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I. COURSE DESCRIPTION: 

The personal computer is well established as an integral part of today’s office.  From the PC 
itself to the Internet; scanners to digital cameras; word processing to multimedia 
presentations, students will be introduced to all aspects of the modern computer – its uses, 
history and future – to develop the computer literacy required in the workplace today. 

  

II. LEARNING OUTCOMES AND ELEMENTS OF THE PERFORMANCE: 
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  Upon successful completion of this course, the student will demonstrate the ability to:

  

  1. Demonstrate awareness of the relative size, scope, uses, and variety of available 
computer systems.    

    Potential Elements of the Performance:

•        Explain what it means to achieve IT competency

•        Discuss the scope and impact of technology on our lives and the impact it will 
have in the future

•        Identify the size, uses, and varieties of available computer systems

•        Describe the capabilities and limitations of computer systems  
  2. Explain the fundamental components and the operational capabilities of a computer 

system.  
    Potential Elements of the Performance:

•        Describe the purpose and objectives of an operating system

•        Explain common operating system platforms

•        Describe the fundamental concepts associated with the Windows operating 
environment using appropriate terminology

•        Describe the function and applications of word processing, spreadsheet, 
database software, and personal information management

•        Discuss the scope of popular PC applications for home and family, education, 
reference, business and financial management  

  3. Explain the functionality of the Internet and how the Internet impacts our daily lives.
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    Potential Elements of the Performance:

•        Describe basic Internet concepts, including how to go online and the makeup 
of an Internet address.

•        Use Internet browsers to access information on the Internet

•        Access and use various types of Internet applications, including the World 
Wide Web, FTP, e-mail, instant messeaging, newsgroups, videoconferencing and 
electronic publishing

•        Discuss critical Internet issues including hackers, SPAM and stalkers

  4. Describe the inner hardware of a personal computer and how data is used and stored

    Potential Elements of the Performance:

•           Discuss how data are stored and represented in a computer system. 

•           Describe the function of and relationships between the internal components 
of a PC including the motherboard, processor, RAM and other memories, ports, 
buses, expansion boards and PC cards 

•           Distinguish processors by their word size, speed, and memory capacity

•        Identify new approaches to traditional processor design 

  5. Demonstrate the ability to distinguish how data is stored on digital media and how 
data is moved into and out of a computer system

    Potential Elements of the Performance:

•           Discuss the various types of magnetic disk storage devices and media, 
including their organization, principles or operation, maintenance and 
performance considerations

•           Describe the operational capabilities and applications for the various types 
of optical laser disc storage

•           Describe the operation and application of common input devices

•           Describe the operation and application of common output devices
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  6. Demonstrate an understanding of data communications, network and Internet 
terminology and applications.

    Potential Elements of the Performance:

•        Describe the concept of connectivity

•        Describe alternatives and sources of data transmission that enable networking

•        Describe the function and operation of data communications hardware

•        Describe the various types of network topologies and essential LAN concepts 
using appropriate terminology

•        Identify the scope and potential of home networking and it’s related concepts

  7. Recognize the issues associated with the widespread use of computers in the 
workplace today and in the future.

    Potential Elements of the Performance:

•        Put society’s dependence upon computers into perspective

•        Consider ergonomic and environmental concerns when designing a workplace

•        Recognize considerations critical to evaluating ethical questions relating to the 
use of IT

•        Identify points of security vulnerability for a computer center, an information 
system, and a PC

  8. Discuss the emerging popularity of E-Commerce and the security issues involved.
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    Potential Elements of the Performance:

•        Describe the scope of and concepts related to e-commerce

•        Discuss the importance of privacy of personal information

•        Describe the implications of IT crime including viruses, digital theft, 
intellectual property rights and abuse of personal information:

  9. Demonstrate an understanding of the future of computing and emerging technologies.

    Potential Elements of the Performance:

•        Describe AI (artificial intelligence) concepts and applications, including expert 
systems, intelligent agents, and robotics

•        Discuss the concepts and long-term potential of VR (virtual reality)

  10. Discuss the different careers available in an information society. 
    Potential Elements of the Performance: 

●     Describe career opportunities that are available requiring IT competence 
●     Discuss careers which have become IT dependent and the way they have 

become IT dependent 
●     Discuss the trend toward telecommuting (working from home) and the pros 

and cons of telecommuting 
●     Discuss how IT solutions are changing the current workplace

  

 III.        TOPICS: 

Note:  These topics sometimes overlap several areas of skill development and are not necessarily intended to 
be explored in isolated learning units or in this order.  

1.      Computers, Information Technology, and You

2.      The History of Computing

3.    Software

4.    Going Online
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5.    Inside the Computer

6.    Storing and Retrieving Information

7.    Information Input and Output

8.    Networks and Networking

9.    IT Ethics, Crime, and Privacy

10. E-commerce and Security

11. Emerging Technologies

12. Careers in an Information Society

  

IV. REQUIRED RESOURCES/TEXTS/MATERIALS:  

Computers, Information Technology in Perspective, 12th edition, by Larry Long and Nancy 
Long published by Prentice Hall, 2005.

ISBN 0131432354  

 V.        EVALUATION PROCESS/GRADING SYSTEM: 

 Tests are all online.  Test 3 must be completed in a proctored environment at your registering college. 

Completion of  Chapter Online Study Guides and                                                  20% 
Internet Learning Activities  (completed at the textbook’s Companion Website) 
http://www.prenhall.com/long/  

 Test 1 – 20%, Test 2 – 20%, Test 3 – 20%                                                         60% 
(Test 1 and 2 are online -- Test 3 is paper-based and proctored) 

 Assignment                                                                                                          20% 

                                                                                                                           100%

Passing grade at Sault College is 50%.  Your registering college will convert the percentage 
grade to the letter grade. 
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 VI. SPECIAL NOTES:

1.  If you are a student with a disability please identify your needs to the tutor and/or the Centre for 
Students with Disabilities at your registering college.

2.  Students, it is your responsibility to retain course outlines for possible future use to support 
applications for transfer of credit to other educational institutions.

3.  Course outline amendments:  The Professor reserves the right to change the information contained in 
this course outline depending on the needs of the learner and the availability of resources.
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