General Education – Computer & Information Literacy                                                                                                                 Page 10
General Education – Computer & Information Literacy                                                                                                                 Page 5

 SEQ CHAPTER \h \r 1
2010-11

GENERAL EDUCATION COURSE PROPOSAL


WEBER STATE UNIVERSITY


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



__X _Part B: Operating Systems, E-mail, and Graphic Presentations



_____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 Microcomputers, Email, Operating Systems, and Electronic Presentations (1) __

Course Number: ___1702_______________________________________


Credit Hours: ___1____

 SEQ CHAPTER \h \r 1Substantive: ______




New: ______


   

Revised: ______ 

Renewal __X___

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

TBE TB1702. Introduction to Microcomputers, Email, Operating Systems, and Electronic Presentations (1) Su, F, Sp
Use of microcomputers and software including basic components: Windows, email, Internet, electronic 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 Microcomputers, Email, Operating Systems, and Electronic Presentations 
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 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.
Core competencies Coverage:

The TBE 1702 course is taught using Microsoft software.  This one-credit-hour course is an individualized course using online teaching format running on the Canvas Learning Management System.  The textbook used is in individualized learning format so there is no lecture with this course.  Each chapter of the text provides step-by-step instructions on performing tasks using Microsoft Windows, using the internet, and creating presentations using PowerPoint and provides practice problems covering those same tasks. Written instructions are given with some assignments in addition to textbook instructions so all objectives of the course are covered. (See course syllabus and course outline for objectives.) 
The individualized material—textbook and online material—covers every concept covered in B1 through B4 above.

Every core competency listed above in B1, B2, B3, and B4 is required in Assignment 6.
	
Operating Systems, E‑mail, and Graphic Presentations Core
Competencies
	Assignment 1
	Assignment 2
	Assignment 3
	Assignment 4
	Assignment 6
	Final Exam

	
	Format storage media
	yes
	
	
	
	
	

	 
	Create folders and subfolders
	yes
	yes
	
	yes
	yes
	yes

	B1
	Name, rename, copy, move, and delete files and folders
	yes
	yes
	
	yes
	yes
	yes

	 B2
	Use of the Internet
	yes
	 
	
	yes
	
	yes

	
	Delete, print, attach files to e‑mail messages
	 yes
	 yes
	
	yes
	
	yes

	 B3
	Send, copy, forward and save e‑mail 
	yes
	yes
	
	yes
	
	yes

	 
	Create slide presentations
	yes
	
	yes
	yes
	yes
	yes

	
	Use design themes
	 
	
	yes
	yes
	yes
	yes

	 
	Create/Modify bulleted lists
	yes
	
	yes
	yes
	yes
	yes

	B4 
	Insert/Modify clipart
	yes
	
	yes 
	yes
	yes
	yes

	
	Insert animated gifs
	
	
	
	yes
	yes
	yes

	 
	Format text
	yes
	
	yes
	yes
	yes
	yes

	 
	Add footers/headers
	yes
	
	yes
	yes
	yes
	yes

	 
	Apply animation effects
	 
	
	 yes  
	yes
	yes
	yes

	
	Modify slide placeholders
	
	
	yes
	yes
	yes
	yes

	
	Format text and spelling
	
	
	yes
	yes
	yes
	yes

	
	Add slides and change slide order
	
	
	
	yes
	yes
	yes


TBE 1702 Course assignments:
Assignment 1 involves the creation of folders and the copying and moving of files into folders, taking a snip of the file contents, attaching a picture of the file contents, and email this information to the instructor as an attachment to an e-mail message.
Assignment 2 requires students to research and then apply various aspects of the Windows platform, such as libraries, peek, gadgets, pin, ready boost, snap, sticky notes, snipping tool, ease of access, aeroshake, speech recognition, touch screens/gestures, problem step recorder.  Through internet research students recommend the best computer to purchase for various computer scenarios.
Assignment 3 creates a brief slide presentation involving the use of clipart as a background, the use of clipart as slide images for decoration, the application of slide footers, and the use of text styles. 
Assignment 4 is the creation of a slide presentation which includes a design theme, varied layout styles, an image with an artistic effect, a video clip styled and edited to display only a portion, an animated gif, an audio clip, a footer, a bulleted list, and a transition applied to each slide.  The presentation is to be posted to a cloud account.
Assignment 5 is a chitester multiple choice, true/false questions assignment covering knowledge of Windows concepts, internet/email concepts, and slide presentation concepts.  The assignment is repeatable so that students can study and redo the assignment until they receive a grade they are satisfied with—many work for 100 percent.

Assignment 6 is the creation of a folder, the creation of a graphic presentation with a theme applied bulleted lists with the application of a custom bullet, application of various layout styles, a trimmed and styled video clip, a clip art image—sized and colored, insertion of word art with gradient fill, slide footers, handout headers and footers, slide transitions. The Windows snip feature is used to screenshot the presentation handouts. 
The final exams are a chitester multiple-choice exam and a production exam.
Attached are copies of the assignment instructions and/or answer keys for  assignments 1, 2, 3, 4 and 6.
Also attached are copies of the Syllabus, the Course Outline, information covering the sampling of pretest given this semester, 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.).

Syllabus and Course Outlines are 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 is a spreadsheet and a chart of calculated Windows and PowerPoint data based on this semesters pretest given to all sections of TBE 1700.  The final exam which covers all competency areas, B1 through B4, 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.



GENERAL EDUCATION COURSE APPROVAL PAGE

Approval Sequence:
________________________________________

Department Chair/Date

_________________________________________

Dean of College/Date

_________________________________________

University Curriculum Committee/Date

Passed by Faculty Senate_____________________________Date

SYLLABUS TBE 1702 ONLINE—FALL 2011
Introduction to Microsoft Windows7, 
Electronic Communication, and PowerPoint 2010
Welcome to Telecommunications & Business Education (TBE) 1702. This class is designed to acquaint students with the basic concepts and functions of the PC. Students will learn how to manage a Windows 7 environment, send and receive e-mail, use the Internet, and learn to create slide-show presentations.
The most popular and widely used operating system used with computers today is Microsoft Windows 7. Windows allows a user to communicate with and control a PC. This course should take approximately 25 hours to complete.
WSU Canvas  (http://canvas.weber.edu) is the system of communication used between instructor and student for this course. WSU Canvas will be used to inform students about the homework assignments and about exams.  WSU Canvas will also be used by students to submit assignments and to correspond with the instructor through WSU Canvas Email.
Objective
At the completion of this section of the course, the student will be able to
· explain the basic parts of a personal computer system; 
· describe personal computer functions; 
· use elementary commands in Windows 7, elements of Windows 7, e-mail, and Internet; 
· show knowledge of computer etiquette and ethics; 
· demonstrate understanding of preventative measures and remedies for computer viruses; 
· use the basic features of a slide-show presentation program.
Windows and Personal Computers: 
Specifically, at the completion of this course, the student will be able to manipulate a personal computer (PC) using Windows 7, E-Mail, Internet Explorer, and Microsoft PowerPoint 2010 to perform the following operations with at least 70 percent accuracy:
· Access Microsoft Windows 7 using menus and icons 
· Close programs 
· Move around in Windows using mouse operations 
· Use dialog boxes, menus, toolbars, and scroll bars 
· Create folders and subfolders 
· Use file management 
· Use Windows Explorer 
· Search, retrieve, and save 
· Recognize basic elements of Windows 7
· Use E-mail 
· Search Internet information 
· Respond to information security issues 
· Use design templates to create slide presentations that include titles, bulleted lists, graphics, animation, outlines, smart tags 
· Modify slide presentations to include adding slides, changing slide order, formatting text, inserting headers and footers, adding animation, checking spelling, applying transitions, saving, viewing, and printing
Supplies            A storage device:  jump drive.
Text: 
Shelly, Gary B.; Misty E. Vermaat,   Microsoft Office 2010 Custom Textbook, Weber State University, Boston: Cengage Learning, a Division of Thomson Learning, 2010.      ISBN 111177532X 
Software Requirements:
All materials for this course are written for Microsoft Windows 7 and Microsoft Office PowerPoint 2010. Tests will be administered on computers using this operating system and software. As on online student, please check with your proctor NOW, to make sure the Microsoft PowerPoint 2010 software is available. You cannot complete this course if you do not have access to this software.

Deadlines:
Any assignment or exam can be submitted or taken on, or prior to, the deadline date. Pay close attention to the deadlines on WSU Canvas for each assignment.  In addition, you also have the following deadlines:

	WPP1 Email Assignment Due:
	September 28

	WPP2 Comp Purchase Assignment Due:
	October 5

	WPP3 PowerPoint #1
	October 7

	WPP4 PowerPoint #2
	October 12

	WPP5 Practice Production Test
	October 19

	WPP6 Practice Chitester Exam
	October 25

	CHI EXAM Final Chitester Exam: 
	October 26 

	PRO EXAM Production Exam:
	October 26


Any assignments or exams taken after the deadlines will result in a 10% reduction in grade.  Late assignments and exams must be completed by October 26.  After October 26, any incomplete assignments or exams will receive a zero grade.

Grading
Grading will be according to the standards established for lab classes at WSU in the TBE Department

100-95 = A         86 - 83 = B            76 - 73 = C             66 - 63 = D
94 - 90 = A-        82 - 80 = B-           72 - 70 = C-           62 - 60 = D-
89 - 87 = B+       79 - 77 = C+          69 - 67 = D+      
Grades will be assigned according to the following percentages:

· Homework (6 assignments) 20% 

· Written Exam (Chitester) 20% 

· Production Exam 60% 

Incomplete grades will not be granted unless you have shown satisfactory progress, and you have extenuating circumstances.

Getting Started
This course covers Essential Introduction to Computers, Introduction to Microsoft Windows 7 and Microsoft Office 2010, and  PowerPoint Chapters 1, 2 and 3 of the text.

Note that the objectives for each chapter are listed on the opening page of the chapter. Work through the remaining pages of the chapter at a computer following the instructions provided in the textbook.

Read the entire chapter and work through the steps carefully making sure all skills, procedures, and commands are understood clearly. There is a great deal of information on the pages of each chapter. 
Assignments
Hand in homework before each deadline.  You will find the deadlines listed with each assignment.   Any exams or homework handed in late will be reduced by 10% of the possible grade for that assignment.   Read and complete the chapters in the text that correspond to the homework assignments.

You have six homework assignments for this course.  Instructions are listed on WSU Canvas under each specified assignment.  The six assignments are:

1. Communication--Email and File Structure
2. Computer Purchase Scenarios (Read Essential Introduction to Computers and Windows Chapter, look up Windows 7 information on the Microsoft site)
3. PowerPoint Project 1 (Read and complete the chapter parts for PowerPoint Chapters 1 and 2)

4. PowerPoint Project 2 (Read and complete the chapter parts for PowerPoint Chapter 3)
5. Practice Chitester Test
6. Practice Production Test

The detailed instructions for each assignment are in the Assignments container on WSU Canvas.  Submit assignments as you complete them through WSU Canvas (http://canvas.weber.edu). These assignments combined are 20% of final grade.
Exams
Your final exams (Production and Chitester) may be taken only once.

Production Exam (60% of grade)—You will be allowed 50 minutes for this exam. It is very similar to the Practice Production Exam that you should have completed as a homework assignment. 

Chitester Exam (20% of grade)—The test consists of 40 multiple-choice questions on the exam. 
E-Mail
You will need to have an e-mail account for this course. Your instructor may contact you via WSU Canvas e-mail with concerns. You may use it to contact your instructor at any time. All students attending WSU get a free e-mail account through a system called Wildcat Mail. Even if you have an e-mail account through an on-line service, you should activate your WSU account. For this course, use the WSU Canvas email.  For one of the assignments, you are asked to obtain a cloud computing account through Windows Live.com.  Steps for establishing this account are described in the appendix at the end of the textbook.
This course must be completed within the semester enro
TELECOMMUNICATIONS & BUSINESS EDUCATION DEPARTMENT

COLLEGE OF APPLIED SCIENCE AND TECHNOLOGY

WEBER STATE UNIVERSITY

COURSE OUTLINE

	COURSE

TBE TB1702


	COURSE TITLE

Introduction to Microcomputers, E-mail, Operating Systems, and Graphic Presentations.
	LECTURE HRS.

PER WEEK

0
	LAB OR DISC. HRS PER WEEK

2 or total of 30 hours
	CREDIT HRS.

1 Semester Credit

	PREREQUISITES

Keyboarding at 25 words per minute recommended
	OUTLINE PREPARED BY

Joyce Porter
	DATE OF PREPARATION

14 September 2011

	COURSE DESCRIPTION

TBE TB1702.  Introduction to Microcomputers, Operating Systems, and Graphic Presentations. (1)
Use of microcomputers and software including basic components of Windows, e-mail, Internet, electronic presentations, information security, ethics, and international issues.  Keyboarding 25 wpm recommended.

	COURSE OBJECTIVES

     At the completion of this course, the student will be able to manipulate a personal computer using an operating system and electronic presentation software to perform the following operations 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 lists

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



	TOPICS COVERED
	APPROX. DAYS ALLOTTED

	See Objective above
	Approximately 30 hours

	Textbook:

 Shelly, Gary B.; Misty E. Vermaat,   Microsoft Office 2010 Custom Textbook, Weber State University, Boston: Cengage Learning, a Division of Thomson Learning, 2011.      ISBN 111177532X 
	PUBLISHER


Cengage Learning

5191 Natorp Boulevard

Mason, OH  45040



	ADDITIONAL REFERENCES OR INSTRUCTIONAL MATERIALS

Must provide storage medium

	OUTSIDE STUDENT PROJECTS OR ASSIGNMENTS (OTHER THAN TEXT READING)

End-of-chapter and online assignments

	LIBRARY ASSIGNMENTS



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

Constant use of personal computers and software

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

Course taught using WebCT, Vista, whether taken as an online course or as an individualized course.


SPECIAL COMMENTS

This course is a 5-week course.

Grading comes from five assignments and two tests (written test [Chitester] and a production test).

