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West Valley College

CA 094A, B & C Computer Skills Development

Instructor:


Karina Dundurs





(408) 741-2414





karina_dundurs@westvalley.edu
CA 94A, B & C

3 hrs a week by arrangement for each 





unit of credit. Credit/No Credit only.





Due date Friday before Finals

Prerequisites


CA 20 or CA 20A or CA 70 or CA 70A or equivalent

Course Description 
In this course students will review and practice features of software packages of their choosing in order to produce computer-generated documents.  This laboratory provides an opportunity to enhance job skills or produce required work in courses such as history, economics, science, and others where there is no required computer lab by arrangement.  Materials used for review may include textbooks, videos, and/or computer tutorials.  Students will be required to submit a plan of study including the software features to be reviewed and documents to be produced.



Expected Student 

At the conclusion of class, students should be 
Outcomes


able to:





A.
Produce documents using software 







packages of own choosing.





B.
Prepare and present acceptable 







computer-generated assignments for 







other courses in which they are 







currently enrolled.





C.
Outline and describe the benefit of 







reviewing and practicing specific 







software packages.

Text and Supplies:

Students will need a reference source (manual or textbook) for software used during the course. You will also need a blank storage disk, if working in the lab to save your work.
Course Procedures:







A.
Work on projects for an average of 3 







hours per week for each unit of credit 






to be earned (54 hours per unit for the 






semester).





B.
Print and turn in projects identified on 






your independent studies contract.  







Place CA 94 copies in identified folder 






in Tech Center.





C.
You must turn in a log of hours and a 






one-page description of what you have 






learned.

Grading Policy:  

Satisfactory use of the software, completion 






of the required hours with the log and the 






one-page description will earn a Credit grade.

