Instructor:  Sita Motipara

Semester: _________________
CAOT 104 - Introduction to Computers with Windows 1
SCHEDULE and ASSIGNMENTS
	DATE
	TOPIC

	Week 1

Aug 19, 09
	Orientation

Defining computers, Basic windows skill, Moving and resizing windows,  Copying files, Accessing help  Unit A

	Week 2

Aug 24, 09
	Unit B, working with Windows Programs, Working with Word

	Week 3

August 3, 
	Capturing screen, inserting and printing. 



	
	September 7, 2009 – Monday  Labor day Recess

	Week 4

September, 9
	Unit C, Managing Files and Folders 

Unit D, Customizing File and Folder Management

	Week 5

September, 14
	Continue with Unit D, Intro to Excel,  

	Week 6

September, 21
	Mid-term on Wednesday 9/23/09

	Week 7

September, 28
	Intro to PowerPoint, Unit E,  Customizing using Control Panel

	Week 8

October, 5
	Unit G, Exploring Internet, 

	Week 9
	Practical Final Exam on 10/12 (Monday) and on 10/14 (Wednesday). CAOT 105 starts on 10/16/09.


	Homework Assignments. Instruction will be given in the class on how to submit these assignments. 
	Due

	Complete Independent Challenge # 2 from Unit B on page Windows 48. (stationary logo)


	Wednesday, September 9th

	Complete Independent Challenge # 3 from Unit C on page Windows 74. (time books)
	Wednesday,  September16th 

	Complete Independent Challenge # 2 from Unit D on page Windows 99. (day camp)


	Wednesday, September 23rd 


Additional Handouts will be given in the class for the assignments to be completed in the class and outside of the class.








CAOT 104 schedule

