Intro to Computers Syllabus and Curriculum
Instructor Information:

Traci Hedlund
Hope Gospel Mission

traci@solomonlearningcenter.org
715-514-4291*102
Course Description:

This class is open to both residents and the public being assigned to residents on an ‘as needed’ basis. Students are expected to have an eighth grade or higher reading level.
Course Fees:
Tuition $19.00

Materials $9.00
Total $28.00
Materials Needed:

Notebook with pen or pencil for note taking.
Willingness to learn.

Course Objectives:

In a country where there were already more than 3 personal computers for every 4 people five years ago1, and businesses are continually integrating further with them and the online community, knowing how to use them is becoming increasingly important. By the end of this class, students will understand a computer well enough to be able to comfortably and competently use a PC computer for fundamental tasks. 

Course Schedule:

Jan 31st, 2012 1PM – 6PM
Schedule is tentative and may change due to scheduling conflicts or student numbers.  If you are signed up for this class you will be notified of any changes.

Grading:

This class will be delivered in a seminar format with no formal grading. A certificate of attendance will be given at the end of the class.
1 Statistics from nationmaster.com.
Course Policies:

Cheating is not tolerated.  Any student caught cheating will be dismissed from the class and will receive no credit.  It is expected that the student is there to learn and cheating makes it clear that the student is interested in taking shortcuts instead of getting the most out of the class.  

Cell phones are not allowed in the classroom for this course.

Attendance is mandatory.  Students are expected to review their schedule prior to signing up and schedule any appointments that may come up around this schedule.  If an absence is unavoidable, they should call as soon as possible to reschedule the class date.  Anything more than 10 minutes late will be considered an absence, less than 10 minutes will be a tardy.  Tardiness will need to be discussed with the instructor.

School Policies:

See student handbook
Other Information:

Tutors are available during the week for those needing additional help for this class.  Please ask the instructor for an availability schedule if needed.

Curriculum and Outline:
Unit 1


Unit title and summary:
Introduction to Computers
1. Getting Started

a. Hardware Introduction

i. CPU

ii. Monitor

iii. Keyboard

iv. Mouse

v. Other Optional Hardware Mention

vi. Turning it on

vii. Logging in

b. Software Introduction

i. Understanding Software

ii. What’s Available

iii. Finding What you Need

c. Operating System Intro

i. Mac vs. PC

ii. Windows

1. XP

2. Vista

3. 7

d. Preventing Physical Damage

i. Common Problems

ii. Correct Posture

iii. Taking Breaks

iv. Addiction Awareness

e. Using the Mouse

i. Plugging it in

ii. Optical vs. Roller Ball

iii. Left Click

iv. Right Click

v. Optional Buttons

f. The Desktop

i. Start menu

ii. Search

iii. Scrolling

iv. Starting a Program

v. Resizing a Window

vi. Closing a Program

vii. Installing and Uninstalling an Application
g. Working with Files and Folders

i. Creating  a Folder

ii. Renaming a Folder

iii. Moving a Folder

iv. Deleting a Folder

v. Creating a File

vi. Renaming a File

vii. Moving a File

viii. Deleting a File

h. Optional Hardware Introduction

i. Printers

ii. Speakers

iii. Scanners

i. Troubleshooting

i. Check your connections

ii. Restart the program

iii. Restart the computer

iv. Refresh the modem

2. Using Basic Software

a. Word Processer

i. Creating a Letter

ii. Saving

iii. Finding and revising

iv. Printing

b. Spreadsheets

i. Creating a budget

ii. Saving

iii. Finding and revising

iv. Printing

c. Calculator

i. Using with the Number-pad

In this unit the student will be taught:

The fundamental concepts of how to use and navigate a computer along with the basic software.

After this unit the student should be able to:

Explain how to start up a computer; create, find, move and manipulate files; create, find, move and manipulate folders; and work with basic software.

The student will demonstrate their knowledge by:

The student will actively participate during class.
Unit 2


Unit title and summary:

More Applications

1. Recreation

a. Working with Pictures and Movies

i. Uploading from a digital camera

ii. Finding a picture/movie

iii. Viewing a picture/movie

iv. Editing a picture/movie

v. Making a DVD

b. Listening to Music

i. Setting up Speakers

ii. Adjusting Volume

iii. Ripping a CD

iv. Playing Music

v. Burning a CD

c. Playing Games

i. Windows Games

ii. Games from Software

iii. Games Online

2. The Internet

a. The Basics

i. What is it?

ii. How do you connect?

iii. Opening a Browser

b. Using the Browser

i. How to Search

ii. What is surfing?

iii. Adding a Favorite

iv. Download a File

v. Printing a Web Page

vi. The Dreaded Pop-Up Window

c. Using Email

i. Choosing and setting up an e-mail account

ii. Reading an email

iii. Sending an email

iv. Attachments

v. Organizing emails with folders

vi. Managing multiple email accounts.

d. The Online Community

i. Intro to Discussion boards

ii. Chat Rooms

iii. Networking

iv. Blogs

v. Gaming with others.

3. Computer Maintenance

a. Protecting Your Computer and Yourself

i. Security Options

1. The Firewall

2. Available Software

ii. Running a Scan

iii. What you Shouldn’t Share

iv. Creating Backups

v. System Restore

vi. Preventing Identity Theft

b. Preventative Care

i. Defragmentation

ii. Freeing up Disk Space

iii. Deleting Cookies and Temporary Files

iv. Allowing Cool Downs

v. Dusting


In this unit the student will be taught:
The fundamental concepts of the recreational aspects of a computer, how to use the internet, and the basics of computer maintenance.

After this unit the student should be able to:
Use a computer to play a game, video, or song; navigate the internet to send an e-mail; and explain what they can do to protect their computer and the information on it.

The student will demonstrate their knowledge by:

The student will actively participate during class.
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