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Hil.

This course 1e intended to scquaint the student

vith some of the terms, concepis, and moftvare commonly used
in the field of business micro computing. Students vill be
introduced to the popular software packeges WordPerfect 5.1

and Lotus 1-2-3 and their application and uses in the golving
of business problems.

A majer weakness of many micro Computer users is their
inability to understend terms and conceptla eEscociated with
their sicro aystem. For emample, employees who regularly use
and make decisions regarding micro computera for the firmes
they work for, do not understand the difference between
dynamic RAM and static RAN chips. The purpose for upper
memary, extended memory, expanded semcry, and cache memary or
the meaning of ISA, NWCA, EISA often bewilder them. This is
hnot Lo mention terms like Dot pitch, Baud rate, ROM BIOS and
the liet goes on and on,

The initial lecturs sessions vill serve te help reduce some of
the mystique asscciated with computer hardvare.

Lurrently one of the most popular word proceseing products in
uge todsy 1s WordPerfect 5.8, 5.1, and the recently issved £.8
produced by the WordPerfect Corporation. This golitvare haa
become the oornerstone of word procegsing and, although
challenged by a variety of other excellent softvare products,
heg maintained its domirsnce as the number one WP BEYELeRm in
both the privete and public eectors. iOthers include,
HEWORKE, WORDSTAR, DESHMATE, end PFS: FIRST CHOICE, )




GRADING:

i Like WordFeriect, Lotus 1-2-3 is "arguably" the momt popular

Spreadsheet soflvare package used in business taday., (Please
see: Quattro Pro from Borland. ! Although, not s complicated
program to learn and yse, it does have over 119 commands and
4@ functions. In additlon, there ie ®» variety of concepts and
techniques sasociated with the application of these commands
and functions, vhich requires time and guidance if one is to
master them.

Herein, then lies the three major objectives of this course:

te.) first, to familiarize the gtudent with some of the fundamental
terme and idesg wescciated with micro computing hardvare,

{b.) secondly, to ecquaint the student vith some af the principal
features of WordPeriect,

ie.? and thirdly, introduce the major commends and functiong of
Lﬂtu' 1_2_31 L]

AE You can Bew, this course will cover a large voluse of material.

For gsome students, this material will be completely nev while cthers
will have a background in various agpecte of the material presented.

To help eneure that students have wll und andin AL

course materisl prégented, and

To reduce the problems that are created when Btudents, who were
abaent,

13 delay the propgress of the class because they do pot know
the material presented during their absence,

il} delay the c¢lass because they do not heve @ RECeasary
hﬁndﬂut;

111} delay the class becsuse they didn't knov of an
ssalgneent, and the like,




PLEASE BOTE THE FOLLOWING:

L,

4,

Students ¥l be expected to attend class on a reqular basis, Any student
having wore than b inexcusable absences may not be permitted to write the
final exam,

In addition, unless unpreventably detained, students are expected to be
in class "ON TIRE",

ALl assigneents must be subnitted, on time and in an acceptable format,

A final grade vill not be given until all assigmments have been submitted,

All assignments must be submitted using WordPerfect and/or Lotus 1-2-3
OMLY, unless othervise noted.

Assignments ¥ith an inordinate number of gpelling
ErTOrE, which d:splar poor grammatical style ar

which gthenvise sedn corelemply prepared vill be
returned signii;:antly pﬂnailzeﬂ or wngraded.

Although, 1 encourage studentis aseist each other,
wllimmsdpnmenta nuet e lndividiael iy done.

.4



Course credit will be determined on the following basiam:

Hid term Exam 20%
Final Exam o @i
Assignments 2%

Tvo Article Reviews 1@% (S¥% each)
1@k

Conversion of peroentages to the S-point ayestem
will be as follova:

98¢ - 10ax =]
aa - £=3= )] &
¥3 = 7ok 7
&6 - it &
27 - L =
S8 - 1% 4
45 - 43% 3 Failure
28 - 44K 2
e - 25X 1

"I D0 NOT DETERMINE YOUR GRADE, I SIMPLY RECORD IT"

HATERIALS: A. Plesse purchaae & 3° three ring binder for clasg
notea,

B. Please purchase three (3) - 37 High Deneity, 1.44
HE {formatted) or 2.Q MB (unformatted) diekettes,

Theae diskettea have 2 recording eideg (often
referred to as "Double Sided"}, 88 tracka per side,
133 tracks per inch.

The correct diskettes have two vindove Bt one end
of the disketie,

Thie window
has a black
"write enable
awitch®™ on
the back of
the diskette.




Diek Handling

When handling a disketie please note the Ifollaving:

= Do Hot tauch the Read/vwrite slot of the disketie.
- Do not bend the diskette.
- Keap the diskette away from magnetic fields, Avold

digkette contact with the computer monitor, magnetm, xray
machinea as may be found in airports, TV etc.

- Keep the diskette at room temperature - 18°C to 45°C

- Avold the dimskette coming in contact with dust particles,
emoke particles, or any other contaminanta,

- Alwaye store the diskette in vertically. Do not lay it
on itas glde.

= Do not layer the lebels on the diskette as they tend to
work loose mnd can become lodged in the drive,

= Do not ume paper clips, or rubber hends on Lthe diaskette.

= Never force the disketie into the drive.

GOURSE CONTERT:

SECTION ONE

This opening section of the course will introduce the student to some of Lhe
terss and concepis associated with the field of microcomputing. In addition, all
students vill be expected to complete s typing tutor.

Included in this section of the couree i1g an introduction to WerdPerfect 5.1.

LECTURE L4B

gaion 1 - Wedn Septester Sections A, B, C
1. Discugs Course Outline No Labs wesk of

September & = 10.
2. Read Chapter 1 - 3 for Friday Sept., 1@
[Computing Essentials)

Segelon 2 and 3 - Friday/Monday, September 18413 Sections A, B, C

l. Discumsion of Chapters 1 - 3 {Comp. Ess.) Feek of Sept. 13 - I7
Z. Read Chapter 4 for Wednesaday Sept. 19 Lecture Series #1
(Computang Essentialal Lab #1 - Handout.




Seaslons 477 - ﬂlﬂng!g!gf!ggg!ggggl Sgptesber 15/27

1. Discussion of Chapier 4

2. Read Chapters 5 L & for Friday, Sept. 24
(Computing Essentials)

a/9 - ! Se 247
1. Diecuesion of Chapters 5/6 (Comp. Eaa, )

2. Read Chapter 7 for Wed. Sept. 29
(Computing Eesentialal

on 1@ - W a L
i. Ddecusaion of Chapter 7 (Cowp. Easm. )

4. Read Chapters 12/14 far Friday, Dot 1.
{Computing Essentiale)

4. Read Chepter 4 FordPerfect Text for Clams of
¥eek beginning Wondsy, Oct. 4

11/12 - Friday/Konduy, October 1/4

1. Discussion of Chapters 12/14 tComp. Eags. )}

£, HRead Chapter 5 - erd Text £

Sections A, B, C
Completion of Lect,
Series #1 if
required.

Lecture Serice #7
Leb #2 - Typing Tuter

Read Chapters 1 to 3 of

erf Text for
a Bk b anin
Jonday, Seot. 27
M

¥eek of Sept 27 - Oct. )

Complete Typing Tutar

Begin Word Perfect
Learn® Tuterial.

Sections A, B, C
¥eek of Oct. 4 - &

Complete "Learn"
Tutorial

Begin WordPerfect 5.1

fle=to &




SECTION TWO

This section af the course will meguaint the student with the megjor commands and
function keys used by WordPerfect. Lectures and asssignments vill cover the
techniques needed to create, change, spell check and rearrange word processing
filea.

A6 - W Ot ¥

SECTION THREE

This msjor eection of the course will acqusint the student with the Lotus 1-2-3

integrated software progras. Spresdsheet and Grephics cancepte will be diascussed
at length.

LECTURE From time to time I will Bupply students with &
KOTES: copy of oy lecture notes. Theae notes vwill be made availsble Lo the
clasa ONLY ONCE, AT TIME OF DISTRIBUTIOHN.

should yeu be sbsent when they are digtributed, please make
arrangements with a clasassmate to obisin 2 copy for you.

I vill keep surplus gopies in my office for =g long ae they last,
but pleass do not depend on them being alvays available.

AT



