Computer Literacy 

CS10001

Fall 2015 T 09:15 – 10:30 PM, Room: MSB 102
Lab Wednesday 162 MSB 09:15 – 10:30 
Instructor
Mazen S. Al-zyoud 

email: 
malzyoud@kent.edu
office:
MSB 357
phone:
330-672-2074 
web:
http://www.cs.kent.edu/~malzyoud/
office hours:   TR 10:45 – 11:45 am or by appointment
Lab Topics 
Module 1 – Using the computer and managing files
· Understanding your pc:  Viewing system information; changing the date, time and volume settings.
·  Using help using the desktop: desktop icons; desktop settings.
·  Using windows: parts of a window, using applications; printing.
· Working with files: Drives, files and folders; using my computer; File management, recycle bin; Finding files; memory and storage; File compression.

Module 2 – Word Processing 
· Starting with Word: Opening, Closing, Creating documents, Moving around
· Text basics: Entering text, Selection, Symbols.
· Editing: Copying and moving, Find and replace, Undo and redo, Bold, italic and underline, Fonts, Text case, Superscript and subscript.

· Changing the layout: Bullets and numbers, Indents, Tabs, Spacing, Page breaks, Headers and footers, Page numbers, Borders and shading.

· Saving shortcuts: Default file location, saving into other file formats.

· Pictures and drawing: Adding, moving, resizing and deleting pictures, charts.

· Printing: Spelling and grammar, Margins, Orientation, Paper size, Print preview, printing multiple copies, printing selected pages.

· Tables: Creating, editing and formatting tables


Module 3 – Spreadsheets 
· Starting Excel: Starting, Closing and opening spreadsheets, Using help
· Creating worksheets: Selecting, Editing, Undo and redo, Using sheets
· Saving: Saving spreadsheets, Saving in other formats
· Editing a spreadsheet: Inserting and deleting cells, Resizing.
· Viewing worksheets: Changing view and zoom
· Formatting cells: Changing colours and borders; Changing number format
· Copying and moving: Copying and moving data and sheets
· Working with data: Using autofill, Find and replace, sorting. 
· Formulae: Entering calculations, Absolute and mixed cell references.
· Functions: Sum, Average, Minimum, Maximum, Count, If functions, Round.
· Charts: Creating and editing charts.
· Printing: print preview, headers and footers, page Setup, print options.
Module 4 – Databases 
· Understanding Databases: key Concepts; database organizations.
· Using Access: Common tasks.
· Tables: records, design.
· Retrieving Information: Main Operations; Queries.
·  Forms.
·  Reports.
Module 5 – Presentations 
· Using PowerPoint: Working with Presentations; Enhancing Productivity.
· Developing a Presentation: Views; Slides; Master Slide.
· Text: Formatting; Lists; Tables.
· Charts: Using Charts; Organizational Charts.
· Graphical Objects: Insert, Manipulate; Drawing.
Module 6 – Web Browsing and Communication/Using the Internet & Email
· Using the Browser: Basic Browsing; Settings; Navigations.
· Using the Web: Forms; Searching.
· Web Outputs: Saving Files; Prepare and Print.
· Electronic Communication: Concepts/Terms; Security Considerations; e-mail Theory.
· Using e-mail: Sending Receiving; Enhancing Productivity.
