Computer Literacy Syllabus

Class Expectations
COMPUTER LITERACY - ONE SEMESTER

Expectations

· Work hard cheerfully, respectfully and enthusiastically, from bell to bell

· Respect the instructor, the equipment and one another

· You may talk quietly while you work, except during lectures (no work? no talk) 
· Nothing but water at computer stations (no food, candy…no nothin’)
· Obey the Technology Acceptable Use Policy in the Student Handbook
Skills to Learn

· Basic computer use & knowledge of Operating System
· File Management

· Computer Troubleshooting and Cleanup

· Computer Anatomy (Basic components, Removing/Installing)

· LAN (Network) Use

· Internet Research, Advanced Search Methods, Data Transfer

· Keyboarding (Touch Typing, 26 wpm min.)

· File Compression/ Email Attachments

· MS Word

· Graphics Editing, Introduction to

· Web Design, Introduction 

· MS Excel Spreadsheets, Introduction to

· MS PowerPoint

· Video creation, music ripping, editing, insertion, CD burning, CD labeling, Jewel Case Inserts
Resources

· Textbook, “Learning MS Office 2007”
· Online, “Recipes For Computing Success” by Glenn Doney

· Online, Learn2Type.com

Grade Categories – Four Ways To Earn Your Grade
· Projects/Exercises 40%

· Tests/Quizzes 30%

· Work Habits 20%

· Keyboarding 10%
Miscellaneous

· School printers are for class activities and emergency use.  Students should use their home printers whenever possible.  School printers are your BACKUP printers NOT your primary printers.

· Work that is turned in one day late receives an automatic 60%.  No work accepted later than one day late except by special arrangement.  One extra day is allowed for each day of excused absence.
Computer Literacy Assignments

· Computer Basics: (Quiz follows each Unit)

"Getting Started With Office 2007", Lesson 1, Exercises 1-4 (common screen elements, commands, 
buttons, toolbars, shortcuts, controls)
· File Management: (Quizzes #1, #2, #3)

Recipes 3-10 (Folder/File organization & navigation, Clipboard use, File Searches, Network use)

Recipe 7 Review
· Computer Anatomy:


Components Discovery Activity & Quiz: (names & functions of primary computer components)

· VIDEO: “Discovering How Computers Work” & Quiz (history & basic function of the computer)
· Intro. to MS Word:  (Fill-in & Demonstration Quiz follows each Lesson)

Word Lesson 1, Exercises 1-7 (creating, saving, printing documents, spell check use, fonts, styles, 
alignment, spacing, setting tabs, letter formatting)

Word Lesson 2, Exercises 10, 12, 13 (study 14) (editing skills, cut & paste, selection, drag & drop)

Word Lesson 3, Exercises 18-23 (font effects, list styles, sorting, margins, symbols)
Word Extra Credit, Critical Thinking Projects: Exercises 8, 16 & 25 (in-depth application of Lesson 1-3 skills)
· Online Research, Footnoting, Zip Compression & Transfer:  Recipe #51, 52 & 53
(Search engine use, advanced search techniques, footnotes, file archiving, data storage/transfer)
· Intro. to Graphics Editing:  Recipes #25, 26, 30, 32, 33
(crop, resize, brighten, text effects, borders, clone, paint, text fill, shadows, transparency, layers, gradients, texture, cutouts, etc.)

· Intro. to Web Design
- Introduction to HTML (Recipe #39)

- MS FrontPage Web Design (Recipes #40-41, (study 42), 43)

· Intro. to MS Excel


- Lesson 1, Exercises 1, 4, 5 (series, labels, values, column width & alignment, formulas)

- Lesson 2, Exercise 9 (study 8) (ranges, number formats, cell formatting)

- Lesson 3, Exercises 15, 19, (study 20) (common functions, calculations, charts)

- Budget Spreadsheet Project
· PowerPoint


- Lesson 1, Exercises (1-4) (window elements, placeholders, add slides, slide navigation, themes, slide 

layouts, clip art, backgrounds, rearrange/copy/duplicate slides)

- Lesson 2, Exercises (9-10), (14-15) (text formatting, lists, spacing, alignment, rulers, objects, inserting 
pictures, movies, sounds)

- Lesson 3, Exercises 20, 23 (slide transitions, animation, timings, package for CD)
· MovieMaker or PowerPoint

- Recipes 57-58 (Spiritually encouraging video or powerpoint presentation utilizing all covered 
techniques, burned to CD with CD Label and jewel case)
· Computer Security, Maintenance & Cleanup (antivirus and malware scanning & removal tools, precautions for file sharing, email, phishing, drive defragment, registry fixes, junk file cleanup, etc.)
· Database Creation, Intro. to MS Access
- Access Lesson 1: “Basics” and Exercise 1

- Access Lesson 1: Exercises 2-6

DETAILED LESSON LIST –

File Management:


Recipes 3-10


File Management Quiz

Computer Anatomy:


Components Discovery Activity


Computer Anatomy Quiz

VIDEO: “Discovering How Computers Work”


Quiz Notes

Computer Basics:


"Getting Started With Office 2007", 



Lesson 1, Exercises 1-4

Intro. to MS Word


Word Lesson 1, Exercises 1-7


Word Lesson 2, Exercises 10, 12, 13, (14)


Word Lesson 3, Exercises 18-23


(Extra Credit: Ex. 8, 16, 25)


(Advanced:  Ex. 46, 52-55)

Online Research, Footnoting, Zip

Compression & Transfer - Recipe #51, 52 & 53

Intro. to Graphics Editing


Recipes #25, 26, 30, 32, 33

Extra Credit:  #28, 29, 31, 32B, 35

Intro. to Web Design

- Introduction to HTML (Recipe #39)

- MS FrontPage Web Design (Recipes #40-41)

Intro. to MS Excel Spreadsheets


Lesson 1, Exercises 1, 4, 5


Lesson 2, Exercise 9 (study 8)


Lesson 3, Exercises 15, 19


Budget Spreadsheet Project

PowerPoint


Lesson 1, Exercises (1-4)


Lesson 2, Exercises (9-10), (14-15)


Lesson 3, Exercises 20, 23

MovieMaker or PowerPoint Project


Recipes 57-58

Computer Security, Maintenance & Cleanup

Intro. to Database Creation

- Access Lesson 1, “Basics” & Exercise 1

- Access Lesson 1, Exercises 2-6

