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Course Number	:	CA 100
Course Title	:	Computer Literacy
Course Credit	:	3 units
Pre-requisite	:	ESL 089
Room No.		:	B102 
Time			:	5:00pm-6:25pm (TTH)
Instructor		:	Edper M. Castro
Office Hours	:	12:30pm – 1:30pm (MWF)
				11:00am-12:00pm (TTH)
Email - COM	:	emcastro@comfsm.fm
Email - Activities	:	nationalcis@gmail.com
Website		:	http://www.comfsm.fm/~emcastro

Course Description 

This course allows students to acquire basic skills in productivity software applications used in a business environment, namely, word processing, spreadsheet, database and presentation software. It also provides students basic knowledge in computer hardware, software, operating systems, the Internet, Web and the use of e-mail.

Institutional Learning Outcomes

COM-FSM students will demonstrate that they can:

a. Communicate effectively
b. Effective written communication
c. Critical thinking
d. Problem solving
e. Intercultural knowledge and competence
f. Information literacy
g. Foundations and skills for life-long learning
h. Quantitative reasoning

Program Learning Outcome (General Education)

2.2 Demonstrate understanding of the modes of inquiry by identifying an appropriate method of accessing credible information and data resources; applying the selected method; and organizing results.


Course Outcomes

General:

Upon successful completion of this course, student will be able to:

1. Explain basic computer concepts
2. Demonstrate basic skills in electronic mail, internet, word processor, spreadsheet, database, and presentation applications
Specific:

SLO 1.  Explain basic computer concepts
1.1 Describe fundamental characteristics of computer
1.2 Identify the basic components of a computer system
1.3 Identify the different categories of software
1.4 Explain the significance of the Internet and its application

SLO 2.  Demonstrate basic skills in electronic mail, internet, word processor, spreadsheet, database, and presentation applications
1.1 Demonstrate acquired basic skills in using Windows Operating System
1.2 Demonstrate acquired basic skills in using e-mail
1.3 Demonstrate acquired basic skills in using the Internet
1.4 Demonstrate acquired basic skills in using a Word processor program
1.5 Demonstrate acquired basic skills in using a Spreadsheet application
1.6 Demonstrate acquired basic skills in using a Database application
1.7 Demonstrate acquired basic skills in using a Presentation application


Attendance Policy

Those who incur more than 4 absences for TTH class or more than 6 absences for MWF class on this class shall automatically be dropped out from the official class roster with a grade of ‘F’. The total missed classes include unexcused and excused absences, such as sickness, funerals (except for close relatives like parents or siblings), and other circumstances. Moreover, those who will come in 10 minutes or more after the start of the class shall be considered as late. And those who come in 30 minutes or more on this class after the start of the class shall be considered as absent but will be allowed to join the class. However, if there is an activity the same student will not be graded for such activity even if he/she performs the activity during that time.

Academic Honesty

To ensure the integrity of the educational process and the institution, the College encourages honesty, and therefore does not condone cheating, plagiarism, or any related form of academic dishonesty which prevents an instructor from being able to assess accurately the performance of a student in any facet of learning.

House Rules

1. Turn off or put in silent mode your cell phone when in class.
2. Do not use or surf the Internet while there is an ongoing lecture or activity/exercise. However, if there is no activity yet, or you completed your activity earlier and there is no ongoing lecture you are allowed to use the Internet. 
3. No any form of liquid for drinking (e.g. soda, juice, water) shall be brought inside the Lab.
4. No smoking or chewing betel nut while on the lab.
5. If you need assistance from the teacher, just simply raise your hand and the teacher will be your side to attend to your need(s) once he/she is free to do so.
6. If you find the lecture too fast, kindly just raise your hand and inform the teacher to slow down or to repeat something. The teacher will not take that as something offensive or disrespectful. However, be sure that you are not doing something else that is against the rules stated above (e.g. surfing the Internet while the teacher is on lecture) and at the same time asking for your teacher to repeat it.

Note : Those who repeatedly violate rules 2,3 & 4 will be forewarned first and after 3 violations or more, the SSP head and the Chairperson will be given notice after a private discussion with the teacher in charge.

.


Methods of Instruction

1. Lecture using PowerPoint slides
2. Hands-on practice
3. Calibrated Exercises

Textbook

Pasewark, William et al (2011). Introductory Microsoft Office Office 2010, United States: Massachusetts (Course Technology).

Grading System

	Grade Distribution
	

	Distribution
	Points

	Weekly Activities
	40

	Project
	20

	Quizzes
	10

	Midterm Exam
	15

	Final Exam
	15



	Grade Table
	

	Points
	Grade

	90-100
	A

	80-89
	B

	70-79
	C

	60-69
	D

	< 60
	F




Course Outline


	Week
	Topics
	Reference
	Assessment

	1
	Course Orientation 
	Syllabus
	

	1-2
	Windows OS, Internet and Web applications (e.g. email, search engine)
	PowerPoint Slides
	Quiz

	2-3
	Word Basics
Basic Editing
Helpful Word Features
	Lesson 1
Lesson 2
Lesson 3
	Lab Exercise/Quiz

	4-6
	Formatting Text
Formatting Paragraphs and Documents
	Lesson 4
Lesson 5
	Lab Exercise/Quiz

	6-7
	Working with Graphics 
Working with Documents
	Lesson 6
Lesson 7
	Lab Exercise/Quiz

	8
	
	
	Midterm Exam

	8-10
	Excel Basics 
Changing the Appearance of a Worksheet
	Lesson 1
Lesson 2
	Lab Exercise/Quiz

	11-13
	Organizing the Worksheet
Entering Worksheet Formulas
Using Functions
	Lesson 3
Lesson 4
Lesson 5
	Lab Exercise/Quiz

	13-14
	Microsoft Access Basics
Creating Database
Creating Queries
	Lesson 1
Lesson 2
Lesson 3
	Lab Exercise/Quiz

	15
	PowerPoint Basics
Creating and Enhancing PowerPoint Presentations
	Lesson 1
Lesson 2
	

	16
	Project Making and Project Presentation
	
	Power Point - Project

	17
	
	
	Final Exam



image00.png




image01.png
College of Micronesia-FSM
Business Administration Division
Fall 2014





