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I NTRO TO M CROCOVPUTERS AND

DATA PROCESSI NG LAS105- 3
COURSE NAME COURSE CODE
Tl MVE: 3 hour s/ week
TEXT: DOS Notes and WrdPerfect 5.1 Notes

SUPPLI ES: Two 5 1/4" Diskettes (above text and supplies are
avail abl e i n Canpus Shop)

Al M5 AND OBJECTI VES:

To provide an opportunity to develop an understanding of mcro
conmputer hardware and operating system software.

To provide an opportunity for students to devel op practical hands-on

skills in using word processing and data base managenent software
relevant to their related fields.

STUDENT EVALUATI ON:

Tests (2 @30% * 60%
Assi gnnent s 40%

100%

*Final test to be witten by students failing/mssing one of the
regular term tests provided all assignnents have been submtted and
the student has attended classes regularly. The final test mark is to
replace the failed/ mssed termtest.

GRADI NG
A+ 90 - 100%
A 80 - 89%
B 70 - 79%
C 60 - 69%
R 0 - 60%
NOTES:

1. Tests may include both witten and practical on-line material.

2. Assignnents received after due date are subject to 20% per day
penalty. Students are advised to maintain a backup of all files
on diskette. Loss of output due to a |lost or danmaged di skette
will not be acceptable for a late or inconplete assignnent.
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COURSE CONTENT

Conput er Har dwar e

The
1.

student will be able to:

Identify and describe the features of each nmjor conponent of
the IBM PC conputer systemused in the |ab.

2. Define and explain terns related to diskettes and conputers,
(i.e. capacity, size, sectors, tracks, file protection,
di skette drive).

3. Describe proper handling of diskettes.

4. (Qperate the hardware and software used in the course.

DOS Concepts (D sk Operating System

The student will be able to:

1. Define and explain the need for an operating system

2. ldentify and describe the main functions or conponents of an
operating system

3. Know the uses of DOS commands, including the foll ow ng:
DI RECTORY FORNMAT COPY TYPE
ERASE DI SKCOPY LABEL MODE

4. Define and describe technical terns used to describe DOCS.

Word Processing - WordPerfect

The
1.
2.

student will be able to:
Define and describe the benefits of a word processing package.

Descri be and use word processing features, including the
fol | owi ng:

- entering and saving text

- editing text

- printing text

- using the Thesaurus

- using the Spell Checker
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Dat a Base Managenent - DBaselll Pl us

The student will be able to:
1. Define and describe the benefits of a data base package,

2. Describe and use data base features, including the foll ow ng:
- Define the database structure
- Input records to a database
- Append and edit records
- Print database records
Sort dat abase records



