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PH LCSCPHY/ GOALS

This course is designed to teach the student to utilize the
powerful features contained within Wndows 3. 1.

The student is expected to develop a range of skills in
utilization of Wndows 3.1. The student is presented w
detailed witten explanati ons which focus on a specific
portion of the Wndows environnment. These witten

expl anations are followed by hands-on tutorials which
reinforce the concepts. A summary of the key points covered
in the chapter is also included. The teacher wll provide
expl anati ons of technical content as well as assist w th any
guestions which nay ari se.

t he
th

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

STUDENT PERFCRVANCE GBJECTI VES (OUTCOMVES!

Upon conpl etion of the course, participants will be able to:

Launch and exit W ndows.

Use the nouse and the keyboar d.

| dentify the conponents of the Wndows deskt op.
Use the Wndows control s.

Launch and exit applications.

O gani ze the screen-based deskt op.

Snitch tasks in a multi-tasking environment.

Use Wndows nenus, dial ogue boxes, and tool bars.
Use the Print dial ogue box.

Launch and use the Paintbrush application.

Use the Wndows Help facility.

Learn how to experinment wi th new Wndows applications.
Qpen and cl ose the File Manager.

Format a di skette.

Make a student diskette containing practice files.
Change the current drive.

| dentify the conponents of the File Manager w ndow.
O eate directories.

Change the current directory.

Move files, renane files, delete files.

Copy files.
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Make a di skette backup.
Use wildcards to search for files.

Create, edit, save, and print a meno using the
Mcrosoft Wite word processor. _
Use the Print Manager to control the print queue.
Find out the options for hard disk backuP._
Learn how to protect data fromhardware tailures and
Vi ruses.
Put the dock on the desktop.
Use the Notepad for a phone | og.
Set an appointnent alarm _ _ _
%Fekthe Cal endar application to naintain an appoi nt ment
ook.
Use the Cal culator for currency conversions.
Use the dipboard to cut and paste between
appl i cati ons.
Paste special characters in a docunent.
en, close, and save files.
eate a nmultinmedi a docunent.
Use the Sound Recorder.
Enbed a sound object icon into a Wite docunent.
Modi fy object icons. _
Link a graphic object into a Wite docunent.
Learn how to manage | i nks.
Paste a graphic into a Wite docunent. _
Qeg! basi ¢ concepts of object |inking and enbeddi ng

Identify client and server applications.

Set up a left-handed nouse, select the nouse tracking
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.

Make a custom zed screen saver nessage.

VWl | paper the desktop, and make desktop wal | paper.
Change the international date, tine, and currency
formats.

Change the conputer systemdate and timne.

Record, test, play back, and save nacros.

O eate and del ete a program group.

Rename a program group.

QO eate and del ete programitens.

Change a programitem i con.

Use an electronic nail denonstration program

Expl ore mul ti-tasking.

Learn nore about operating systens.

Use the M5-DOS Pronpt icon to shell out to DCS.

Use DOS command to change the current drive, list the
files on the Student D skette, and run an application.
Launch a DOS application fromthe File Manager.
Launch a DCOS program fromthe Program Manager.
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Create a programitemicon for a DOS application.
Use the PIF Editor to create a programinformation file
for a DOS application.

TOPI CS TO BE COVERED

PN KWhE

Essential Wndows Skills

Menus, Dial ogue Boxes, Tool bars, and Help

Effective File Managenent

Using the File Manager, Mcrosoft Wite, and the Print
Manager

W ndows Applications in Action

bj ect Linking and Enbeddi ng
Custom zi ng W ndows

Cust om zi ng Program G oups

Usi ng Non- W ndows Applications

LEARNI NG ACTI VI TI ES/ REQUI RED RESOURCES

Essential Wndows Skills

Learning Activities:

Read Tutorial 1 and becone famliar with using the Program
Manager, the CIT Keyboard Tutorial, and the CIT Muse
Practi ce.

Practice by doing all the projects throughout the tutorial.
Answer the questions on pages W N31- W N32.

Do the tutorial assignments on page W N33- 34.

Resour ces:

text Chapter 1, pages W N4- W N34.

Menus, Dial ogue Boxes, Tool bars, and Help

Learni ng Activities;

Read Tutorial 2 and use the Program Manager, Paintbrush, and

CTl

W nApps.

Practice by doing all the projects throughout the tutorial.
Answer the questions on pages W N56- W N57.
Do the tutorial assignnents on page W N58.

Resour ces;

text Tutorial 2, pages W N35-W N58.

Effective File Managenent

Learni ng Activities;
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Read Tutorial 3 and use the File Manager.
Practice by doing all the projects throughout the tutorial.
Answer the questions on pages W N86- W N87.
Do the tutorial assignnents on page W N88.

Resour ces:
text Tutorial 3, pages W N59- W N38
4, File Security

Learni ng Activities:

Read Tutorial 4 and be famliar with the File Manager,

M crosoft Wite, and the Print Manager.

Practice by doing all the projects throughout the tutorial.
Answer the questions on pages W N110- W N111.

Do the tutorial assignnents on page W N112.

Resour ces:
text Tutorial 4, pages W N89- W N112.

5. W ndows Applications in Action

Learni ng Activities:

Read Tutorial 5 and becone famliar with using C ock,
Cardfile, Notepad, Calendar, Calcul ator, and Character Map.
Practice by doing all the projects throughout the tutorial.
Answer the questions on pages W N142-W N143.

Do the tutorial assignnents on pages W N144- W N146.

Resour ces:
text Tutorial 5, pages WN113-W N146.
6. (bj ect Linking and Enbeddi ng

Learni ng Activities:

Read Tutorial 6 and use Sound Recorder, Mcrosoft Wite, and
M scrosoft Pai nt brush.

Practice by doing all the projects throughout the tutorial.
Answer the questions on pages W N176- W N178.

Do the tutorial assignnents on pages W N178- W N180.

Resour ces:

text Tutorial 6, pages W N147-W N180.
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Qust om zi ng W ndows

Learning Activities:

Read Tutorial 7 and use Control Panel and Recorder. _
Practice by doing all the projects throughout the tutorial.
Answer the questions on pages WN213-WN214.

Do the tutorial assignments on pages WN214- W N217.

Resour ces:
text Tutorial 7, pages WNL81- WN217.

Qust om zi ng Program G oups

Learning Activities:

Read Tutorial 8 and becone famliar w th Program Manager,
CTl QMil, and CTl Patterns.

Practice by doing all the projects throughout the tutorial.
Answer the questions on page W N240.

Do the tutorial assignments on pages W N241- W N243.

Resour ces:

text Tutorial 8, pages W N218- W N243.
Usi ng Non- Wndows Appl i cati ons

Learning Activities:

Read Tutorial 9 and use the Program Manager and PIF Editor.
Practice by doing all the prow:cts t hroughout the tutorial.
Answer the questions on page W N263.

Do the tutorial assignments on page W N264.

Resour ces:
text Tutorial 9, pages W N244- W N264.
REQU RED STUDENT RESOURCES

ch Parsons, June, Wndows for Business Series: A Qiideto
M scrosoft Wndows 3. 1. Version 5. 1. Course Technol ogy,
I'nc., 199:.

2—3 1/ 2" disks

METHOD OF EVALUATI ON
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Final G ade Reporti ng:
A+ 90% - 100% Consi stently Qutstandi ng
A 80% - 89% CUtstandlnP Achi evenent
B 70% - 79% Consi stently Above Average
C 60% - 69% Satisfactory _
R Bel ow 60% Repeat - objectives of this course have

not been achi eved and the course nust be repeat ed.

Eval uati on:

For the successful conpletion of the course, the follow ng
nust be concl uded:

Assignnments - Tinely, accurate conpletion of all the Wndows
3.1 projects 100%

Varni ng:  Academ c di shonesty will result in a grade of zero
(0) on the assignnent for all parties.

SPEQ AL NOTES

Students with special needs (e.g. physical limtations,
visual inpairments, hearing inpairnents, |earning
disabilities) are encouraged to discuss required
accommodati ons confidentially with the teacher.

Your teacher reserves the right to nodify the course as she
deens necessary to neet the needs of students.



