

 Essential computer literacy concepts you should understand

· The major components of a computer system: End-users, Data, Personnel, Procedures, Software, and Hardware.

· The difference between an end-user and a programmer or a designer of a computer system.

· The difference between programs and data.

· The difference between data types such as text (character, string), numeric (integer and decimal), logical, and graphic, including audio and video.

· The meaning of the terms bit, byte, KB, MB, GB, TB, PB.

· The meaning of the terms hierarchical file structure, folder, subfolder, and file.

· What an operating system is and how it differs in purpose from application software or productivity tools (word processors, spreadsheets).

· The difference between using a command line user interface and a graphical user interface to control a computer system.

· The major categories of computer hardware and their purpose - such as the difference between the use of primary and secondary storage.

Essential Windows techniques you should know

· How to use the mouse: point, click, double-click and right click actions.

· How and when to use a right-click menu.

· How to use the Windows maximize, minimize, restore and close buttons.

· How to drag and drop windows and text.

· How to switch between running applications using the Taskbar.

· How to take a "screen shot" with the Print Screen or Alt-Print screen key and paste it to Word.

· How to get through the Novell login in the ICL1 and understand why you need to do it.

Essential file management techniques you should know

· How to create and rename a file or folder -  and why this is not always a good idea.
· How to save files with the File menu:  Save versus Save As.  (Note that in MSAccess, this is used to save specific parts of the database – but not the entire database file.)

· How to save a document file without getting double filename extensions.

· How to indicate the storage location for saving a file using the Save-In Drop Down hierarchy list.

· How to copy a file between a folder on a hard drive and a diskette.

· How to copy a file from one diskette to another using the Desktop.

· How to delete files and folders from Explorer or a Folder window.

· How to navigate a hierarchical structure from Explorer.

· How to locate a file using Find and part of the filename.

· What file name extensions are and what they commonly mean.

Essential application oriented techniques you should know

· How to start an application from the Start menu and then load a document file.

· How to start an application and load a document file by double clicking the document file icon.

· How to use menus, toolbar buttons and dialog boxes with both the keyboard and the mouse.

· Understand that Toolbar buttons are a limited subset of possible commands.

· How to navigate through a document using scrollbars, PageUp and Down keys, CtrlHome, CtrlEnd.

· How to cut, copy and paste text using the Control keys (^X,  ^C, and  ^V).

· How to edit text with in a text box; position the insertion point, select text, insert text, delete text.

· How to work with a document in Word- fairly simple stuff such as change the font size, use edit and replace.

· How to include a header on each page of a Word document.

· How to print from within an application.

Essential email techniques you should know

· How to send an email message to your instructor.

· How to reply to an email message.

· Understand the purpose of a Subject line.

· Understand the difference between Reply and Reply to All.

· How to delete unwanted messages from your email inbox.

Essential email social rules you should know

· Spelling and grammar still count. ALLCAPS IS SHOUTING!  Using all lowercase no punctuation or using "u r" instead of " you are " makes you look lazy. 

· If you use a signature file, keep it short.

· Make certain the subject line is relevant. Do not use the reply function to a message on a completely different topic. Do not use the reply function and reply to a class message if you have a question regarding an assignment. A good subject line looks something like this: "CS150A Asgn10 Cannot get the Grand total value to display" A message such as this will get a response much more quickly than one with a subject line of  "A question".

· When you reply to a message, include enough of the original message so that your reply makes sense. That does not mean ALL of the original message. Do not put your reply at the very bottom of the message. The critical part of your message should be within the first 15 lines displayed on the screen. When I reply to your messages, I generally start the first few words of my reply in caps so that it is easier to find.

· If you are sending mail from someplace other than your CCSF account, tell me your name - as I have it in the class roll (first and last name). I really don't know who "bnj@xxx.com" is and I may just delete this message as I am scanning the message subject lines.

· It also helps to tell an instructor which class you are in, including the section.

· Read any class message I have sent before you ask questions - if someone points out a typo or common problem with an assignment, I may deal with it in a class message. 

· Do not assume that I remember or keep all of your previous messages. (I get messages from students like "Remember that message I sent you 2 weeks ago. I am still having trouble with the third part.")

· Do not send me a request such as, "I cannot do Assignment 9. Please help me."  This is much too broad a request. Tell me what you have tried to do, tell me what happened when you tried to do that and why you are unhappy with the result. Let me see that you have done some of the work before you ask for help.

· Do not attach a copy of your database file- I will NOT download it. But copying your SQL into your mail message can be useful – it is better to copy it than to retype it. However - that does not mean send me lots of SQL - see the previous point.

· Do not send messages to everyone in class that deal with personal matters. Treat your CCSF email as you would in a professional situation.


