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SYLLABUS IN COM SCI - 2

I. Preliminaries:

Course Number
:
Com Sci – 2
Course Title

:
Computer Technology (w/ Basic Typewriting)
Credit


: 
3 units
Requisite

:
Com Sci - 1
Course Description
:
This course covers modular instruction and hands-on exercises in computer fundamentals, operation and electronic spreadsheet, and internet software.

II. Course Objective:

Upon completion of this course, the student must be able to acquire a working knowledge of standard computer application for Personal Computer specially the Windows Program & Microsoft Office.

III. Course Requirements and System of Grading:

1. Course Requirement:

a. Regular attendance

b. Submission of assignment, project, laboratory

c. Taking term examination, Quizzes as per schedule.

(No student will be given special exam/text except for valid reasons.)

2. The general average of each student shall be computed based on the following criteria:

a.
Quizzes
:
30%

b.
Laboratory
:
20%

c.
Projects
:
20%

d.
Term Exam
:
20%

e.
Attendance
:
10%




100%

3. To pass the course, each student should have a minimum points of 70% accumulated from the above criteria.

IV. Course Outline

1. MS Excel (Electronic Spreadsheet)

Preliminary Commands


File creations


Cursor movement


Deleting of character

Paragraph alignment

Scrolling

Saving a file



On Screen Format Commands




Margin Setting




Margin Release




Ruler Line




Indention




Hyphenation, tabs




Spacing; screen display



Formatting Commands




Copying Blocks




Editing Blocks




Moving Blocks




Column Mode




Cursor Maker Setting



File Commands




Copy a file




Rename a file




Erase a file




Insert a file




Run a DOS command



Printing commands




Printing effects




Printing of file
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