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CABOT 208 provides students with a basic introduction to the Windows environment. Topics
covered will include the skills necessary to manage the desktop, to use the mouse and pull-down
menus, to create and manipulate folders, files, windows, and other standard operations, used in
every Windows application. Note: This course is Pass/No Pass only.
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Course Development

Basic Skill Status (CB08)

Course is not a basic skills course.
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Course Special Class Status (CB13) Grading Basis

Course is not a special class.
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Methods of Instruction

Methods of Instruction Lecture
Methods of Instruction Demonstrations
Methods of Instruction Discussion

Out of Class Assignments

readings (e.g. chapter reading or computer news);
class assignments (e.g. written and hands-on computer activities);
lab assignments (e.g. install an application).

Methods of Evaluation Rationale
Exam/Quiz/Test quizzes;
Exam/Quiz/Test midterm examinations;
Exam/Quiz/Test final examination
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Learning Outcomes and Objectives

Course Objectives

Launch application programs;

modify the desktop by adding and deleting icons, folders, and documents;

format disks, copy and move files, and add new software and hardware.

use a browser to access the Internet;

perform file management;

SLOs

Identify the objects on the Microsoft Windows desktop

MOA
Medical Front Office
Certificate

MOA
Medical Front Office
AS. Degree

ILOs
Core ILOs

ACCTG
Bookkeeping - A.S.
Degree Major

ACCTG
Bookkeeping -
Certificate

CABOT
General Office - AS.
Degree Major

CABOT
General Office -
Certificate

CABOT
Administrative

Assistant - Certificate

Achieve a minimum speed of 25 words per minute

Achieve a minimum speed of 25 words per minute

Demonstrate depth of knowledge in a course, discipline, or vocation by applying practical knowledge, skills, abilities, theories, or
methodologies to solve unique problems.

Identify the standard elements on the Windows 7 desktop and demonstrate basic mouse operations; to understand basic computer
terminologies, and become familiar with global information systems to be able to sign on to an account and use common utilities,
including e-mail, Gopher, and Web browsers, and searching a variety of databases for information.

Identify the standard elements on the Windows 7 desktop and demonstrate basic mouse operations; to understand basic computer
terminologies, and become familiar with global information systems to be able to sign on to an account and use common utilities,
including e-mail, Gopher, and Web browsers, and searching a variety of databases for information.

Identify the standard elements on the Windows 7 desktop; to demonstrate basic mouse operations (pointing, clicking, double-clicking,
dragging, and right-dragging); and to understand basic computer terminologies.

Identify the standard elements on the Windows 7 desktop; to demonstrate basic mouse operations (pointing, clicking, double-clicking,
dragging, and right-dragging); and to understand basic computer terminologies.

The student will be able to use a variety of office procedures to perform such tasks as sorting mail, filing and processing documents;
develop interpersonal skills to conduct and participate in job interviews, practice effective human relation skills in business, handle
telephone conversations with ease, and develop skills to communicate more effectively with customers and other employees verbally.

Expected Outcome Performance: 70.0



CABOT

Administrative
Assistant - A.S. Degree
Major

MOA
Medical Front Office -
A.S. Degree Major

MOA
Medical Front Office -
Certificate

Use a variety of office procedures to perform such tasks as sorting mail, filing and processing documents; develop interpersonal skills
to conduct and participate in job interviews, practice effective human relation skills in business, handle telephone conversations with

ease, and develop skills to communicate more effectively with customers and other employees verbally.

Use appropriate computer programs to key basic documents and to navigate the Internet.

Use appropriate computer programs to key basic documents and to navigate the Internet.

Demonstrate basic mouse operations: point, click, double-click, drag, and right-drag

MOA
Medical Front Office
Certificate

MOA
Medical Front Office
A.S. Degree

ILOs
Core ILOs

ACCTG
Bookkeeping - A.S.
Degree Major

ACCTG
Bookkeeping -
Certificate

CABOT
General Office - AS.
Degree Major

CABOT
General Office -
Certificate

CABOT
Administrative
Assistant - Certificate

CABOT

Administrative
Assistant - A.S. Degree
Major

Achieve a minimum speed of 25 words per minute

Expected Outcome Performance: 70.0

Earn the specialized medical terminologies needed to complete appropriate forms in preparing, maintaining/filing, and charting

medical records including insurance claims

Use appropriate computer programs to key basic documents and to navigate the Internet

Achieve a minimum speed of 25 words per minute

Earn the specialized medical terminologies needed to complete appropriate forms in preparing, maintaining/filing, and charting

medical records including insurance claims

Use appropriate computer programs to key basic documents and to navigate the Internet

Demonstrate depth of knowledge in a course, discipline, or vocation by applying practical knowledge, skills, abilities, theories, or

methodologies to solve unique problems.

Identify the standard elements on the Windows 7 desktop and demonstrate basic mouse operations; to understand basic computer

terminologies, and become familiar with global information systems to be able to sign on to an account and use common utilities,

including e-mail, Gopher, and Web browsers, and searching a variety of databases for information.

Identify the standard elements on the Windows 7 desktop and demonstrate basic mouse operations; to understand basic computer
terminologies, and become familiar with global information systems to be able to sign on to an account and use common utilities,

including e-mail, Gopher, and Web browsers, and searching a variety of databases for information.

Identify the standard elements on the Windows 7 desktop; to demonstrate basic mouse operations (pointing, clicking, double-clicking,

dragging, and right-dragging); and to understand basic computer terminologies.

Identify the standard elements on the Windows 7 desktop; to demonstrate basic mouse operations (pointing, clicking, double-clicking,

dragging, and right-dragging); and to understand basic computer terminologies.

The student will be able to use a variety of office procedures to perform such tasks as sorting mail, filing and processing documents;
develop interpersonal skills to conduct and participate in job interviews, practice effective human relation skills in business, handle
telephone conversations with ease, and develop skills to communicate more effectively with customers and other employees verbally.

Use a variety of office procedures to perform such tasks as sorting mail, filing and processing documents; develop interpersonal skills
to conduct and participate in job interviews, practice effective human relation skills in business, handle telephone conversations with
ease, and develop skills to communicate more effectively with customers and other employees verbally.

Recall and understand basic computer terminology

MOA
Medical Front Office
Certificate

Acquire basic communication skills

Use appropriate computer programs to key basic documents and to navigate the Internet

Expected Outcome Performance: 70.0
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Certificate
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Certificate
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Course Content

Lecture Content

Acquire basic communication skills

Use appropriate computer programs to key basic documents and to navigate the Internet

Demonstrate depth of knowledge in a course, discipline, or vocation by applying practical knowledge, skills, abilities, theories, or
methodologies to solve unique problems.

Identify the standard elements on the Windows 7 desktop and demonstrate basic mouse operations; to understand basic computer
terminologies, and become familiar with global information systems to be able to sign on to an account and use common utilities,
including e-mail, Gopher, and Web browsers, and searching a variety of databases for information.

Identify the standard elements on the Windows 7 desktop and demonstrate basic mouse operations; to understand basic computer
terminologies, and become familiar with global information systems to be able to sign on to an account and use common utilities,
including e-mail, Gopher, and Web browsers, and searching a variety of databases for information.

Identify the standard elements on the Windows 7 desktop; to demonstrate basic mouse operations (pointing, clicking, double-clicking,

dragging, and right-dragging); and to understand basic computer terminologies.

Identify the standard elements on the Windows 7 desktop; to demonstrate basic mouse operations (pointing, clicking, double-clicking,
dragging, and right-dragging); and to understand basic computer terminologies.

Learn the specialized medical terminologies needed to complete appropriate forms in preparing, maintaining/filing, and charting

medical records including insurance claims.

Use appropriate computer programs to key basic documents and to navigate the Internet.

Learn the specialized medical terminologies needed to complete appropriate forms in preparing, maintaining/filing, and charting
medical records including insurance claims.

Use appropriate computer programs to key basic documents and to navigate the Internet.

The student will be able to use a variety of office procedures to perform such tasks as sorting mail, filing and processing documents;
develop interpersonal skills to conduct and participate in job interviews, practice effective human relation skills in business, handle
telephone conversations with ease, and develop skills to communicate more effectively with customers and other employees verbally.

Use a variety of office procedures to perform such tasks as sorting mail, filing and processing documents; develop interpersonal skills
to conduct and participate in job interviews, practice effective human relation skills in business, handle telephone conversations with
ease, and develop skills to communicate more effectively with customers and other employees verbally.

Orientation and Introduction of Fundamentals 3 HOURS

e Desktop features and components
® Opening, moving, sizing, minimizing, maximizing, restoring, and closing windows
e Windows onscreen Help

Fundamentals of Using Windows 3 HOURS
e Perform basic clicking and scrolling operations
e Learn keyboard shortcuts
* Work with toolbars

Working on the Windows Desktop 3 HOURS
® Launch application programs
e (Create, name, and save simple documents
® Add and remove files, folders, and documents to the Desktop

File and Folder Management 3 HOURS



e Flash drive: use and backup of files and folders
e Use of picture and music libraries
e Computer folder window and properties

Windows Explorer 4 HOURS
® Find command for advanced searches for files and folders
e Using Quick View
e Recycle Bin: deleting and restoring files, shortcuts, and folders

World Wide Web 2 HOURS
e Perform simple searches; view and print information
e Use Windows Support Online

Total Hours - 18



