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I.
Preliminaries

Course Number
:
Comp1
Course title

:
Computer Fundamentals
Credit


:
3 units
Prerequisite(s)

:
None
II. Course Description

Computer Fundamentals and Programming introduces the students to the world of computers. It starts from the basic concepts that should be learned by the students. This orients them of the basic terms that can be heard and are actually used when talking about computers. This course also deals with Windows 95 and two of Microsoft Office applications, namely MS Word and MS Excel. 

The contents of this course will help the students get familiar with what's happening in computer technology and how to use the computer in their daily activities. This is also a preparation for them in the job that they will be holding in the future. The students will be taught how to make effective documents and workbooks, which are commonly used nowadays.

The knowledge from this course will surely help the students face the challenges of modern times and be prepared to use and interact with the development of computers effectively.

III. Overall Objective

This course hopes to develop a sense of awareness among the students in terms of what is happening to the world of computers nowadays. In the process, the students will be able to exercise logical and critical thinking in accepting and dealing with the development confronting them. They will also be molded to become creative and resourceful in accomplishing their projects and researches. Furthermore, they will develop a sense of responsibility and cooperation as they deal with their classmates and teacher. 

Hence, the course will not only be geared for learning the computer fundamentals but it will also hopefully develop values of awareness, responsibility, critical thinking, creativity, resourcefulness, cooperation, concern and involvement among the students.

IV.
Course Objective

The students will be able to appreciate and learn the basic concepts in the computer industry. 

They are also expected to create and manage efficient documents and spreadsheets. In the process, they will be able to decide what appropriate techniques to use in these computer applications. 

They will be able to relate and appreciate the importance of computers in their field of work as future accountants.

V.
Requirements & Grading Criteria

a. Course Requirement

This course requires announced or surprise quizzes, hands on exercises, researches, assignments and grading examinations. It may also require students to do some oral reporting based on the researches that they have done.

b. Grading Criteria

The students will be graded according to the following criteria:


Attendance 


:
10%


Recitation/Assign/Seatworks
:
10%


Quizzes


:
25%


Laboratory Exercises

:
20%


Term Examinations

:
35%








100%

To pass the course, each student should accumulate, based on the above-mentioned criteria, total points of 75% or better.

VI.
Course Content

PRIVATE
TOPIC
SES#
SUBTOPIC
LEARNING OBJECTIVE
APPROACH / ACTIVITY

1. Orientation
1
Course Description and Requirements
Policies 
Getting Acquainted 
Students will be able to
know and express their views on the course description and requirements
identify the policies that will be implemented during the lecture and laboratory sessions
Discussion
Game

2. Study of Computers
2
Why Study Computers
What is a Computer
·

Data Processing System
Students will be able
describe the various reasons for studying computers
define computer and the important computer concepts in a data processing system
decide whether computer system is needed or not
Lecture
Research Assignment 

3. Electronic Data Processing
3
- Electronic Data Processing
- Types of Computers

- distinguish an electronic data processing system from a manual system
- differentiate the various types of computers
- lecture
- reading assignment

4. History of Computers
4
Dawn of Computer Age
First Generation of Computers
Second Generation of Computers
Third Generation of Computers
Fourth Generation of Computers
Students will be able to
trace and describe the history of computers
relate and appraise the significance of the history of computers in modern life
Lecture

5. Advantages/Disadvantages of Computers
5
- Advantages and Disadvantages of Computers
- identify the different advantages and disadvantages of a computer system
- judge whether a computer system is necessary for a particular environment or not
- lecture


6. Functions of Windows
6
- Overview/functions of Windows 95
- Definition of terms
- Using the mouse
- define the terms that will be used in Windows 95
- demonstrate and apply the different ways of using the mouse
- lecture
- research assignment

7. Screen /Desktop of Windows
7
- Windows Screen/Desktop
- Windows Basics
- name and identify the different parts of a Windows screen
- open, close, move and resize Windows/screen
- lecture
- demo
- Windows lab: Exercise 1

8. Menus / Dialog Box in Window 
8
- menus and their conventions
- dialog box
- viewing the contents of a computer
- use and manage the different menus and dialog boxes in a Window screen
- locate files and folders in a Windows 95 file manager
- lecture


9. Files and Folders
9
- working with files and folders
- create, move, copy, rename, and delete files and folders
- lecture
- demo 
- Windows lab: Exercise 2

10. Internet Orientation
10
- Internet orientation
- Windows settings
- name and identify the significance and importance of the internet
- change important Windows settings
- lecture
- research assignment on Ms Word toolbar

11. Review
11
- review of basic conventions
- ms word screen
- ms word quick start
- recognize the importance of word processing
- identify the basic parts of an MS Word screen
- open, save and close documents
- lecture
- demo


12. 10 Ways to Select Text
12
- 10 ways to select text
- identify the steps in selecting texts within the document such as:
a. single word
b. sentence
c. paragraph
d. one line of text
e. several lines of text
f. several paragraphs
g. large block of text
h. entire document
i. vertical 
none

13. Formatting Text
13
- formatting text
- identify the steps of formatting texts such as the following:
a. style list
b. font list
c. font size list
d. bold
e. italic
f. underline
- lecture
- Word lab: Exercise 1


14. Formatting Paragraphs
14
- formatting paragraphs
- identify the different paragraph formats such as the following:
a, paragraph alignments
b. numbering
c. bullets
d. decrease/increase indent
e. paragraph spacing
f. outside border
g. highlight
h. font color
- lecture



15. Advisory Exam
15
PRELIM EXAM
Students will be able to
recall the lessons discussed during the first grading period
express their questions on matters that they are confused of
Coverage of the Exam

16. Changing Views
16
- changing views
- identify the different views to use in word such as the following:
a. normal
b. online layout
c. page layout
d. outline
e. master document
f. document map 
none



17. Wordart Objects
17
- WordArt Objects
- identify the functions of the wordart toolbar buttons such as the following:
a. insert wordart
b. edit text
c. wordart gallery
d. format wordart
e. free rotate
f. wordart same letter heights
g. wordart vertical text
h. wordart alignment
i. wordart character spacing 
none



18. Cut, Copy and Paste
18
- cut, copy and paste
- identify the steps involved the cutting, copying and pasting of objects
none



19. Formatting and Page Breaks
19
- formatting pages
- section and page breaks
- distinguish the formatting that will be applied on one page from another
- use the appropriate section and page breaks in formatting pages
- discussion
- demo
- Word lab: Exercise 2



20. Creating Table
20
- ways to set the table
- distinguish the different ways of creating a table such as the following:
a. using the insert table button
b. setting table with a dialog box
c. drawing a table with the mouse
d. transforming existing text into a table
none

21. Formatting Tables
21
- formatting tables
- design the tables using the following functions:
a. row height adjustment
b. column width adjustment
c. inserting of columns/rows
d. deleting of columns/rows
e. splitting and joining cells
f. borders and shading
g. sorting and summing of table entries
none

22. Creating Columns
22
- columns to organize text-
- identify the steps in creating column
- identify the steps in adjusting the column width
- discussion
- Word lab: Exercise 3

23. Inserting Pictures
23
- inserting pictures, sounds and video clips from the gallery
- import graphic files
- move pictures around a page
- resize and reshape object 
none

24. Picture Toolbar
24
- picture toolbar
- identify the picture toolbar buttons such as the following:
a. image control
b. contrast
c. brightness
d. crop
e. line style
f. text wrapping
g. format picture
h. set transparent color
i. reset pictures
none

25. Creating a Merge Document
25
- mail merge and mailing labels
- identify the steps in creating a merge document
a. create data source
b. open data source
c. use address book
d. header options

- identify the steps in addressing and envelope or mailing label
none

26. Printing Documents
26
- printing documents
- identify the steps in printing a document such as the following:
a. setting the page margin
b. picking a paper size and print direction
c. adding page number
d. adding footers/headers
- lecture

27. Midterm Exam
27
Midterm Exam
Students will be able to
recall the lessons discussed during the second grading period
express their questions on matters that they are confused of
Coverage of the Exam

28. Excel Quick Start
28
- Excel environment
- Excel quick start
- recognize the importance of spreadsheets
- identify the basic parts of an MS Excel screen
- open, save and close a workbook
- lecture

29. Workbooks
29
- workbooks - an overview
- distinguish a workbook from a sheet and from other parts of an Excel window
- move, copy, rename and delete workbooks and sheets
- lecture

30. Entering Data
30
- entering data
- editing data
- input data of different formats into a cell
- move, copy and delete data in cells
- demo
- Excel Lab: Exercise 1

31. Improving Appearances
31
- improving appearances
- format the workbook and data contained in cells
- use borders, shading and other formatting techniques in the workbook
- lecture
- Excel lab: Exercise 2

<> 
32
Using the Cell Format
- Know how to make numbers appear in different format
- Know how to text wrap
lectures
demo

32. Creating Math Formulas
33
- creating math formulas
- functions
- create the appropriate formulas that will be needed in solving problems
- identify and use the available functions in solving problems 
- lecture
- reading assignment
- Excel lab: Exercise 3

33. Sorting and Filter
34
Re-arrange data
Display data that satisfy the specified conditions.
know how to change the sequence of data entered.

Know how to selectively choose data to display.
Lecture
Demo

34. Validation
35
Control the values of data.
Know how to declare conditins, input message and error alert.
Lecture
Demo

35. Split and Freeze Panes
36
Control the sheet display
Know how to divide the screen and freeze portions of the worksheet for better viewing.
Lecture
Demo

36. Databases
37
- building databases
name and identify the various parts of a database

create simple databases in MS Excel
Lecture
Demo

37. Creating Charts
38
creating charts
derive a chart out of the given or available data

convert a simple chart into an enhanced one using various techniques
lecture
- Excel lab: Exercise 4

38. Printing Workbooks
39
Printing Workbooks
print worksheets or workbooks
Lecture

39. Review - Finals
40
review for final exam
recall the topics discussed
recitation


40. Review - Final Exam
41
review for the final exam
recall the previous lessons discussed in class
Review topics for Exam


41. Final Exam
42
Final Exam
Final Exam
Final Exam

VII.
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