ClS 096

Computer Eundamentals



CIS 098

" [nstructor: Lynne Mayer
= Office: ICT 122

= VoiceMail: (847) 697-1000 x 2328
" Fmail: Lmayer@elgin.edu

= \Website: faculty.elgin.edu/Imayer


mailto:Lmayer@elgin.edu

Turm on the computer

" User Name: ICT130
" Password: ECC

= |\lake sure you are legging on te the
Academic drve



Syllabus

The syllabus Is on the class website:

faculty.elgin.edu/imayer




Class Description

This course gets students started using
computers. It includes an intreduction to
LSing| a windows operating system, how. to
save and retrieve files, basic word
processing, and an introduction to Using
the Internet. These basic skills are
iequired pror te taking any: ether computer
course. This CIS coeurse Is not intended fior
transier and not applicakle terany ECC
degree nor IS It counted! in the GPA.



Lal Assignments

There will be one or two lab assignments
each class. Each Lab Assignment will be
worth 10 poeints. If you miss a lab you will
get a 0 for the lalb grade. Yourmay not get
everny assignment 100%, complete and
cornrect, but It IS essential that yeu hand In
at least your partial work.



Each student Is expected to do his or her own
Work. You may: consult with ether students, but
do not copy. thelr work. The penalty for
plagiarismi is minimally’ a zero on the assignment
for alll parties invelved; and may: be failure for the
course or dismissal from the college. (As
another interesting| side note, this Is the exactly.
the opposite of the woerking world where such
activity’ Isi called “reuse and is highly
encouraged).



Attendance

You are expected to attend class! If you
must miss class, call my office phone and
leave a message or send email. You are
also expected to be on time! Arriving late
{0 class disrupts the entire class.



Grading

= The final grade will'be based upoen: the
percentage of points earned on your
attendance, lab assignments and quiz
scores. I'he following scale will be used to
assign a letter grade:

= A 100%:-90%
=B 89% - 60%
=€ 79% - 710%
=D 69% - 60%




Behavior:

You are expected to conduct yourself as.an adult
at all imes. You will show respect for your fellow.
students and instructoer. In particular, you should
make sure your activities do not disturb the
classroom setting. Talking while the instructor IS
lecturing, having a cell-phoene or pager beeping,
or leaving the classreom inithe middle ofi a

ecture Is distracting te the ether students.

DUnng the lecture you ane expected o he

IStening to the lecture and net doing ether Work

Ol USIng the computer.
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Unless you live here; you need to
be computer literate




Why are yournere?

= |ntroduce yourself
= | et us know: Why you are taking this class

=S there anything specific you want to
learmn?




Need a break?




Basic Hardware

= |nput Devices
= Qutput Devices
= System Unit

® Processor
= Viemory

= Sterage Devices

= floppy.
= CD

= USB
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v

Recycle Bin

Hecucle Bin

= Peleted files are initially placed In the
Recycle Bin.

= A file that has been accidentally deleted
can be restored.

= Perjodically, the Recycle Bin should be
emptied.

= Ejles deleted from external devices, (like a
floppy or USB) are NOT placed inthe
Recycle Bin.



My Computer

4 /Start| [ @ FE 7 ) Spring 04 4 My Computer | H]0;

Another way to access the
control panel and other
common folders

Hard drive(s)

Removable
driveslike CDs
and floppies



Control Panel

m click start
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the control panel

Internet  Windows Media photos AVG

. .
y Internet |...-) My Documents
7 InternetE rer

7 My Pictures
E-mail I-'j ol
Microsoft ~— )
|___J My Music

'Ei? Favorites
g! My Computer

‘g My Hetwork Places

E.-* Control Panel

- T, Set Program Access and

Provides options for you to customize the appear

e
NetObjects Fusion 7.5 puter, add or remove programs, and setup n

Micr
]

All Programs D

.I Log Off Turn Off Computer

:J.'-" start 87§ Presentation1 8§ 03-Windows.ppt R Le



B Control Panel

File Edit View Favorites Tools Help

Qﬁ-azk @ l% pﬂean:h [;1:; Folders v

7 3 & = 4 B 9 P % w
» Control Panel e = L= e L s
Accessibility  Add Hardware Add or Administrative Adobe Gamma Adobe Version Automatic  Date and Time Display Folder Options
Options Remov. ., Tools Cue™ |pdates
- - = 5
Nz = 9 & = 0 D @ 6 L
See Also = ~

Game Internet Java Keyboard Mail Maouse Metwork  Metwork Setup  Phone and
‘ Windows Update Controllers Cptions Connections Wizard Maodem ...
@) Help and Support P Ay ) A
& &% o Qa @ 2 9 ﬁ?
Portable Media Power Options  Printers and QuickTime  Regionaland Scanners and  Scheduled Security Sounds and
Devices Faxes Language ... Cameras Tasks Center Audio Devices
. 3 — _»
Symantec System Taskbar and User Accounts  Viewpoint Windows Wireless
Livellpdate Start Menu Firewall Metwork Set. ..

ndows.ppt cture 1 - Microsof,.. % untiled - Paint m tral Panel & T:22PM



T .

My Computer  NetObjects
Fusion 7.5

_
= B
Google Earth WS5_FTP

£ 8

Internet  Windows Med

/%) Internet
7 Internet E

MetObjects Fusion 7.

All Programs

s start 3 |

Accessories

& Bh  Oh

Set Program Access and Defaults

Windows Catalog

Windows Update

Accessories

Games

Multimedia

Online Services

Startup

Utilities

Internet Explorer

MSM Explorer

Qutlook Express
Remote Assistance
Softwar

Windows Media Player
Windows Messenger
Microsoft

MetObjects

Meqa Solitaire

Palm Desktop
PocketMirror

PrintMe Internet Printing
QuickTime

yepp Audio Manager
Acrobat Distiller 5.0
Adobe Acrobat 6.0 Professional
Adobe Golive C5 (ENG)
Adobe Ilustrator CS
Adobe ImageReady CS
Adobe InDesign CS

Adobe Photoshop CS

Internet Explorer
PrintMaster

Course Labs

Accessibility

Communications
Entertainment

Microsoft Interactive Training
System Tools

Address Book

Calculator

Command Prompt

Notepad

Paint

) Program Compatibility Wizard

Synchronize
Tour Windows XP

Windows Explorer

S Windows Maovie Maker

WordPad

Scanner and Camera Wizard

Click start

*All Programs

ecAccessories

I untitled - Paint

@& L 7:23PM



Parts of a Window
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Menus
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Mouse SKills

Clicking: Pressing down gently on the mouse button while holding
the mouse perfectly: still.

Double-Clicking: Click twice, very quickly, without moeving the
mouse. This s usually used: te open semething.

Left-Clicking: Clicking with the index finger.
Right-Clicking: Clicking with the middle finger.

Drag andl Drop: Gently depress the moeuse buttonand leave It
depressed while you move the mouse. If you do this when the. tip of
VOUr mMeUSE peInter IS Ver an ehject, your mouse pointer drags the
ohject tora new: lecation. Wheniyoullet go of the mouse butien, the
object Is dropped nte a new: lecation.



Practice

= Open two or more windows.

= Practice minimizing, re-sizing, and moving
the windows areund the deskiop.

= ' you are not comfeniakle using a nMouse,
go te the links on my Wehsite for more
practice.
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