MSU-BOTTINEAU

Course Outline

Course Title and Number, Credits:
CSCI 101 Introduction to Computers






3 credits







Fall semester
Course Information:
Instructor:
Myron Faa




Email:

faa@misu.nodak.edu





Office:

Thatcher 213 -- 228-5466
Prerequisite:
None
Course Description:  This course serves as an introduction to the Windows operating system, word processing, spreadsheets, and databases.
Required Text:  Office XP Introductory Concepts and Techniques, by Shelly, Cashman and Vermaat.
Course Objectives:  
· To teach the fundamentals and skills necessary to use Windows XP.
· To provide a knowledge base for the basic use of word processing, spreadsheets, and databases.
Course Content:  
1. Windows XP
a. Hardware
b. Software

c. The Desktop

d. Files and Folders

e. Using the Web

2. Word 2002

a. Creating and editing

b. Formatting

c. Clip Art and graphics

d. Creating web pages

3. Excess 2002

a. Creating a worksheet

b. Charts

c. Formulas, functions, formatting

d. What-if analysis

4. Access 2002

a. Creating a database

b. Querying

c. Maintaining a database

d. Sorting and filtering

e. Labels and form letters

Course Requirements and Evaluation:  

· Students will be expected to attend all classes.

· Numerous assignments will be collected, graded, along with quizzes and tests.

· Grading will be on a 90-80-…system.
