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COURSE DESCRIPTION

An intensive, introductory course in computers for Information Systems/Programming or Data Communications majors only. Topics to be addressed include current operating systems, database system, word processing and electronic spreadsheet application programs. Outside lab time will be required for class assignments.

COURSE/DEPARTMENTAL OBJECTIVES

The student will:

· Become comfortable working in the Windows 2000/XP environment

· Learn to work with files and directories using both My Computer and Windows Explorer

· Learn how to change basic settings in the Windows environment

· Understand microcomputer applications and their productive uses

· Acquire basic application software skills in Microsoft Office XP (Word, Excel, and Access) 

· Learn essential DOS commands

COURSE/INSTITUTIONAL OBJECTIVES

This course will fulfill the following institutional goals:

· To promote traditional study of liberal arts and sciences and foster programs with promote academic excellence and a high level of scholarship; 

· To enhance critical thinking and foster communication skills; 

· To promote development of student’s analytical and quantitative competencies and to foster their ability to succeed in a technological society; 

· To further the professional career interests and aspirations of students in a broad range of liberal arts, pre-professional and professional studies.

COURSE CONTENT

Microsoft Windows XP and DOS operating systems

· Working with Files

· Organizing Files with Windows Explorer

· Personalizing Your Windows Environment

· Searching for Information

· Basic DOS commands
Microsoft Word 2002

· Creating and Editing a Word Document

· Creating a Research Paper

· Creating a Resume Using a Wizard and a Cover Letter with a Table Microsoft Excel 2002

Microsoft Excel 2002

· Creating a Worksheet and Embedded Chart

· Formulas, Functions, Formatting, and Web Queries

· What-If Analysis, Charting, and Working with Large Worksheets

\

Microsoft Access 2002
· Creating a Database Using Design and Datasheet Views

· Querying a Database Using the Select Query Window

· Maintaining a Database Using the Design and Update Features of Access

HARDWARE/SOFTWARE/MATERIALS REQUIREMENTS

· Large screen monitor or projector

· Microsoft Windows XP

· Microsoft Word 2002

· Microsoft Excel 2002

· Microsoft Access 2002
· DOS command window

COURSE REQUIREMENTS

· 2 exams given during the semester

· Cumulative final exam

· Homework assignments

· Hands-on lab exercises

GRADING POLICY

· Students must take two exams in addition to the final exam

· Students must complete all assigned lab projects.

· Students must complete designated homework assignments

· Cumulative final exam must be given at least a 33% weight in the student's semester grade.

METHODOLOGY

Lectures should be enhanced using the following teaching tools: textbook, handouts, large screen monitor, and white board.  Each lecture should use a minimum of two of the above to clearly communicate information.  When using the large screen monitor to review a software application, also use the white board to emphasize any commands that are introduced or reviewed.  Oral lecturing exclusively without handouts, reference to the textbook, or use of the whiteboard; is deemed insufficient.  Students must be required to complete exercises using each of the applications they have learned.

COURSE TEXTS

Both books are available together as a bundle from Barnes and Noble in Manhattan and coursedirect.com/touro.  The ISBN for the bundle is 0-619-24915-3.

Title:
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Author:
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Instructor's Resource Kit
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CHAPTER ANALYSIS

New Perspectives on Microsoft Windows XP Introductory

	TOPIC
	NOTES

	Tutorial 1
	

	What is an Operating System?

The Windows XP Desktop

Using a Pointing Device such as a Mouse or Trackball

Multitasking: Running Multiple Programs and Switching Among Them

Shutting Down Windows XP

What's in a Window?

Using Program Menus, Toolbars and Dialog Boxes

Getting Help in Windows XP
	The topic of using a mouse and keyboard is also covered in GCO103.

Students that have never used a mouse should practice with the interactive Lab that accompanies the text.

The Windows XP interface is also covered briefly in GCO103.

	Tutorial 2
	

	What is a File?

Entering Text into a Document

Saving Files

Opening Files

My Computer

Working with Folders and Directories
	The concept of formatting is also covered in GCO103.

Students should be encouraged or required to complete the interactive Saving a File Lab that accompanies the text.

The instructions in the book to make a student disk can only be followed if the program is installed.  The lab technician should be asked to make the student data files available on the server.

Students should be told that they are not allowed to delete files on the hard drive.

	Tutorial 3
	

	What is Windows Explorer?

How is Windows Explorer Different from My Computer?

The Windows Explorer Window

The Explorer Bar

The Folders Pane

Selecting Folders and Files

The Plus and Minus Boxes

Creating Folders in the Correct Location

The Right Pane of Windows Explorer

The Favorites Pane

The Media Pane

The History Pane

The Search Companion Pane

Using the Quick Format Option
	The instructions in the book to make a student disk can only be followed if the program is installed. The lab technician should be asked to make the student data files available on the server.

The section on “Printing the Exploring Window” can be skipped in order to save time.

Network security may prevent students from creating folders and copying files to the hard drive.

	Tutorial 4
	

	Docucentric Desktops

Document Icons versus Shortcut Icons

Deleting Icons from the Desktop

Uses of LOG Files

More About Shortcuts

Creating a Shortcut to a Drive or Printer

Introducing the Control Panel 

Customizing the Desktop

Screen Saver Options

Changing the Display Settings

What's a Toolbar; What's a Taskbar?

Customizing the Taskbar

How to Design an Efficient Toolbar

Creating Custom Toolbars

Customizing the Start Menu
	The section on “Creating a LOG File” can be skipped in order to save time.

Network security may prevent students from creating shortcuts on the Desktop.

Students should become familiar with the Control Panel options mentioned but should not have to go through or memorize the exact steps given in the text.

	Creating Shortcuts to Objects
	

	Deleting Shortcut Icons
	


Notes for New Perspectives on Microsoft Windows XP Introductory:

Tutorial 5 can be skipped entirely.  Although it is not covered in the Introductory textbook, the topic of finding files and folders must be covered thoroughly.  Sessions 6.1 and 6.2 in the New Perspectives on Microsoft Windows XP Comprehensive textbook can be used to prepare for this lesson.

Microsoft Office XP Introductory Concepts and Techniques

	Topic
	Page

	Word - Project One
	WD 1.06

	Starting and customizing Word
	WD 1.07

	The Word window
	WD 1.12

	
Document window
	WD 1.12

	

Insertion point
	WD 1.13

	

End mark
	WD 1.13

	

Mouse pointer
	WD 1.13

	

Rulers
	WD 1.13

	

Scroll bars
	WD 1.13

	

Status bar
	WD 1.13

	
Menu bar and toolbars
	WD 1.14

	

Menu bar
	WD 1.14

	

Toolbars
	WD 1.15

	
Resetting menus and toolbars
	WD 1.17

	
Speech recognition and handwriting recognition
	WD 1.17

	
Zooming page width
	WD 1.18

	Changing the default font size
	WD 1.19

	Entering text
	WD 1.21

	
Entering blank lines into a document
	WD 1.23

	
Displaying formatting marks
	WD 1.23

	
Entering more text
	WD 1.24

	
Using wordwrap 
	WD 1.25

	
Entering text that scrolls the document window
	WD 1.26

	
Checking spelling as you type
	WD 1.27

	Saving a document
	WD 1.29

	Formatting paragraphs and characters in a document
	WD 1.32

	
Selecting and formatting paragraphs and characters
	WD 1.33

	
Selecting multiple paragraphs
	WD 1.33

	
Changing the font size of selected text
	WD 1.34

	
Changing the font of selected text
	WD 1.36

	
Right-align a paragraph
	WD 1.36

	
Center a paragraph
	WD 1.38

	
Undoing commands or actions
	WD 1.38

	
Selecting a line and formatting it
	WD 1.39

	
Italicize selected text
	WD 1.41

	
Scrolling
	WD 1.41

	
Selecting a word
	WD 1.42

	
Underlining selected text
	WD 1.43

	
Selecting a group of words
	WD 1.44

	
Bold selected text
	WD 1.44

	Inserting clip art into a Word document
	WD 1.46

	
Inserting clip art
	WD 1.46

	
Resizing a graphic
	WD 1.50

	Saving an existing document with the same file name
	WD 1.53

	Printing a document
	WD 1.54

	Quitting Word
	WD 1.55

	Opening a document
	WD 1.55

	Correcting errors
	WD 1.57

	
Types of changes made to documents
	WD 1.57

	

Additions
	WD 1.57

	

Deletions
	WD 1.57

	

Modifications
	WD 1.57

	
Inserting text into an existing document
	WD 1.58

	
Deleting text from an existing document
	WD 1.58

	
Closing the entire document
	WD 1.58

	Word Help System
	WD 1.59

	
Obtaining Help using the Ask a Question box on the menu bar
	WD 1.59

	Word - Project Two
	WD 2.04

	
MLA documentation style
	WD 2.06

	
Starting Word
	WD 2.06

	
Resetting menus and toolbars
	WD 2.07

	
Displaying formatting marks
	WD 2.07

	Changing the margins
	WD 2.07

	
Zooming page width
	WD 2.09

	Adjusting line spacing
	WD 2.10

	Using a header to number pages
	WD 2.11

	
Headers and footers
	WD 2.11

	
Entering text using Click and Type
	WD 2.13

	
Entering a page number into the header
	WD 2.14

	Typing the body of the research paper
	WD 2.15

	
Applying formatting using shortcut keys
	WD 2.16

	
Saving the research paper
	WD 2.18

	
Indenting paragraphs
	WD 2.18

	
Using Word’s AutoCorrect feature
	WD 2.20

	
Adding footnotes
	WD 2.24

	
Modifying a style
	WD 2.27

	
Using word count
	WD 2.32

	
Automatic page breaks
	WD 2.33

	
Recounting words in a document
	WD 2.34

	Creating an alphabetical works cited page
	WD 2.34

	
Manual page breaks
	WD 2.35

	
Centering the title of the works cited page
	WD 2.36

	
Creating a hanging indent
	WD 2.36

	
Inserting arrows, faces, and other symbols automatically
	WD 2.38

	
Creating a hyperlink
	WD 2.39

	
Sorting paragraphs
	WD 2.41

	Proofing and revising the research paper
	WD 2.42

	
Going to a specific location in a document
	WD 2.42

	
Moving text
	WD 2.44

	
Smart tags
	WD 2.47

	
Finding and replacing text
	WD 2.48

	
Finding text
	WD 2.49

	
Finding a synonym
	WD 2.50

	
Checking spelling and grammar at once
	WD 2.50

	
Saving again and printing the document
	WD 2.52

	Navigating to a hyperlink
	WD 2.53

	E-mailing a copy of the research paper
	WD 2.54

	Word - Project Three
	WD 3.05

	
Starting Word
	WD 3.06

	
Resetting menus and toolbars
	WD 3.07

	
Displaying formatting marks
	WD 3.07

	Using Word’s Resume Wizard to create a resume
	WD 3.08

	Personalizing the resume
	WD 3.16

	
Tables
	WD 3.16

	
Zooming text width
	WD 3.17

	
Styles
	WD 3.18

	
Selecting and replacing text
	WD 3.19

	
Entering a line break
	WD 3.21

	
AutoFormat As You Type
	WD 3.22

	
Viewing and printing the resume in print preview
	WD 3.25

	
Saving the resume
	WD 3.26

	Creating a letterhead
	WD 3.27

	
Opening a new document window
	WD 3.27

	
Adding color to characters
	WD 3.28

	
Setting tab stops using the Tabs dialog box
	WD 3.30

	
Collecting and pasting
	WD 3.32

	
Adding a bottom border to a paragraph
	WD 3.37

	
Clearing formatting
	WD 3.38

	Creating a cover letter
	WD 3.41

	
Components of a business letter
	WD 3.41

	
Saving the cover letter with a new file name 
	WD 3.41

	
Setting tab stops using the ruler 
	WD 3.42

	
Inserting the current date into a document
	WD 3.43

	
Creating an AutoText entry
	WD 3.44

	
Entering a nonbreaking space
	WD 3.46

	
Inserting an AutoText entry
	WD 3.47

	
Creating a table with the Insert Table button
	WD 3.49

	
Entering data into a Word table
	WD 3.50

	
Resizing table columns
	WD 3.51

	
Changing the table alignment
	WD 3.53

	
Bulleting a list
	WD 3.54

	
Saving again and printing the cover letter
	WD 3.57

	Addressing and printing envelopes and mailing labels
	WD 3.57

	Smart tags
	WD 3.58

	Excel - Project One
	E 1.06

	Starting and customizing Excel
	E 1.07

	The Excel worksheet
	E 1.10

	
The worksheet
	E 1.11

	Worksheet window
	E 1.12

	
Menu bar
	E 1.12

	
Standard toolbar and Formatting toolbar
	E 1.13

	
Formula bar
	E 1.15

	
Status bar
	E 1.15

	Speech recognition and speech playback
	E 1.16

	Selecting a cell
	E 1.16

	Entering text
	E 1.16

	
Entering the worksheet titles
	E 1.17

	
Correcting a mistake while typing
	E 1.19

	
AutoCorrect
	E 1.19

	
Entering column titles
	E 1.19

	
Entering row titles
	E 1.20

	Entering numbers
	E 1.21

	Calculating a sum
	E 1.23

	Using the fill handle to copy a cell to adjacent cells
	E 1.24

	
Determining row totals
	E 1.26

	Formatting the worksheet
	E 1.28

	
Fonts, font color, font size, and font style
	E 1.29

	
Bolding a cell
	E 1.29

	
Increasing the font size
	E 1.29

	
Changing the font color of a cell
	E 1.30

	
Centering the worksheet title across columns
	E 1.31

	
Formatting the worksheet subtitle
	E 1. 32

	
Using AutoFormat to format the body of a worksheet
	E 1.33

	Using the Name box to select a cell
	E 1.35

	Adding a 3-D Column chart to the worksheet
	E 1.37

	Saving a workbook
	E 1.40

	Printing a worksheet
	E 1.44

	Quitting Excel
	E 1.45

	Starting Excel and opening a workbook
	E 1.46

	AutoCalculate
	E 1.47

	Correcting errors
	E 1.49

	
Correcting errors while you are typing data into a cell
	E 1.49

	
In-cell editing
	E 1.49

	
Undoing the last entry
	E 1.50

	
Clearing a cell or range of cells
	E 1.51

	
Clearing the entire worksheet
	E 1.51

	Excel Help system
	E 1.52

	
Obtaining Help using the Ask a Question box on the menu bar
	E 1.52

	
Quitting Excel
	E 1.54

	Excel - Project Two
	E 2.04

	
Starting and customizing Excel
	E 2.06

	Entering the titles and numbers into the worksheet
	E 2.07

	Entering formulas
	E 2.09

	
Order of operations
	E 2.10

	
Entering formulas using Point mode
	E 2.11

	
Copying the formulas using the fill handle
	E 2.13

	
Smart tags
	E 2.15

	
Determining the totals using the AutoSum button
	E 2.15

	
Determining the total percent gain/loss
	E 2.16

	Using the AVERAGE, MAX, and MIN functions
	E 2.16

	
Determining the average of a range of numbers
	E 2.17

	
Determining the highest number in a range of numbers
	E 2.18

	
Determining the lowest number in a range of numbers
	E 2.20

	
Copying the AVERAGE, MAX, and MIN functions
	E 2.23

	
Saving the workbook
	E 2.24

	Verifying formulas using Range Finder
	E 2.25

	Formatting the worksheet
	E 2.26

	
Changing the font and centering the worksheet title
	E 2.27

	
Changing the worksheet title background and font colors and applying an outline border
	E 2.30

	
Applying formats to column titles
	E 2.31

	
Centering the stock symbols and formatting the dates and numbers in the worksheet
	E 2.32

	
Formatting numbers using the Formatting toolbar
	E 2.33

	
Underlining the row above the title row and bolding the total row titles
	E 2.36

	
Formatting numbers using the Format Cells command on the shortcut menu
	E 2.36

	
Formatting numbers using the Percent Style button and Increase Decimal button
	E 2.39

	
Conditional formatting
	E 2.40

	
Changing the widths of columns and heights of rows
	E 2.43

	
Changing the widths of columns
	E 2.43

	
Changing the heights of rows
	E 2.46

	Checking spelling
	E 2.48

	Saving a workbook a second time using the same file name
	E 2.50

	Previewing and printing the worksheet
	E 2.51

	
Printing a section of the worksheet
	E 2.54

	Displaying and printing the formulas version of the worksheet
	E 2.56

	
Changing the Print Scaling option back to 100%
	E 2.57

	Importing external data from a Web source using a Web query
	E 2.58

	Changing the sheet names
	E 2.62

	E-mailing a workbook from within Excel
	E 2.63

	Quitting Excel and saving the workbook
	E 2.64

	Excel - Project Three
	E 3.06

	
Starting and customizing Excel
	E 3.06

	
Changing the font of the entire worksheet to bold
	E 3.07

	
Entering the worksheet titles
	E 3.07

	Rotating text and using the fill handle to create a series
	E 3.08

	Copying a cell’s format using the Format Painter button
	E 3.11

	
Increasing the column widths and entering row titles
	E 3.12

	Copying a range of cells to a nonadjacent destination area
	E 3.13

	
Using drag and drop to move or copy cells
	E 3.16

	Inserting and deleting cells in a worksheet
	E 3.16

	
Inserting rows
	E 3.16

	
Inserting columns
	E 3.18

	
Inserting individual cells or a range of cells
	E 3.18

	
Deleting columns and rows
	E 3.18

	
Deleting individual cells or a range of cells
	E 3.18

	Entering numbers with a format symbol
	E 3.19

	
Saving the workbook
	E 3.19

	Freezing worksheet titles
	E 3.20

	
Entering the projected revenue
	E 3.21

	Displaying the system date
	E 3.22

	Absolute versus relative addressing
	E 3.25

	
Entering a formula containing absolute cell references
	E 3.26

	Making decisions – the IF function
	E 3.27

	
Entering the remaining projected expense and net income formulas for January
	E 3.29

	
Copying the projected January expenses and net income formulas to the other months
	E 3.30

	
Determining the projected total expenses by category and total net income
	E 3.31

	
Unfreezing worksheet titles and saving the workbook
	E 3.31

	Formatting the worksheet
	E 3.32

	
Formatting the numbers
	E 3.33

	
Formatting the worksheet titles
	E 3.35

	
Displaying the Drawing toolbar
	E 3.37

	
Moving and docking a toolbar
	E 3.38

	
Adding a drop shadow to the title area
	E 3.39

	
Formatting the category row titles and net income row
	E 3.40

	
Formatting the Assumptions table
	E 3.42

	
Hiding the Drawing toolbar and saving the workbook
	E 3.43

	Adding a 3-D Pie chart to the workbook
	E 3.43

	
Drawing a 3-D Pie chart on a separate chart sheet
	E 3.44

	
Formatting the chart title and data labels
	E 3.48

	
Changing the colors of the slices
	E 3.49

	
Exploding the 3-D Pie chart
	E 3.51

	
Rotating and tilting the 3-D Pie chart
	E 3.51

	
Adding leader lines to the data labels
	E 3.53

	Renaming and reordering the sheets and coloring their tabs
	E 3.54

	Checking spelling, saving, previewing, and printing the workbook
	E 3.56

	
Checking spelling in multiple sheets
	E 3.56

	
Previewing and printing the workbook
	E 3.56

	Changing the view of the worksheet
	E 3.58

	
Shrinking and magnifying the view of a worksheet or chart
	E 3.58

	
Splitting the window into panes
	E 3.59

	What-if analysis
	E 3.61

	
Goal seeking
	E 3.63

	
Quitting Excel
	E 3.65

	Access - Project One
	A 1.06

	Starting Access
	A 1.08

	Speech recognition
	A 1.10

	Creating a new database
	A 1.11

	The Access desktop and the Database window
	A 1.13

	Creating a table
	A 1.13

	
Defining the fields
	A 1.16

	
Correcting errors in the structure
	A 1.19

	Saving and closing a table
	A 1.20

	Adding records to a table
	A 1.21

	Closing a table and database
	A 1.24

	Opening a database
	A 1.25

	Adding additional records
	A 1.26

	
Correcting errors in the data
	A 1.28

	Previewing and printing the contents of a table
	A 1.28

	Creating additional tables
	A 1.32

	
Adding records to the additional table
	A 1.34

	Using a form to view data
	A 1.34

	
Creating a form
	A 1.35

	
Closing and saving the form
	A 1.36

	
Opening the saved form
	A 1.37

	
Using the form
	A 1.38

	
Switching between Form view and Datasheet view
	A 1.39

	Creating a report
	A 1.40

	
Selecting the fields for the report
	A 1.42

	
Completing the report
	A 1.43

	
Printing the report
	A 1.46

	Closing the database
	A 1.47

	Access Help system
	A 1.47

	
Obtaining Help using the Ask a Question box on the menu bar
	A 1.47

	Quitting Access
	A 1.49

	Designing a database
	A 1.49

	Access - Project Two
	A 2.04

	
Opening the database
	A 2.06

	Creating a new query
	A 2.06

	
Using the Select Query window
	A 2.09

	
Displaying selected fields in a query
	A 2.09

	
Running a query
	A 2.11

	
Printing the results of a query
	A 2.11

	
Returning to the select query window
	A 2.12

	
Closing a query
	A 2.12

	Including all fields in a query
	A 2.14

	Clearing the design grid
	A 2.15

	Entering criteria
	A 2.16

	
Using text data in criteria
	A 2.16

	
Using wildcards
	A 2.17

	
Criteria for a field not in the result
	A 2.18

	
Using numeric data in criteria
	A 2.20

	
Using comparison operators
	A 2.21

	Using compound criteria
	A 2.22

	
Using AND criteria
	A 2.22

	
Using OR criteria
	A 2.23

	Sorting data in a query
	A 2.24

	
Omitting duplicates
	A 2.26

	
Sorting on multiple keys
	A 2.27

	Joining tables
	A 2.29

	
Restricting records in a join
	A 2.32

	Using calculate fields in a query
	A 2.33

	Calculating statistics
	A 2.36

	
Using criteria in calculating statistics
	A 2.38

	
Grouping
	A 2.40

	Saving a query
	A 2.41

	Closing a database
	A 2.42

	Access - Project Three
	A 3.04

	Opening the database
	A 3.05

	Adding, changing, and deleting
	A 3.06

	
Adding records
	A 3.06

	
Searching for a record
	A 3.08

	
Changing the contents of a record
	A 3.10

	
Switching between views
	A 3.10

	
Filtering records
	A 3.12

	
Deleting records
	A 3.14

	Changing the structure
	A 3.15

	
Changing the size of a field
	A 3.15

	
Adding a new field
	A 3.17

	
Deleting a field
	A 3.19

	
Updating the restructured database
	A 3.19

	
Resizing columns
	A 3.20

	Using an update query
	A 3.22

	
Using a delete query
	A 3.25

	Creating validation rules
	A 3.27

	
Specifying a required field
	A 3.27

	
Specifying a range
	A 3.29

	
Specifying a default value
	A 3.29

	
Specifying a collection of legal values
	A 3.30

	
Using a format
	A 3.31

	
Saving rules, values, and formats
	A 3.32

	
Updating a table that contains validation rules
	A 3.33

	
Making individual changes to a field
	A 3.35

	Specifying referential integrity
	A 3.36

	
Using subdatasheets
	A 3.39

	Ordering records
	A 3.40

	
Ordering records on multiple fields
	A 3.41

	Creating and using indexes
	A 3.43

	
How does Access use an index?
	A 3.45

	
When should you create an index?
	A 3.45

	
Creating single-field indexes
	A 3.46

	
Creating multiple-field indexes
	A 3.46

	Closing the database
	A 3.48


Notes for Microsoft Office XP Introductory Concepts and Techniques:

Students should be assigned each chapter and at least two exercises from the end of the chapter.  In most cases, two out of three of the “In The Lab” exercises can be selected.  

REQUIRED DOS COMMANDS: dir, type, copy, del, move, ren, cd, md, rd

Note:  The students do not have to purchase a textbook for this part of the course.  Instructors can use New Perspectives on Microsoft Windows 2000 MS-DOS Command Line Brief to prepare their lessons.  The table below contains a list of topics covered in this text with a brief description of which commands students are responsible for.
	TOPIC
	PG.
	NOTES

	Tutorial 1
	
	

	The Role and Importance of Operating System Software
	4
	Most of the topics in this tutorial have already been covered in the Computer Concepts textbook.

	PC Operating Systems
	7
	

	
The DOS Operating System
	7
	

	
UNIX, Linux, and GNU
	8
	

	
The Windows Operating Environment
	9
	

	
The Windows 95 and Windows XP Operating Systems
	10
	

	
The Windows NT Workstation 4.0 Operating System
	16
	

	
The Windows 2000 Professional Operating System
	16
	

	The Importance of the Command Line
	18
	Reasons for learning DOS should be discussed.

	Starting Windows 2000
	21
	

	Opening a Command Line Session
	24
	

	
Using Windows 2000 Commands
	26
	

	
Customizing the Command Prompt Window
	27
	

	
Displaying the Windows 2000 Version
	30
	

	
Changing the Date and Time
	31
	

	
Clearing the Screen
	34
	

	
Formatting Diskettes
	35
	

	
Copying a Disk
	39
	

	
Using the Help Switch
	40
	

	
Closing the Command Prompt Window
	43
	

	Tutorial 2
	
	

	Using the Command History
	52
	

	Displaying a Directory Listing
	53
	The dir command should be covered thoroughly, however, students should not have to memorize all of the switches.

	
Listing a Directory of the Default Drive
	53
	

	
Listing a Directory of Another Drive
	54
	

	
Changing the Default Drive
	55
	

	
Parts of a Directory Listing
	56
	

	
Displaying Help on DIR Command Switches
	61
	

	
Pausing a Directory Listing
	62
	

	
Viewing a Wide Directory Listing
	63
	

	
Sorting Directory Listings
	64
	

	Using Advanced Command Line Switches
	66
	

	
Using Sort Order Parameters
	66
	

	
Displaying Short File Names
	71
	

	
Displaying a Directory using File Attributes
	75
	

	Using Wildcards
	79
	This topic should be covered relatively quickly because wildcards have already been covered in the Windows portion (finding files and folders) of the course.

	
Using the Asterisk Wildcard
	80
	

	
Using the Question Mark Wildcard
	83
	

	Using the Windows Environment
	84
	

	Tutorial 3
	
	

	Working with ASCII Text Files
	96
	

	
Using Redirection to Create an ASCII Text File
	98
	

	
Viewing the Contents of an ASCII Text File
	100
	The type command should be covered.

	
Piping Output to the MORE Filter
	102
	

	
Redirecting Input Using an ASCII Text File
	104
	

	
Sorting ASCII Text Files
	107
	

	
Searching the Contents of an ASCII Text File
	109
	

	
Appending Output to an ASCII Text File
	111
	

	Redirecting Output to the Printer
	114
	

	Copying Files
	116
	The copy command should be covered.

	Renaming Files
	117
	The ren command should be covered.

	Deleting Files
	120
	The del command should be covered.
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	Managing Files
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	The Importance of the Full Path
	132
	Using absolute and relative paths should be covered.

	Getting Started
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Deleting Files from a Diskette
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	Creating Directories
	135
	The md and rd commands should be covered.

	
Changing the Current Working Directory
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	The cd command should be covered.

	
Moving Files to Another Directory
	140
	The move command should be covered.

	
Copying Files to Another Directory
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Organizing Training Templates
	145
	

	
Moving Files from the Parent Directory
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Completing the Directory Structure
	150
	

	Copying Files within a Directory
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	Viewing a Directory Structure
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	Navigating a Directory Tree
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Stepping Down a Directory Tree
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ATTENDANCE

All students are expected to maintain good attendance throughout the course.  Lack of attendance may result in a failing grade.  Instructors should try to contact students who miss an excessive number of classes (i.e., 2 classes in a row).

NOTES AND COMMENTS

Each instructor must write up a course outline before the semester begins.  A copy should be given to each student the first day of classes.  A copy should also be handed to the lab tech the same day.

SAMPLE OUTLINE

	Lesson
	Topic

	1
	Windows XP: Exploring the Basics

	2
	Windows XP: Exploring the Basics

	3
	Windows XP: Working with Files

	4
	Windows XP: Working with Files

	5
	Windows XP: Organizing Files with Windows Explorer

	6
	Windows XP: Organizing Files with Windows Explorer

	7
	Windows XP: Personalizing Your Windows Environment

	8
	Windows XP: Personalizing Your Windows Environment

	9
	Windows XP: Finding Files and Data

	10
	Windows XP: Finding Files and Data

Exam 1

	11
	Windows XP: Finding Files and Data

	12
	Word XP: Project 1

	13
	Word XP: Project 2

	14
	Word XP: Project 3

	15
	Excel XP: Project 1

	16
	Excel XP: Project 2

	17
	Excel XP: Project 2

	18
	Excel XP: Project 3

	19
	Excel XP: Project 3

Exam 2

	20
	Access XP: Project 1

	21
	Access XP: Project 2

	22
	Access XP: Project 2

	23
	Access XP: Project 3

	24
	Access XP: Project 3

	25
	DOS

	26
	DOS

	27
	DOS

	28
	DOS

	29
	DOS

	30
	Final Exam
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