation between attendance and marks.

Work on the buddy system for days missed. Ask someone
what vou missed

Not all assignments wil] be assigned a grade although

all will be reviewed by instructor,

Records Management Quizes - 30%,

v All marked quizes are graded our of 9

" Not all chapiers will have g quiz

v Late or missed quizes will receiye a grade of 1

Records Management Chapter Presentation - 1%
¥ Students will be in groups and have one ¢lass 0 present

chapter.
¥ Students will mark others in their group

DOSWindows quizes - 204,
v Will take place afier block of chapters,
v Students who miss quizes will receive a prade of |

System Design Project - 30
¥ Students will build an electronic filing system from
files given 1o them.

¥ Responsible for copymg files from instructor disk 1o
hard drive to student’s disk.

Job Success Skills - 10

V The student will demonstrate job success skills through
* regular attendance ang punctuality
*  tmely completion of work
* high standard of finished work
* ability to work both independently and
collaboratively

The penalty for plagiarism is SEVERE, |t can
consist of EXPULSION from the institution or

receiving a grade of ZERO on 8 course. DION'T
do !




