CBOT 430 AB—Computer Application, Part I

Name ________________________________
Fall 2007; Mon. & Wed, 9:45 – 11:00 am 


Instructor: Carolyn Jung, Office:  (650) 306-3213 

CRN 80937





Office:  Bldg 13, Room 203; jung@smccd.edu
Syllabus—Page 1 of 4
	Aug. 22, 2007—Wed. 
Introductions.  Do the paperwork, go over the classroom rules & procedures, use of Materials Fee cards, Lab hours, etc.

Windows—Unit A
Getting Started with Windows XP, Unit A, pgs Windows pp 1 – 19.  Instructor will review the handout for doing a "Print Screen" in preparation for your homework assignment. 

Go over how the book is organized and how the pages are numbered.
Handout:  Print screen handout.  You will need to use this handout for the Visual Workshop homework assignment on Windows, Unit B, page 52 next week.
Homework—due on Monday
Do:  Concepts Review, pg 20 – 21, #1-28.   
On #1 – 13, write the name of the item.  
On #14 - #28, write the letter only on your answer sheet.  Use the blue form given to you to record your answers.  If you need more “blue” Concepts Review forms, they are located at the front of the room, next to the Instructor’s workstation.
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	Aug. 27—Mon. 
Finish Windows Unit A

& 
Start Windows—Unit B
Understanding File Management, pp 25 –45.

Handouts:  File Management 

Homework—due on Wednesday
Do:  Skills Review, pages Windows  Unit A, pgs 21 –22.  Skip step #1a – c.  Begin from step #2.  Follow text directions. When you get to step 5a, do a right-click on Control Panel and left-click Open.  This will open Control Panel for you.  No printouts for this assignment.
Do:  Do Visual Workshop, pg Windows 24.  For this homework assignment, use the attached Print Screen handout given to you in this packet.  Do not follow the textbook directions in the third paragraph beginning with the words, “Use the Print Screen key…..”  Instead, follow the directions on the handout given to you on how to do a “print screen” and copy and paste onto WordPad and not the Paint program. Be sure to type your name, Visual Workshop Windows Unit A, and page number.

	Aug. 29—Wed. 
Finish Windows—Unit B

Understanding File Management, pp Windows 25 – 45.

Handouts:  File Management 

Homework—due on Wed. 9/5/07
Do:  Concepts Review, page Windows 46 – 47, #1 – 20.  Use the blue form given to you to record your answers.

Do:  Independent Challenge #1, 

p 50.  Skip step d.   You will have the two printouts below:
 (1) Open House letter.  Use WordPad to type a letter to advertise your new bakery.  Be sure you include all the pertinent information in the letter so people know the name of your new bakery, where it is located, what are the days and hours you are open, when is the Grand Opening date, and any information about your grand opening.  Offer something free to your customers--i.e. free cookies.  Print.

(2) Business Plan. Open up WordPad and type a list of as many things as you must do before you can open up a new bakery business.  Print.  This is your second and last printout.

Do:  Do the file management handout distributed by the instructor.
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Syllabus (continues)—Page 2 of 4
	Sept. 5, 2007—Wed.

Word—Unit A
Creating Documents with Word 2007, Unit A, pg 1 - 17.

Homework—due on Monday
Do:  Concepts Review, pages 18 – 19, #1 – 20.

Do:  Visual Workshop, page 24.  Print the Wong Cover Letter.  Spell check your work by clicking the Review tab in the Proofing group.  Do not forget to fill in your Lab Sheet each time you do your homework assignments at home.


	Sept. 10—Mon.  

Finish Word—Unit A
Creating Documents with Word 2007, Unit A, pg 1 - 17.

Homework—due on Wednesday
Do:  Skills Review, pg 19 –20, # 1 – 7.  You will have a total of two printouts from step 5i and step 7g.  Save as Card Fax and Sold Out Memo.
Do:  Independent Challenge 3, pg 22 –23, steps a - j. Save as Moynihan Letter.

	Sept. 12—Wed.
Word—Unit B

Editing Documents, Unit B, pg 25
 –41.  

Homework—due on Monday
 Do:  Concepts Review, pgs 42 – 43, #1 – 20.
Do:  Visual Workshop, pg 48.  Australian Visa Letter file.


	Sept. 17, 2007--Mon.

Word—Unit B

Finish Editing Documents, Unit B, pg 26 –41.  

Handouts:  Keyboard shortcuts.

Homework—due on Wednesday
Do:  Skills Review, pgs 43 –44, #1 – 7 on PAOS 2019 PR Public press release file. 
Do:  Independent Challenge 1, pg 45, step a – k.  Do not forget to fill in your Lab sheet each time you do your homework at home.


	Sept. 19,—Wed.

Word—Unit C

Formatting Text & Paragraphs, Unit C, pg 49 –67.

Homework—due Monday
Do:  Real Life Independent Challenge, pg 75.  Two printouts of your Personal Letterhead and Personal Fax Coversheet files.
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	Sept. 24—Mon.

Word—Unit C

Finish Formatting Text & Paragraphs, Unit C, pg 49 –67.

Homework—due Wednesday
Do:  Skills Review, pp 69 – 71 on the Franklin EDA Report, steps #1 – 9.  Your finished document should resemble the example shown on Figure C-27 on page 71.
Do:  Visual Workshop, pg 76.  Print Nina’s Trackside Café menu.
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Syllabus (continues)—Page 3 of 4
	Sept. 26, 2007--Wed.

PowerPoint—Unit A 
Creating a Presentation in PowerPoint 2007, pgs 6 - 17
Handout:  Review for Windows & Word Tests.

Homework

Do:  Study for Windows and Word Exams.


	Oct. 1,—Mon.
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Test today!
Exam on Windows and Word today.
Homework

Do:  No homework tonight.

	Oct. 3—Wed.

Finish PowerPoint Unit A
Start PowerPoint—Unit B

Modifying a Presentation, pgs 26 – 41.  

Homework—due on Monday
Do:  Skills Review, pp 43 – 45, steps 1 – 8.  Save as TechJet.  Print 4 slides per page.  
Do:  Independent challenge #2, pg 46 on Loan Broker.  Print two slides per page and print the presentation outline.  Total of two printouts.


	Oct. 8, 2007--Mon.

Finish Unit B

Start PowerPoint—Unit C

Inserting Objects into a Presentation, Unit C, pg 49 - 65.

Homework—due on Wednesday
Do:  Real Life Independent Challenge, p 47 on Applied Tech.  Print four slides per page and print the presentation outline.  Total of two printouts.
Note:  Check with the Instructor to be sure all your homework is current.


	Oct. 10,—Wed.
Finish PowerPoint—Unit C

Finish Inserting Objects into a Presentation, Unit C, pg 49 - 65.

Homework—due on Monday
Do:  Skills Review, pg 67 – 69, #1 – 8. Save as Blue Moon.  Print 3 slides per page.
Do:  Independent Challenge #1, pg 69 on Casey file.  Print 6 slides per page.
Do:  Real Life Independent Challenge, pg 71 on Exchange.  Print the slides (not handouts) and notes pages (if any).
Be sure all your homework assignments and any redo’s are turned in the deadline date of Wednesday, Oct. 17.   The instructor will not accept any work after Oct. 17th.
	Oct. 15—Mon.
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Finish PowerPoint today. Catch-up Day Today and work on Final exam project
Homework
Do:  Work on your final exam PowerPoint project.  See the last column on the next page for information on the requirements of that project.
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	Oct. 17—Wed.

[image: image7.wmf]PowerPoint Final Exam

Your PowerPoint final exam project will be an oral presentation to the class.   Along with your oral presentation, you must turn in two sets of printed handouts and your Lab sheet to the Instructor.  See step 8 below.

The PowerPoint final must meet the following guidelines:

1. Any suitable subject for school.  Some of the past topics have been:

a. How to make or construct something (i.e. one student showed how to make a box with a lid out of 2 postcards.)

b. A presentation on where your work
c. Be creative…..think of something different that will be fun and interesting
d. No more than 5 or 6 slides maximum.
2.  Make sure you backup your file (this means make a copy of your file) so you will have a backup in case your file crashes!  It has happened to students on the day of their PowerPoint final presentation.  
3. Depending on the class size, the instructor will tell you the minimum/maximum number of slides you need to create. You will have a limited time to present your presentation.
4. Remember no more than 7 words per line and no more than 7 lines on the whole slide—the 7 x 7 Rule!
5. Make sure the title slide (the first slide) has the title of your presentation as well as your full name on the slide so the audience knows whom you are.

6. Use an appropriate design theme.  Apply the same design theme for the whole presentation.  

7. Include clipart, etc in your presentation if appropriate.

8. Print the following for the Instructor when you finish oral your presentation:

a. Outline of your presentation from outline view and

b. Handouts 4 slides per page in pure black & white.
c. Turn in your Lab Sheet.

	
Reminder
1.  Turn in your Lab Sheet before you leave today.  It is part of your grade.
2.  [image: image1.png]


 to be sure all of your homework is done.  Instructor will not accept any work after the last day of class.  Check with the instructor.
3.  Register for the next class of CBOT 431, which uses the same textbook and meets at the same time and day as your current class.

4.  Don’t forget to turn in your two printouts on your PowerPoint final.  See steps 8a and 8b on previous column.
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