MiSU-BOTTINEAU

Course Outline

Name of instructor: Russ Gagnon


Course Title and Number: Introduction to Computers CSCI 101


Credits: 3 


Prerequisite: none
	Course Description: This course provides an overview of microcomputer applications including computer concepts and hardware, Microsoft Windows XP, Microsoft Office 2007 including Microsoft Word, Microsoft Excel, Microsoft Access, Microsoft PowerPoint, Microsoft Outlook, OLE, creating Web pages, and integration of the applications.


	Required Text: Microsoft Office 2007—Illustrated Introductory, Windows XP Edition, David Beskeen, Carol Cram, Jennifer Duffy, Lisa Friedrichsen, Elizabeth Eisner Reding ISBN 13: 978-1-4188-6047-9 , Course Technology
SOFTWARE : Microsoft Office 2007, Internet Explorer 7, and Windows XP will be used. Another operating system may be used, but students may notice some differences in the appearance of certain dialog boxes.  USB Drive (recommended)



	Course Objectives: MSU-B General Ed goals 1,2,3,4, and 9 apply throughout these objectives, at the end of the course, the student will be able to: 

1.
Become computer fluent

2.
Understand and Identify Hardware/Software uses by a computer

3.
Be proficient using Operating System, and File Management tasks.

4.
Understand computer security issues and keep them safe from hackers and viruses.

5.
Understand mobile computing using Laptops, MP3 players, Personal Digital Assistants,          and Tablet PCs.
6.
Define the Office 2007 Suite

7.
Create a document with Word 2007
8.
Build a worksheet with Excel 2007
9.
Create a presentation with PowerPoint 2007
10.
Browse the World Wide Web with Internet Explorer and Netscape

11.
Integrate Office information

12.
Manage office tasks with Outlook 2007




	Course Content: In this course, you will learn the most important topics of Computer Hardware/Software usage, MS XP, and Microsoft Office 2007. You will first learn about essential computer concepts.  Next, you will learn more advanced skills for Word, Excel, Access and PowerPoint. You will learn how to integrate Office documents in four units that follow the Excel, Access, Word, and PowerPoint sections. The last section of the course provides an overview of Outlook, see objectives. 
Relationship to Campus Theme:  MSU-Bottineau emphasizes nature, technology, and beyond as a focus for the unique blend of courses and programs offered here.  This course will emphasize the use of technology and prepare students for the future use of computers, hardware, and software.

	Course Requirements and Evaluation: 

GRADING:  Assignments, quizzes, and tests are computed for total points.

90-100= A     80-89=B     70-79=C     65-69=D     below 65=F





