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Introduction to Computers 061 Fundamental of Computers & Word Processing 15

SUBJECT/NUMBER OF COURSE DESCRIPTIVE TITLE UCFV CREDITS

CALENDAR DESCRIPTION: A basic introduction to keyboarding and word processing using WordPerfect for those people
who have no experience with computers. This course is designed for students in College and Career Preparation but others
may be admitted with permission of the CCP department.

RATIONALE: Many upgrading students have no experience or comfort working with computers. As demand for even
minimal computer use/knowledge grows, in both school and work, students need to become familiar with the keyboard and
basic word processing.

COURSE PREREQUISITES: N/A

COURSE COREQUISITES: N/A

HOURS PER TERM Lecture 8 hrs Student Directed
FOR EACH Laboratory 32 hrs Learning hrs
STUDENT Seminar hrs Other - specify:
Field Experience hrs hrs
TOTAL 40 HRS

MAXIMUM ENROLMENT:

Is transfer credit requested? 9 Yes = No

AUTHORIZATION SIGNATURES:

Course Designer(s): Trudy Archie Chairperson:
Curriculum
Committee
Department Head: Dean:
PAC: Approval in Principle PAC: Final Approval: May 24, 1995

(Date)
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SYNONYMOUS COURSES:

(a) replaces N/A
(course #)
(b) cannot take N/A for further credit
(course #)

SUPPLIES/MATERIALS:

Computer Disc

TEXTBOOKS, REFERENCES, MATERIALS (List reading resources elsewhere)

TEXT: Introduction to Word Processing and Keyboarding by Carlo Bussani
Access to CCC Keyboarding Program.

OBJECTIVES:

1. To assist students overcome their fear of the computer.
2. To develop elementary keyboarding ability.

3. To develop a familiarity with basic computer terminology.
4, To develop basic word processing skills.

METHODS:

1. Lecture
2. Lab
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STUDENT EVALUATION PROCEDURE:

Participation 50%
Assignment 50%

COURSE CONTENT

1. Keyboarding Practice
2. The basics - using Word Perfect

Using - Help
- Editing
- Save and clear
- Save and resume
- Clear without saving
- Printing your work
- Getting your work
- Save and quit
- Turning off the computer

Tasks - Editing (delete, erase, combine, new page)
- Managing files (erasing files, renaming files)
- Changing appearances (reveal codes, centre, bold, underline, indent etc)
- Blocks (selecting, moving, copying, deleting)
- Advanced Editing (search and replace, spelicheck, Thesaurus)
- Advanced Appearance Changes
- (margins, double space, number pages etc)



