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Learning is a continuum ~ 

We learn from every experience, every relationship, 

every individual, every day...
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Days: Monday & Wednesday evenings
Time: 6:15 pm – 9:30 pm
Instructors: Mr. Chris Wilson & Ms. Rosemarie Shamieh
Location:  Rinaldi CAS - Room C

Course: The aim of this course is to deepen students’ understanding of computer applications and improve their proficiency with multimedia devices such as scanners, cameras, and videos. Course participants will use the basic functions and applications associated with Microsoft Office products, including Word 2003, PowerPoint 2003, and Excel 2003. Finally, students will learn how to burn and download digital documents.  (There is no minimum typing speed requirement but students will be required to type.)
Course Objective: Upon completion of the course, it is expected students will be able to:
· Understand fundamental computer terminology and concepts. 

· Create and edit Word documents.
· Use a design template and auto layouts to create presentations in PowerPoint.
· Create a worksheet and understand formulas, functions, formatting with Excel.
· Confidently experiment with technology.

Course Materials
· Handouts and on-line resources (in lieu of textbooks)

· Paper/notebook for classroom activities and note taking

· Pen and/or pencil

· Highlighter

· Binder: 3-ring, 1.5 inch (recommended)
· Access to website: http://secondfoundation.us/
· Flash drive: min 1 GB
Attitude: Attitude is everything.  As students, you are expected to come to class with a positive attitude about learning, positive attitude about your talents and abilities, positive attitude toward your classmates and instructors. (Students in this class are at different levels and may even be previous semester students; please do not judge your progress by someone else. Take your time, be patient with yourself--and have fun in the process.) 
Attendance: Attendance and punctuality are very important in this class -- and in life.  If you are absent, it is your responsibility to make arrangements with a classmate to have class handouts/notes forwarded to you.

Communication: Everyone values good communication skills.  In THIS CLASS, students will be expected to communicate effectively.

1. Ask questions when you don't understand something.  
2. Voice your opinion.  (Opinions are neither good nor bad.)
3. Share your ideas. If you have something to add to the class from what you may have learned from your life experience, education, reading or hearing news reports, we would all appreciate learning from you.
4. Communicate with your instructor regarding intended absences, difficulty with assignments, difficulty with taking tests, etc. 
5. Find one or two study buddies in class to help with assignments or collecting handouts for you in the event you are absent.

Conduct:  Consider this as a course in professionalism.  Class rules consist of the following:

1. Strive to maintain a perfect attendance.

2. Please call your classmates or the school office (818.366.9171) if you are unable to attend class.

3. Refrain from speaking during lectures.

4. Treat everyone, staff and students, with courtesy and respect. 
5. Treat school property with respect. 

6. Cell Phones shall be turned off or placed in their silent feature.

7. Keep your work area clean, especially when you leave.

8. Keep food and drink away from computers.

9. Return books, CD’s and supplies to their appropriate place.

10. Make learning a team effort. Feel free to offer your help as needed or ask your classmates for help.

11. If seating assignments are required, they will be assigned on or after the third class meeting. (Sharing of computers might be required.)
Completion Certificate: At the end of the course, students may be eligible for a completion certificate. This is a certificate indicating the course taken, and the date completed. To receive a completion certificate, the student must attend at least 85% of all class sessions.
To get in touch with the Instructors: Please call the school office anytime, at 818-366-9171, and leave a detailed message for either instructor—including a means of contacting you.  Our respective e-mail addresses are: understandingtech@gmail.com for Chris Wilson and rshamieh@glendale.edu for Rosemarie Shamieh.
On-line Tutorials/Websites:

www.microsoft.com/windowsxp/pro/evaluation/tours/default.mspx (intro to Windows XP – choose one or all of the tours listed – select ‘high speed connection’ when viewing in class headphones needed)

//office.microsoft.com/en-us/assistance/HA011216991033.aspx  (9 tutorials on several features of Microsoft Office – headphones needed) 
http://www.gc.maricopa.edu/IC/gcchelp/tutorials/ (more on each of the MS programs – select desired program)
http://www.mediacollege.com/video/ video tutorials on how to use camera, etc.

http://office.microsoft.com/en-au/training/HA102262291033.aspx (video tutorials for all programs by Microsoft)
Remember: All you need is time and determination. Go at your own pace. Repeat a tutorial/website as often as necessary. And please do not judge your progress by comparing yourself to someone else in the classroom. Be patient with yourself -- and have fun in the process.
Schedule of Assignments

Weeks 1-6: (09.03.08)
Microsoft Word 2003

Weeks 7-12: (10.15.08)
Multimedia-burn & download documents, scan, camera, video, 
Weeks 13-16: (11.26.08)
Microsoft PowerPoint 2003
Weeks 17-19: (12.22.08)
Winter break (3 weeks)
Weeks 20-21:
(01.12.09)
Microsoft PowerPoint 2003 (continued)
Weeks 22-27:(01.26.09)
Microsoft PowerPoint 2003 (continued)

Fall Semester Ends: February 7, 2009
Computer Startup:

1. If the computer is turned off, press and release the power button once. Then log on. (Go to #3).

2. If the computer is turned on, but the log on screen is not visible, press and release ctrl+alt+del. Then log on. (Go to #3).
a. Click on “Evening – Computers”, and type in “night” as the password.
.

Thank you for choosing Rinaldi Adult School, and this class in particular, to strengthen your skills and enrich your mind. 

Chris and Rosemarie

