	
	 

CA 33  
BEGINNING OFFICE COMPUTING


	
	Mondays and Wednesdays
9:20 – 10:45 am
3.0 units


	Instructor
	
	Karina Dundurs
Business B 

Telephone: 408-741-2414
Email: karina_dundurs@westvalley.edu

 

	Expected Student Outcomes
	  
	Windows XP 

Students will be able to perform basic operations; create, save, print and locate files; configure a Windows environment; produce text documents using WordPad; draw and manipulate objects using Paint.

Microsoft Word
· Describe the structure of MS Word software
·  Practice editing, revising, and rearranging copy using the basic menu and command key commands to insert, delete, move, copy, search, replace, hyphenate, and spell.
· Use file handling procedures to create, name, store, edit, and print.
· Control page layouts, placing margin settings, tabs indents, line spacing, centering, pagination, and page numbering.
· Underline, bold, subscribing and superscripting, and other appearance alterations, and justifying text.
· Manage files by naming, renaming, copying, and deleting.
· Create documents using news column and footnoting features. 

Microsoft Excel
Students will be able to: Enter, edit worksheet information; saving and printing files; format spreadsheets; column and row operations; sorting information; If statements; creating and formatting graphs.

Introduction to PowerPoint
Students will be able to: create a simple presentation with a design template, incorporate ClipArt, draw objects, charts/graphs, tables, animation effects and slide transitions.

 

	Text and Materials
	  
	1.     Required textbooks:    


Windows XP Illustrated Introductory, Steven M. Johnson, 
Course Technology  ISBN: 0-619-05701-7


Essentials Microsoft Office Word 2003, Level One, Keithy 
Mulbery, Pearson Prentice Hall  ISBN: 0-13-143545-0


Excel 2003 Volume 1, Core Concepts in Excel 5th Edition, 
Karen J. Jolly, Scott/Jones, Inc  ISBN: 1-57676-146-0


Microsoft Office PowerPoint 2003:Introductory, David 
Beskeen, Course Technology  ISBN: 0-619-18810-3
2.     Zip disk or USB/flash/thumb drive

3.     If you need access to the Technology Center, you can purchase a Lab Card from the Bookstore and take the receipt to the Technology Center where a lab card will be issued to you. Tech Center’s phone number is (408) 741-2666.



	Grading
	  
	Credit/No Credit based on completion and completeness of assignments, participation in class, and no more than three (3) absences. Letter grade option available.
 

	Assignments
	  
	All assignments must be completed and submitted by the next class meeting. Do all the step-by-step and assigned exercises within each chapter. Please label at the top of your assignments with your name, class, date, and assignment number. All remaining assignments are due last day of class. The Window assignment schedule is below.  The rest will be distributed at the beginning of that session.




Turn cellular phones on vibrate mode or off during class.

	· There will be no Internet or e-mail use during class. If a student is found to be doing so, they will receive one warning. If behavior continues, the student will not be allowed to return to class and will receive a no credit.

· Assistance at the Tech Center is limited to hardware troubleshooting. Please understand the personnel can answer one or two questions about the software program you are learning but are unable to provide step-by-step help. If you need such help, please go to Tutorial Services at 408.741.2038 or make an appointment with the instructor.

· Please read and abide by the Student Conduct Code, pages 177-182.
· West Valley College makes reasonable accommodations for persons with documented disabilities. Students should notify the Disability and Educational Support Program (DESP) at 741-2010 of any special needs.

	Safety
	  
	In the event of evacuation of the classroom, please be prepared to take your valuables and go to Parking Lot 3 by the Bus Stop. Once there, the instructor will take roll.


