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This course is designed to teach the student to utilize the
powerful features contained within the Mcrosoft Wndows
operation environnent.

The student is expected to develop a range of skills in the
utilization of Wndows 3.1 features. The student is
presented with detailed witten explanati ons which focus on
a specific portion of the Wndows environment. These
witten explanations are followed by conprehensive hands-on
tutorials which reinforce the concePts using realistic case
studies. The course instructor wll provide an expl anation
of technical content as well as assist with any questions
whi ch may ari se.

A nunber of additional questions, tutorial assignnments and case
probl ens are found throughout the text. The student wll be
required to conplete a selection of this naterial.

This course is intended to be covered at a pace that is suited to
and controlled by the individual |learner. The amount of tine
needed to conplete the identified |earning outcones wll vary.

| DENTI FI ED LEARN NG QUTOOMES

gnlthis course the student will achieve the outcones identified
el ow

(1) Essential Conputer Concepts

learn to identify or explain...

the maj or conponents of a conputer system

the terns used to specify the capacity and the speed of
conput er menory, processors, and storage

. how data are represented by the binary nunber system and
the ASA | code
the common types of network cards and network software
how peri pheral devices are connected to a conputer system
t he basic concepts of data communi cati ons
the difference between systens software and applications
sof t war e
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(2) Essential Wndow Skills

|earn howto...

start your conputer
| aunch and exit Wndows
use the nouse and the keyboard
identify the conponents of the Wndows desktop
use the Wndows control s
| aunch and exit applications
organi ze your screen-based desktop
. switch tasks in a multi-tasking environnent
(3) Menus, D al og Boxes, Tool bars, and Hel p
| earn howto...
use Wndows nenus, dial og boxes and tool bars
use the Print dial og box
| aunch and use the Pai ntbrush application
use the Wndows Help facility

experinent with new Wndows applications
(4) HEfective File Managenent

| earn howto....

open and close the File Manager

format a diskette

make your Student D skette containing practice files
change the current drive

Identify the conponents of the File Manager w ndow
create directories

change the current directory

nove, renane and delete files
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(5 Wsing the File Manager, Mcrosoft Wite and the Print
Manager

| earn howto...

copy files
nmake a di skette backup
use wldcards to search for files
. Create, edit, save and print a neno using the Mcrosoft Wite
word processor
use the Print Manager to control the print gueue
find out the options for hard di sk backup
. protect your data fromhardware failures and viruses
(6) Wndows Applications
| earn howto. ..
put the clock on the desktop
use the cardfile to view product information
use the notepad for a phone | og
set an appoi ntnent al arm
use the calendar application to mai ntain an appoi nt ment book
use the cal culator for currency conversions
use the clipboard to cut and paste between applications
paste special characters in your docunents
. open, close and save files
(7) pject Linking and Enbeddi ng
| earn howto. ...
create a nul ti medi a document
use the sound recorder
enbed a sound object icon into a Wite docunent
nodi fy object icons
link a graphic object into a Wite docunent
manage | i nks
edit linked or enbedded objects
paste a graphic into a Wite object
apply basic concepts of object |inking and enbeddi ng (CLE)
identify client and server applications
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(8) Qustom zi ng Wndows

| earn howto....

set up a | eft-handed nouse, select the nouse
tracki ng speed and specify the doubl e-click speed
select a different col our schene for the desktop
sel ect a desktop pattern
sel ect a screen saver
nmake a custom zed screen saver nessage
wal | paper your desktop
make your own desktop wal | paper
change the international date, time and currency fornats
change your conputer systemdate and tine
. record, test, play back, and save nmacros
(9) Qustom zi ng Program G oups
| earn howto. ...
create and del ete a program group
renane a program group
create and delete programitens
change a programitemicon
use an electronic mail denonstration program
. explore multi-tasking
(10) Wsing the Non-Wndows Application
| earn howto....
explain the relationship between DO5 and W ndows
use the M5-DCS pronpt icon to shell out to DOS

use DCS commands to change the current drive, list the files
on your student diskette, and run an application

| aunch a DG5S application fromthe File Manager

| aunch a DG5S program fromthe Pro%&%m Manager

create a programitemicon for a appl i cation

use the PIF Editor to create a programinformation file for
a DOS application
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[11. LEARN NG ACTI M Tl ES

ASSI GNMENTS - questions, tutorials and practice cases wll be

assigned at the end of each nodul e

TESTS - Test 1 - learning outcomes identified in
Modul es 1-4

- Test 2 - learning outcones identified in
Modul es 5-7

- Test 3 - learning outcomes identified in
Modul es 8-10

V. METHCD G- EVALUATI ON

A conpr ehensi ve bank of essay, true/false, nmultiple choice and
fill-in-the-blanks questions are available to neasure the
achi everrent of | earning outcomes in each course nodul e.

Fi nal

Q ade

Q adi

ng will consist of a grade of S (Satisfactory)
or U (Unsatisfactory)

Eval uati on
Assi ?nn'pnts_ and tests are described previously. Successful
conpletion is defined as achi everent of an average score of

60% or better on assignnments and tests.



