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T hink Job!

Instructor: Dr. Shelley Gaskin, Professor

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

Conference Hours:| In the summer term, conference hours are by appointment

Class Assignment She@tThis is a6-week Course

Points | yoyr Specific Assi t Sheets will b ted on the Blackb
Possible . pecific Assignment Sheets will be posted on the Blackbg
There areb weeks (10 pts per Points Course Home Page
Project)

Weekl Assignments are due by 40 Chapter 1Getting Started with Windows Vista
midnight Saturday, June 27, 2009 Projects 1A, 1B, 1C, 1D

Week2 Assignments are due by 80 Chapter 2Managing Files, Managing Folders, and Using

midnight Saturday, July 4, 2009 Search
Projects 2A, 2B, 2C, 2D

Chapter 3Personalizing, Backing Up, and Restoring Your
Computer
Projects 3A, 3B, 3C, 3D

Week3 Assignments are due by 40 Chapter 4Advanced File Management and Advanced
midnight Saturday, July 11, 2009 Searching

Projects 4A, 4B, 4C, 4D

Week4 Assignments are due by 40 Chapter 5Exploring the World Wide Web with Internet
midnight Saturday, JulL8, 2009 Explorer

Projects 5A, 5B, 5C, 5D

Week5 Assignments are due by 30 Chapter 6Maintaining Your Computer and Optimizing Its

midnight Saturday, July 25, 2009 Performance
Projects 6A, 6B

Chapter 10Using Windows Media Player and Windew
Media Center

ProjectlOA

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

Week6 All assignments are due by 20 Chapter 11Using Windows Photo Gallery and Windows M
midnight Saturday, August 1, 2009 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 required.

Chapter 12Controlling Computer Security and Troubleshog
Your Computer
Projectl2A
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Answers to Your Frequently Asked Questions

How do | begin?

Know your Network 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 gooeiLID Card

(or possibly the last four digits of your Social Security number). Your password isdibié RIN that

you used to register.

Go to Blackboard: Your online class is offered through an online course management program. Go to:
http://pcc.blackboard.com

You can also access the site from the PCC home page as followsClalsdes/Academicgsand then
click Online ClassesClick the red log in button, log in with your Network ID. This is the home page
for PCC6s onl i ne cistedrasdeckck thefeoursel your cour se |

Register your attendance so that you will not be droppedro register your attendance so that you
will not be dropped, during the first weekthe semestego to your course site and complete the first
assignment, which isguestionnaire. You do not need your book to complete the first assignment.

Determine if you will work on campusor on your own computed or both: You can use your own
computer or useCCcomputersn D104. Sorry, during the Summigrm, our R202 lab is not open.

Determine where you will store your work and buy a USB flash drive if necessaryf you plan to
move around to different computers to do your work, plan to store your work on #d388rive so
that you can upload, dowsdd, and store from any computer.

Be sure you have Internet access availal@delnternet access is always available iD104: You will

need Internet access to submit your work, communicate with your instructor, and to obtain some of the
materials for the cose. You do not need to be connected to the Internet while you are working on the
actual assignments.

Buy the textbook Buy your books online from the PCC bookstore (see PCC home page for link) or
visit the bookstore on the campus (e285-7378).We can oty guarantee thatewbooks purchased at
the PCC bookstore will work for the course. ISBNs are sometimes custom numbers for a specific
college or professor or include special materials; alternative sellers or used books may not have the
required CDs or o#r materials.

Forthis course, the required textbook is:
GO! With Windows Vistaby Gaskin et al, published by Prentice Hall,
ISBN 0136140777
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How do | submit my work?

You will submit your work to your instructor by using Blackboard's Assignment tool. Instructions are
posted on the course site. You will spend the majority of your time using the Microsoft Office software

to prepare your work; you need go online only toforourse information and to send your wdrkg in

to your class every day 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 coursanail your instructor through Blackboard'srail tool as follows:

On the left, clickMail . At the top, clickCreate Messageabove th@ o box, click Browse for
Recipients and then in th&o column, click All Section Instructors. Scroll to the bottomrad click
Save Click in theSubjectbox and type an appropriate subject. Click inMessagebox and type your
message. In the lower left corner, click 8endbutton.

l nqguiries sent t o -mabaddress mgbtte redoectedrtodfstoughdBladkmaye e
You cannotise the Blackboard-enail tool for regular email addresses that are not part of the
Blackboard system.

How do | get help with technical problems?

If you have problems with the performance of the Blackboard site or aithBCC Network ID or
password, call theCC Help Desk at 6266857523 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 forour course and the course site to see the specific grading plan. To view your
current grade in Blackboard, access the course and on the leftlgliGkades. Grades for some
assignments will not appear until your instructor has released them. Onlyd/gawarinstructor will be
able to view your grades. They cannot be viewed by other students in the class.

If you complete the assignment with no errors, you will receive the maximum number of points.

Assignments containing errors may receive fewer thamtiximum number of points, or they might be
returned to you for correction.
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COURSE INFORMATION SHEET
BIT 107 - Business Software, Windows Summer 2009

What You Will Learn in This Course

In this course you willse the computer operating systiticrosoft Windows Vista. You will learn
Windows Vista concepts and terminology, how to use the features of Windows Vista, and how to
customize these features on your computer to serve your personal needs. A primary function of a
computer operating systemrfbusiness users is file management. You will learn how to store, manage,
and retrieve information on your computer.

Textbook, Materials, Software, and Computer Requirements

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

1 GO! With Microsoft Windows Vistaby Gaskin et al, published by Prentice Hall, ISBN86140777

1 We recommend that you purchas®&SB flash driveon which to store your work if you work in the BIT @puter
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.

1 This course requirghat you have access to a computer on whMatrosoft Windows VisteandMicrosoft Office

2007is installed. You can access this software in the BIT lab on the campus (R202) or use Vista if it is installed on
your own computer. Note: R202 is not open in\fiater or Summer terms.

Course Description and Objectives

This course is an introduction to popular computer operating systems, functions, and commands. Upon
successful completion of this course, you will be able to identify operating system comcepts a
terminology, perform disk and file management, and use commands to perform routine computer
operations and basic diagnostic and trotdbleoting procedures.

Your goal in this course is to learn to use the computer operating system, which manbhgesanhee

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 have the ability to
use a computer to store and retrieve rimfation and to communicate with others.

Attendanceand Online Class Participation

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

Experience has shown that students who maintain a regular scheguleofting 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 Classmhssig 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:

Ability to read and follow directions and plan yournko

Knowledge of computer operatiamd file managemeiais measured by objective and
competency tests.
1 Assignments (complete, on time, accurate).

T
T

Grading Scale:

90%¢ 100%of possible points A
80%- 89% of possible points B
70%- 79% of possiblpoints= C
60%- 69% of possiblpoints = D
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