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	Contra Costa College


	Course Outline


	Department & Number
	CIS 204
	Number of Weeks
	18

	Course Title
	Overcoming Computer Anxiety
	Lecture Hours
	3

	Prerequisite
	
	Lab Hours
	2

	Co-requisite
	Concurrent enrollment in CIS 95
	Hours By Arrangement
	

	Advisory
	
	Activity Hours
	

	                           Units
	3.5


	COURSE/CATALOG DESCRIPTION


	This course is designed to familiarize the first-time computer user with the skills needed to successfully operate a computer using commercially available software. In this course you will learn to use Microsoft Word and Microsoft PowerPoint. You will also learn to use the Windows operating system, Internet Explorer for navigating the Internet and basic hardware and software


	COURSE OBJECTIVE

	At the completion of the course the student will be able to:


	Identify the basic hardware and software components of a PC workstation

	Execute selected Windows Commands

	Access information using the Internet

	Execute word processing functions presented in the software program

	Execute presentations functions presented in the software program


  COURSE CONTENT: (In detail; attach additional information as needed and include percentage breakdown) 
	15
	%
	Searching, email, Research

	40
	%
	Creating / modifying documents

	30
	%
	Creating / modifying presentations / working with graphics

	15
	%
	File Management


	METHODS OF INSTRUCTION


	Lecture, Demonstrations, Discussion, Audio-Visual Instruction, Laboratory


	INSTRUCTIONAL MATERIALS


	Textbook Title:
	GO! With Office 2003 



	 Author:
	Shelley Gaskin et al

	        Publisher:


	Pearson Prentice Hall, ISBN # 0131535560

	   Edition/Date:


	2004


	COURSE EXPECTATIONS (Use applicable expectations)

	


	       Outside of Class Weekly Assignments
	Hours per week


	Weekly Reading Assignments
	4

	Weekly Lab or Software Application
	4


STUDENT EVALUATION: (Show percentage breakdown for evaluation instruments)
	30
	%
	Classroom Participation, In-class exercises / creating documents

	40
	%
	Homework exercises/documents

	25
	%
	Exams

	 5
	%
	Final skills Presentation


	  GRADING POLICY (Choose LG, CR/NC, or SC)


	
	Letter Grade
	X
	Credit / No Credit
	
	Student Choice

	
	90% - 100% = A 
	
	70% and above = Credit
	
	90% - 100% = A

	
	80% -   89% = B                                  Below 70% = No Credit                                           80% -   89% = B

	
	70%  -  79% = C                                                                                                                     70%  -  79% = C

	
	60%  -  69% = D                                                                                                                     60%  -  69% = D

	
	Below   60% = F                                                                                                                     Below   60% = F

	                                                                                                                                                          70% and above = Credit

	                                                                                                                                                          Below 70% = No Credit


	Prepared by:
	Shirley Barden


	Date: Semester/Year
	Spring 2005
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