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GENERAL EDUCATION COURSE PROPOSAL


WEBER STATE UNIVERSITY


COMPUTER AND INFORMATION LITERACY
Requirement(s) (check all that apply): 
_X__ Part A: Word Processing



_X__ Part B: Operating Systems, E-mail, and Graphic Presentations



_X__ Part C: Spreadsheets



_     _ Part D: Information Literacy (Library and Internet Research Skills)

Date:
____September 12, 2011____________________________

College: ___COAST_____________________________________



Department:
 _Telecommunications & Business Education_____

Catalog Abbreviation: ____TBE_______________

Catalog Title: __Introduction to Microcomputer Applications (3)____

Course Number: ____1700____________________


Credit Hours: ___3____

 SEQ CHAPTER \h \r 1Substantive: ______




New: ______


   

Revised: ______ 

Renewal __X__

Effective Date _________
Course description as you want it to appear in the catalog:

TBE TE1700.  Introduction to Microcomputer Applications (3) Su, F, Sp
Use of microcomputers and software including basic components of word processing, Windows email, Internet, spreadsheets, graphic presentations, information security, ethics, and international issues.  Keyboarding 25 wpm recommended.

COMPUTER & INFORMATION LITERACY GENERAL EDUCATION MISSION STATEMENT 
The Weber State University Computer and Information Literacy (CIL) requirement provides students with the ability to use computers, the Internet, and library resources.  Specifically it provides students with skills and knowledge to input, format, find, identify, retrieve, analyze, and evaluate information to support academic success and lifelong learning.

Course Title:_

Introduction to Microcomputer Applications (3) Su, F, Sp_


Department:____Telecommunications & Business Education ________________________
Provide justifications in Sections A-D for each of the CIL Part Requirements checked above.
A. Justification for Course Covering CIL Part A Requirement: Word Processing. 

Part A Core Competencies:

A1. Create, edit, save/print, and retrieve a document.
A2. Move/copy, indent, space, find/replace, bold/underline/italicize, and center text.
A3. Number pages, format font, create references, insert headers and footers, place graphics, and spell check documents.
A4. Create, format, and edit tables.  

Describe how the course prepares students to successfully complete tasks related to Word Processing.  Cite specific lecture topics, written assignments, and/or lab projects that address each of the core competencies listed above. Refer to your attached syllabus as needed.
See notes following Part C
B. Justification for Course Covering CIL Part B Requirement: Operating Systems, E-mail, and Graphic Presentations. 

Part B Core Competencies:

B1. Operating Systems: Use appropriate applications to create folders and subfolders, format storage medium, name, rename, copy, move, and delete files and folders.

B2. Internet: Fundamental knowledge of how to use the Internet as a source of information.
B3. E-mail: Delete, print, and attach files to e-mail messages as well as send, copy, forward, and save e-mail.

B4. Presentations: Use design templates to create slide presentations that include titles, bulleted lists, clipart, and animated gifs.  Modify presentations by adding slides, changing their order, formatting text, correcting spelling, adding headers and footers, and applying animation effects.

Describe how the course prepares students to successfully complete tasks related to Operating Systems, E-mail, and Graphic Presentations.  Cite specific lecture topics, written assignments, and/or lab projects that address each of the core competencies listed above. Refer to your attached syllabus as needed.
See Notes following Part C
C. Justification for Course Covering CIL Part C Requirement: Spreadsheets. 

Part C Core Competencies:

C1. Format and edit spreadsheets, retrieve spreadsheets, spell check spreadsheets, and save/print spreadsheets. 

C2. Create and enter data, add/erase data cells, use absolute cell references, create column/row labels, adjust column width, format data.

C3. Enter/copy functions and formulas such as AVG, IF, MAX, MIN, PMT, SUM, Know basic formulas for percentages and markup.

C4. Create graphs. 

Describe how the course prepares students to successfully complete tasks related to Spreadsheets.  Cite specific lecture topics, written assignments, and/or lab projects that address each of the core competencies listed above. Refer to your attached syllabus as needed.
Notes:
TBE 1700 Introduction to Microcomputer Applications is a combination of TBE 1701, TBE 1702, and TBE 1703
TBE 1700 is a three-credit-hour course while TBE 1701, 1702, and 1703 are each one credit hour. 

The assignments used in TBE 1701, 1702, and 1703 are used in TBE 1700.
The final exams for TBE 1701, 1702, and 1703 are unit exams in TBE 1700.

The same competencies covered in TBE 1701, 1702, and 1703 are also covered in TBE 1700.

The combined pretest sampling provided for TBE 1701, 1702, and 1703 apply to TBE 1700.

Difference in TBE 1700 and the combined TBE 1701, 1702, and 1703:
· While TBE 1701, 1702, and 1703 are individualized and taught in the format of an online class, TBE 1700 has 2.5 hours of lecture each week.
· TBE 1700 has a final production exam in addition to the three unit exams.

Rather than duplicating all of the material provided for TBE 1701, 1702, and 1703, please see the curriculum for those courses, their objectives, assignments, and tests.
The course outline and course syllabus for TBE 1700 is attached.  Also attached is a list of concurrent enrollment courses aligned with an elective high school course—Computer Tech II.
COMPLETE THE FOLLOWING
1.
Has this proposal been discussed with and approved by the department?

   Yes
2.
List those general education courses in other departments with similar subject matter and explain how this course differs.


IST TE 2010 meets competency for parts A, B, and C of Computer and Literacy, by having the prerequisite:  TBE TE 1700 or equivalent knowledge.

The IST TE 2010 course “. . . covers computer competencies students will use in their business functional and cross-functional core courses, using more complex features of desktop software.”
3.
If the proposed new general education course affects course requirements or enrollments in other departments, list the departments and programs involved and attach comments from each.


NA   This is not a new general education course.
4.
Attach a syllabus of the course.  Include the number of contact hours per week and the format of these hours (e.g., lecture, lab, field trip, etc.).

 Course Outline ia attached. 
New Courses Only: 

5.
Discuss how you will assess student learning outcomes associated with this course

Current General Education Courses and Existing Courses Seeking General Education Status:
6.
Discuss how you have assessed the applicable or identified student learning outcomes associated with this course.


Attached to TBE 1701, 1702, and 1703 (Parts A, B, and C) are spreadsheets and charts of Calculated Word Processing data, Windows and PowerPoint data, and Excel data based on the semester pretest given to all sections of TBE 1700.  The final exam which covers all competency areas, A1 through A4—B1 through B4—C1 through C4, provides results of average student learning.
7.
How has this assessment information been used to improve student learning?
When groups of students score low in a given concept area, more emphasis is placed on teaching and assignment areas to improve conceptual understanding and application.

TELECOMMUNICATIONS & BUSINESS EDUCATION DEPARTMENT

COLLEGE OF APPLIED SCIENCE AND TECHNOLOGY

WEBER STATE UNIVERSITY

COURSE OUTLINE

	COURSE

TBE 1700


	COURSE TITLE

Introduction to Microcomputer Applications
	LECTURE HRS.

PER WEEK

3
	LAB OR DISC. HRS PER WEEK

0
	CREDIT HRS.

3 semester credits

	PREREQUISITES

Keyboarding 25 wpm recommended


	OUTLINE PREPARED BY

Alden A. Talbot

Joyce Porter

Laura MacLeod
	DATE OF PREPARATION

September 10, 2011



	COURSE DESCRIPTION

TBE TE1700.  Introduction to Microcomputer Applications (3)
Use of microcomputers and software including basic components of word processing, Windows, e-mail, Internet, spreadsheets, graphic presentations, information security, ethics, and international issues.  Keyboarding 25 wpm recommended.




COURSE OBJECTIVES

Introduction to Windows and Graphic Presentations Unit (Equivalent to TBE 1702)
        Upon completion of this unit, the student will be able to complete the following objectives with at least 70 percent accuracy:

1. Access Microsoft Windows using menus and icons

2. Close programs

3. Move around in Windows using mouse operations

4. Use to dialog boxes, menus, toolbars, and scroll bars

5. Create folders and subfolders

6. Use file management

7. Use Windows Explorer

8. Recognize basic functions of Windows 7

a. Libraries  

b. Peek 

c. Gadgets 

d. Pin 

e. Ready Boost 

f. Snap 

g. Sticky Notes 

h. Snipping Tool

i. Ease of Access 

j. Aeroshake 

k. Speech Recognition

l. Touch Screen/Gestures

m. Problem Step Recorder 

9. Search, retrieve and save

10. Use E-mail

11. Identify sources for Internet connections 

12. Respond to information security issues.

13. Use design templates to create slide presentations that include
14. Titles

15. Bulleted list

16. Graphics

17. Animation

18. Outlines

19. Transitions

20. Modify slide presentations to include

21. Adding slides

22. Changing slide order

23. Formatting text

24. Applying templates

25. Inserting headers and footers

26. Adding animation

27. Inserting sound clips

28. Inserting animated gifs

29. Adding and editing a video clip

30. Checking spelling

31. Applying transitions

32. Saving, viewing, and printing

Introduction to Word Processing Unit (Equivalent to TBE 1701)

       Upon completion of this unit, the student will be able to complete the following objectives with at least 70 percent accuracy:

1. Create, name, save, open, and print documents in Microsoft Word.

2. Move around within and between documents.

3. Input text 

4. Revise text using the following features:

a. Change margins and tabs

b. Change line spacing

c. Change page format

d. Spell check

e. Add and delete text

f. Underline

g. Pagination

h. Section/Page breaks

i. Find and replace text

j. Apply document themes

k. Apply page borders

l. Insert and adjust custom tab stops

5. Create headers, footers, and footnotes
6. Create and make changes to tables and text in tables
7. Delete columns in tables, sum columns, etc.
8. Format, autofit, size and move tables
9. Add styles to tables
10. Add research materials for MLA formatting including citations, editing sources, generating a table of contents, an index, and a bibliography, etc.

11. Create, modify, and apply styles
12. Add and format clipart picture to documents
13. Insert digital pictures into a Word document
14. Insert and format shapes in a document
15. Create, insert, and modify document building blocks
16. Use the Help feature to answer questions

Introduction to Spreadsheet Unit (Equivalent to TBE 1703)       

           Upon completion of  this unit, the student will be able to complete the following objectives with at least 70 percent accuracy:

1. Define basic spreadsheet terms and concepts
2. Identify the parts of the Excel window and various menu and dialog box options
3. Start Excel, open a workbook, move around and type entries, save and close the workbook
4. Perform edit functions such as changing data, inserting, deleting columns and rows, and copying, and moving cell contents.
5. Preview a spreadsheet and print it using several print options
6. Use the Help feature to answer questions

7. Use formulas and functions in spreadsheets to perform calculations

a. Use functions (AVG, MAX, MIN, PMT) to perform calculations

b. Use absolute and mixed cell references in a formula

c. Work with Amortization schedules

d. Use the IF function to perform logical tests on data

e. Use goal seeking to answer What If questions

8. Improve the format of a spreadsheet

a. Assign theme, number, and cell styles

b. Adjust column width and row height

c. Add a border or fill color to cells

d. Format column and row headings

e. Set up conditional formatting to format cell contents

9. Practice various time-saving and workbook management devices

a.  Techniques for moving around a spreadsheet

b. Selection methods

c. Formula troubleshooting (Range Finder)
d. Freeze panes

10. Create various charts from spreadsheet data

	TOPICS COVERED
	APPROX. DAYS ALLOTTED

	Introduction to Windows and Graphic Presentations Unit

Introduction to Word Processing Unit

Introduction to Spreadsheet Unit


	5 weeks = approx. 15 hours

5 weeks = approx. 15 hours

5 weeks = approx. 15 hours 


	Textbook: 

Shelly, Gary B.; and Misty E. Vermaat,   Microsoft Office 2010 Custom Textbook, Weber State University, Cengage Learning, Mason Ohio, 2011.  ISBN 111177532X

	PUBLISHER

Course Technology/Thompson Learning

25 Thomas Place

Boston, MA  02210



	ADDITIONAL REFERENCES OR INSTRUCTIONAL MATERIALS

Course Outline from the TBE Web Site or from WebCT Vista 

Internet and computers (PC)



	OUTSIDE STUDENT PROJECTS OR ASSIGNMENTS (OTHER THAN TEXT READING)

Chapter and online assignments

	LIBRARY ASSIGNMENTS



	A-V AIDS USED (O/H PROJECION, FILMS, TAPES, ETC.)

Constant use of PCs



	SPECIAL ACTIVITIES (GUEST SPEAKERS, FIELD TRIPS, ETC.)

None




SPECIAL COMMENTS

This is a hands-on course requiring lab time or time on home computers

