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Wordperfect - A ready Reference Yanual
Lotus 1-2-3 - A Ready Reference Manual
both by Garrison, MGowen, Pocyk

OBJECTI VES

To orovide students wth an appreciation of the nower of
conputers in their related fields.

To orovide students W th hands- on experience using
m crocomputers, through word orocessing and spreadsheet

sof t war e.

STUDENT EVALUATI ON
Tests (2 * 35*0 7r %
Assignnents (P A 3%) 24*
Class Invol venent 6’5
TESTS:

Test one will be given the week of FEBPUAPY 20th, in
the first conputer class

Test two ill be given the week of APRIL 24th
ASSI| GNMENTS:

Correct and handed in by due date 3. K%

Correct and handed in late 1.5%

Incorrect and handed in by due rate
-Peturned to student for correction
-If the second version is correct 1.5%
-Anyt hing el se 0. 1%
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COURSE CONTENT

Comput er Har dwar e
The student wi 1l be able to

i“entifv anc escribe the features cP each -7aior co™Ponent
of the IPY PC co”outer system used in the | ab.

define and explain terrs related to diskettes and conouters
(i.e. capacity, si ze, sectors, tracks, file orotection,
di skette dri ve)

descri be orooer handling of diskettes
operate the ware and software used in the eour se

DOS Concepts (D sk Operating System
The student will be able to :

define and explain the nee"! "or an operation system
identify and ”“escribe the -7“ain functions or co”nonents of a"

operating system

know the uses c° CO ands, including the follow ng;
Pl PFCTOPY "TOPYAT CoPY TYPF
FPASF N SKMopy LAPFL VOTF
4 def irie and describe technical ter”? used to “escribe HOS
Word Processing - WordPerfect
The student will be able to T
1 define and describe the benefits of a word orocesssing
package
2 describe and wuse word Processing features, includino the
foll ow ng:
entering and s?vin® text edi ti no text
ori nting text usinn t-he Thesaurus

using the Spell Checker

Spreadsheets - LOTUS 1-2-3
The student w 11 be able to

1 define and describe the benefits of a spreadsheet *">ackane
2 descri be and use soreads”oet features, including the
fol | ow ng:

T.OIUS control nanel
entering, saving and “rintinr text, fornulae, values
creating, savino, displaying and nri nti no LOTUT aranhs



