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SyllabugClass Assignment Sheand
Course Information Sheet)
BIT D7 Windows Vista
Online Course, Sectigi488

Think Job! »

Instructor:

Dr. Shelley Gaskin, Professor

Contact:

Phone: 626685-7343, Enail: through Blackboard aslgaskin@pasadena.edu

Conference Hours:

Monday12-4, Tuesday -B, Wednesday 7:308:00a in R202

Class Assignment She@tThis is an 8-week CoursgFirst 8 weeks)

There are8 weeks

Points

Possible F}(o?rzjtrs Specificassignmentinstructions argosted on the
(10 pts per Blackboardcourse site
Project)

Week1 No assignments due

Obtain book and materials

Week?2 Assignments are due by midnigt
SaturdayMarch 7,2009

40 Chapter 1Getting Started with Windows Vista
Projects 1A, 1B, 1C, 1D

Week 3Assignments are due by midnigt
SaturdayMarch 14 2009

80 Chapter 2Managing Files, Managing Folders, and Using
Search
Projects 2A, 2B, 2C, 2D

Chapter 3Personalizing, Backing Up, and Restoring Your

Computer

Projects 3A, 3B, 3C, 3D
Week 4Assignments are due by midnigH 40 Chapter 4Advanced File Management and Advanced
SaturdayMarch 21 2009 Searching

Projects 4A, 4B, 4C, 4D
Week 5Assignments are due by midnigh 40 Chapter 5Exploring the World Wide Web with Internet
SaturdayMarch 2§ 2009 Explorer

Projects 5A, 5B, 5C, 5D
Week 6Assignments are due by midnigh 30 Chapter 6Maintaining Your Computer and Optimizing Its
Saturday April 4 2009(pcc Closed March)31 Performance

Projects 6A, 6B

Chapter 10Using Windows Media Player and Windows
Media Center

ProjectlOA

NOTE: Windows Media Center is not available on the Windows Home B
edition. If you havéhe Windows Home Premium edition, you might enjoy
completing Project 10B, but it is not required.

Week 7Assignments are due by midnigh
Saturday April 11, 2009

20 Chapter 11Using Windows Photo Gallery and Windows M
Maker

Project 11A

NOTE: Windows MoviedWer is not available on the Windows Home Basi
edition. If you havéhe Windows Home Premium edition, you might enjoy
completing Project 1B, but it is not rquired.

Chapter 12Controlling Computer Security and Troubleshod
Your Computer
Projectl2A

Week 8Any makeup work due by
midnight SaturdayApril 18 2009
PCC Closed April 2% Spring Break

Make-up week
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Answers to Your Frequently Asked Questions

How do | beqin?

Know yourNetwork ID; Your Network ID is printed at the bottom of your fee receipt. It is your three initials, in
all uppercase letters, followed by the last four digits of the number on your Lancer ID Card (or possibly the last
four digits of your Social Securitymber). Your password is theddgit PIN that you used to register.

Go toBlackboard Your online class is offered through an online course management proGaia
http://pcc.blackboard.com

You can also access the siteni the PCC home page follows Qick Classes/Academi¢s&nd then cliclOnline
ClassesClick the red log in buttgriog in with your Network IDF KA & A& GKS K2YS LI 3S F2N
Find your course listed, and click the course.

Register your attendance so that you will nbe dropped:To register your attendance so that you will not be
dropped, during the first wee&f the semester, go to your course site and complete the first assignment, which
is a questionnaire. You do not need your book to complete the first assignment

Determine if you will work on our computers in R202 or on your own computenr both: You can use your
own computer or use our computers in room R202 anytime during the following hours. An instructor is always
available toassistyouand copies of the tektook are available for reference

Mondayt Thursday &.mz1 8 p.m.
Friday, 9a.mx1 3 p.m.
Saturday, 8 a.m. 12 noon

Determine where you will store your work and buy a USB flash drive if necessfiypu plan to move around
to different computers to do your wét plan to store your work on a USB flash drive so that you can upload,
download, and store from any computer.

Be sure you have Internet access availablinternet access is always available in R282u will need Internet
access to submit your work, communicate with your instructor, and to obtain some of the materials for the
course. You do not need to be connected to the Internet while you are working on the actual assignments.

Buy the textbook:Buyyour books online from the PCC bookstore (see PCC home page for link) or visit the
bookstore on the campus (6Z85-7378). We can only guarantee thatwbooks purchased at the PCC
bookstore will work for the course. ISBNs are sometimes custom numbeassficific college or professor or
include special materials; alternative sellers or used books may not have the required CDs or other materials.

For this course, the required textbook is:

GO! WithWindows Vistaby Gaskin et al, published by Prentice HSBN278-013614071
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How do | submit my work?

You will submit your work to your instructol usingBlackboard'sAssignment tool. Instructions are posted on
the course site. You will spend the majority of your time usingMii@osoft Vistasoftware to prepare your
work; you need go online only to print course information and to send your viimggin to your classverytwo
or threedays to see if there are any notices on the homepage or if you have any new grades or returned
assignments.

How do | communicate with my instructor?

For questions about this coursenaail your instructor througiBlackboard's enail tod as follows:

On the left, clickMail. At the top, cliclCreate Messageabove theTo box clickBrowse for Recipientsand then

in the To column clickAll Section InstructorsScroll to the bottom and clickave Click in theSubjectbox and
type an appropriate subject. Click in tMessagebox and type your message. In the lower left corner, click the
Sendbutton.

LYljdzZA NRSE aSyd G2 -rabahiéssnighiibe hediréried tolyodthrdigBiatkBoar8yols
cannot usehe Blackboard nail tool for regular enail addresses that are not part of the Blackboard system.

How do | get help with technical problems?

If you have problems witthe performance of the Blackboasite or with your PCC Network ID or password, call
the PCC Help Desk at 65857523 The Help Deskannotassist you with problems that involve your own
computer's performance or your Internet access.

How does the grading work for this course?

Check the Syllabus for your coursad the course sitéo see the specific grading plan. To view your current
grade inBlackboargdaccess the course aiwd the leftclickMy Grades Grades for some assignments will not
appear until your instructor has released them. Only you and your instructor will be able to viegrgdes.
They cannot be viewed by other students in the class.

If you complete the assignment witto errors, you will receive the maximum number of points. Assignments
containing errors may receive fewer than the maximum number of pportshey might le returned to you for
correction
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COURSE INFORM®N SHEHRIT D7 - Business Software, Windows

What You Will Learn in This Course

In this course you willse the computer operating system Microsoft Windows Vista. You will learn Windows

Vista concepts and terminology, how to use the features of Wiirsldista, and how to customize these features

on your computer to serve your personal needs. A primary function of a computer operating system for business
users is file management. You will learn how to store, manage, and retrieve information on yourteamp

Student Learning Outcomes for This@se

Usethe Windowsoperating system features to manage, store, and retrieve computer files.
Use the Windows operating system features to personalize and secure a personal computer.

Course Description and Objectives

Thiscourse is an introduction to popular computer operating systems, functions, and commands. Upon
successful completion of this course uywill be able to identify operating system concepts and terminology,
perform disk and file management, and use commands to perform routine computer operations and basic
diagnostic and troubleshooting procedures.

Your goal in this course is to learn teeuthe computer operating system, which manages the hardware and
software that operate your entire computer system. The knowledge and skills you develop will be useful both
professionally and personally. Most jobs and professions require that you haabilitg to use a computer to
store and retrieve information and to communicate with others.

Textbook, Materials, Software, and Computer Requirements

Before starting the course, plan for the following items. The text is available from the PCC bookstore, either
online or on the campus.

1 GO! WithWindows Vistaby Gaskin et al, published by Prentice HSBN278-013614071

1 We recommend that you purchaseUSB flash driven which to store your work if you work in the BIT
Computer Lab on the campus (R202). At home, you can store your work directly on the hard drive of
your home computer; or, if you think you will be working at various computers both at home and on the
campus, store on a USB flash drive.

9 This course requires that you have access to a computer on Whicbsoft Windows Vistaand
Microsoft Office 2007s installed. You can access this software in the BIT lab on the campus (R202) or
use Vista if it is instat on your own computer. Note: R202 is not open in the Winter or Summer terms.

Attendanceand Online Class Participation

Use Blackboard to submit your assignments, communicate with your instructor, and communicate with other
students in theclass.

Experience has shown that students who maintain a regular schedaléafitting workhave the most success
with the course. Plan your schedule accordingly and notify the instructor immediately if you need assistance in
reaching your goals. The €$aAssignment Sheet will assist you in planning your work.
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Grading

Keep track of your grades and assignments on the Class Assignment Sheet. Your grade will be computed as a
combination of the following:

1 Ability to read and follow directions and plgour work.

1 Knowledge of computer operaticand file managemeras measured by objective and competency
tests.

1 Assignments (complete, on time, accurate).
Grading Scale:
90%¢ 100%of possible points A
80%- 89% of possible points B
70%- 79% ofpossible pointss C

60%- 69% of possiblpoints = D
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