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1. Completed by the Course Initiator: Doretha Jones
	Subject Area and Course Number:
ABE 040
	Course Title:

Computers Made Simple®

	New Course  FORMCHECKBOX 
    Revised  X   Updated   FORMCHECKBOX 
      
	Static ID  C04001
	TOP Code 050400
	Credit Status Request

Non-Credit

	Classification Code

 I=Occupational Education
	SAM Code

D=Possibly occupational   

	Course prior to college level

Y=Not applicable

	Noncredit category

H=Courses for older adults
	Meets a unique need:

Yes X     No   FORMCHECKBOX 

	Course duplicated: 

Yes  FORMCHECKBOX 
      No  X
	Demand/Enrollment Potential:

Yes X        No   FORMCHECKBOX 


	Transfer request

C=Non-transferable
	Articulation request:

UC  FORMCHECKBOX 
              CSU   FORMCHECKBOX 
               CSU-GE  FORMCHECKBOX 
                IGETC   FORMCHECKBOX 
          CAN   FORMCHECKBOX 



2. Curriculum Committee Approval Date: 10/14/04
3. After Curriculum Committee approval, to be completed by the Office of Instruction:

	TRANSFER APPROVAL STATUS
	ARTICULATION APPROVAL  STATUS

	 FORMDROPDOWN 


	
	Not Requested
	Date of Submission
	Approval Pending
	Approval

Denied
	Date Approved

	
	UC
	 FORMCHECKBOX 

	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	
	CSU
	 FORMCHECKBOX 

	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	
	CSU-GE
	 FORMCHECKBOX 

	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	
	IGETC
	 FORMCHECKBOX 

	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	
	CAN
	 FORMCHECKBOX 

	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


CATALOG DESCRIPTION:

This basic computer course is aimed at those whoa re new to computing or who have limited knowledge about PC’s. It is designed to help individuals overcome their initial hurdle to using a Personal Computer and to build confidence and competence in using Keyboarding, Windows, Microsoft Office, and the Internet.

UNITS:  0     HOURS:  Lecture: 9    Laboratory: 9     Lecture/Lab:          Clinic/Field:       

ENTRY LEVEL SKILLS, PREREQUISITES, AND/OR COREQUISITES:

None
OBJECTIVES and LEARNING OUTCOMES:
Upon successful completion of the course the student will be able to:

1. Enhance proper use of keyboard and mouse
2. Start and exit the computer and courseware
3. Use correct keyboarding techniques, which includes proper posture and finger position
4. Explain the use of the Menu Bar, Standard Toolbar and Formatting Toolbar
5. Create a document
6. Print and preview a document
7. Format documents (i.e. letters, non-verbal forms of communication)
8. Create and use tables
9. Make corrections by copy, paste, and cut
10. Access the Internet
11. Communicate with e-mail
12. Create a document in Microsoft®Publisher
13. Revise an existing document in Microsoft®Publisher
COURSE OUTLINE AND SCOPE:

1. Outline of Topics:  

· Getting Started with Word 2002
· Basic Learning Skills

· Formatting Basics

· Using the Internet and E-mail

· Creating Tables

· Creating Documents and Charts

· Editing and Formatting

2. Examples of Reading Assignments:

n/a
3. Examples of Writing Assignments:
n/a
4. Appropriate Assignments to be completed outside of class:

n/a
5. Appropriate Assignments that demonstrate critical thinking:

n/a
6. Other Assignments:
n/a
METHOD OF EVALUATION:

Students will complete non-graded tests for selected lessons in order to assess their progress.
METHOD OF INSTRUCTION:

Students will read on-lone and written instructions and handouts
TEXTS, OTHER READINGS AND MATERIALS:
(List typical or required primary sources, texts, and other materials; or reference college bookstore computerized listings, etc.)

Textbook:  Learning Microsoft Office XP, by Suzanne Weixel, Jennifer Fulton, Faithe Wempen, and Sue Plumley, DDC Publishing \
Instructor created handouts and other materials.
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