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College of Micronesia-FSM

Business Administration Division

National Campus

COURSE SYLLABUS

Course Number: CA100
Course Title: Computer Literacy
Credits: 3
Pre-Requisite: ESL089
Course Description:

This course is an introduction to computer concepts and applications. The student will be expected to acquire basic knowledge of the computer hardware components and operating system. The student will also be expected to acquire basic skills in using electronic mail and the internet in addition to word processing, spreadsheet, database, and presentation application program. 

PROGRAM LEARNING OUTCOMES (PLOs):

The student will be able to:

1. 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 Objectives:

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

1. Identify the various hardware components of a computer system

2. Describe the inter-relationship between the various hardware and software components.  
3. Use Electronic Mail to communicate with other people

4. Use the Internet to find desired information 

5. Use Microsoft Word application to create reports by
A. Word Basics
B. Basic Editing
C. Helpful Word Features
D. Formatting Text
E. Formatting Paragraphs and Documents
F. Working with Graphics
G. Working with Documents
H. Increasing Efficiency Using Word
6.  Use Microsoft Excel to do the following:
A. Excel Basics
B. Changing the Appearance of a Worksheet
C. Organizing Worksheets 
D. Entering Worksheet Formulas
E. Using Functions
F. Enhancing a Worksheet

G. Working with Multiple Worksheets and Workbooks

H. Working with Charts
7.  Use Microsoft Access to do the following:
A. Access Basics
B. Creating a Database
C. Creating Queries
D. Creating and Modifying Forms
E. Creating and Modifying Reports

F. Integrating Access
8. Use Microsoft PowerPoint to do the following:
A. PowerPoint Basics
B. Creating and Enhancing PowerPoint Presentations
C. Working with Visual Elements
D. Expanding on PowerPoint Basics
Class Time and Location:

Room: B-102
Time: 3:00-3:55 P.M.
Professor Information:

Name: Joseph Felix Jr.
Office Location: F-103

Office Hours: 11:00-12:00P.M. (MWF)


9:00-10:00A.M. (TTH)

Phone: 3202480 (Ext: 157)
E-Mail: felixjr@comfsm.fm
Textbook:
Book Title: Microsoft Office 2010
Author: Pasewark and Pasewark
Publisher: Course Technology, Cengage Learning
Published: Year 2011
Methods and Instruction:

1. Lecture

2. Hands-on Exercises
3. Class Discussion

Composition of Final Grade

	Breakdown

	Points


	Exercises
	10

	Assignments
	10

	PowerPoint Projects
	20

	Tests

	60


	Total Points
	100



	
	Points

Letter Grade

90-100

A

80-89

B

70-79

C

60-69

D

<60

F




Attendance Policy:

Students who are absent for more than six classes, will automatically be dropped from the course. The total missed classes include unexcused and excused absences, such as sickness, funerals, and other circumstances.

Classroom Policies:

1. No food or water is allowed in the classroom at all times.

2. Students coming to class on time will be awarded points. (i.e. 40-48=10pts, 30-39=8pts, 20-29=6pts, 10-19=4pts, 5-9=2pts, and 0-4=no points); these points will be added to student’s lowest quiz of the semester.

3. No Internet usage is permitted during class hours unless instructor allows. 
4. Students entering classroom after 5 minutes of class is considered absent. 

5. During class hours, students need to ask instructor of going outside of classroom. Instructor will surely let the students go with good reasons. If student does not ask, warning will be given once. After that, it will cause the student another absent.

6. No sharing of textbook. Students who do not bring textbook with them to class everyday will cost them another absent.
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.
COURSE TENTATIVE SCHEDULE
	Schedule
	Course Learning Objective
	Topics
	References
	Assessments

	Week 1

Week 2


	1, 2, 3, 4
	Course Orientation

Introduction to Computer Components: Hardware & Software

Introduction to E-Mail and Internet
	Notes
	

	Week 3

Week 4

Week 5

Week 6


	5
	Word Processing Application:

a. Word Basics

b. Basic Editing


	Lessons 1, 2
	Test 1

(Written: Notes)

	
	5
	c. Helpful Word Features

d. Formatting Text


	Lessons 3, 4, 5
	

	
	5
	e. Formatting Paragraphs and Documents
f. Desktop Publishing with Word
	Lessons 6, 7, 8


	

	
	5
	g. Working with Documents

h. Increasing Efficiency Using Word
	Lesson 8


	

	Week 7


	5
	
	Review for Quiz 1 & Test 2
	Quiz 1

(Written: Lessons 1-8)

Test 2

(Hands-on: Lessons 1-8)



	Week 8

Week 9

Week 10

Week 11

Week 12


	6
	Spreadsheet Application:

a. Excel Basics

b. Changing the Appearance of a Worksheet
	Lessons 1, 2
	

	
	6
	c. Organizing the Worksheet

d. Worksheet Formulas
	Lessons 3, 4
	

	
	6
	e. Function Formulas

f. Making the Worksheet Useful
	Lessons 5, 6
	

	
	6
	g. Working with Multiple Worksheets

h. Worksheet Charts
	Lessons 7, 8
	

	
	6
	Review for Quiz 2 and Test 3
	Lessons 1-8
	Quiz 2

(Written: Lessons 1-8)

Test 3

(Hands-on: Lessons 1-8)

	Week 13

Week 14

Week 15


	7
	Database Application:

a. Access  Basics

b. Manipulating Data

c. Creating and Modifying Forms
	Lessons 1, 2, 3
	

	
	7
	d. Finding and Ordering Data

e. Reports and Macros

f. Integrating Access
	Lessons 4, 5, 6
	

	
	7
	Review for Quiz 3 and Test 4
	Lessons 1-6


	Quiz 3

(Written: Lessons 1-8)

Test 4

(Hands-on: Lessons 1-6)



	Week 16

Week 17

Week 18


	8
	PowerPoint Application

a. PowerPoint Basics

b. Enhancing a PowerPoint Presentation
	Lessons 1, 2
	

	
	8
	c. Working with Visual Elements

d. Expanding on PowerPoint Basics


	Lessons 3, 4
	Quiz 4

	
	8
	Last Day of Instruction
	
	Review for Final Exam


