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OTTAWA ONLINE 

ITS-20550 Basic Computer Skills 
  

Course Description 
Surveys major Microsoft tools including Word, Windows, PowerPoint, Excel, Access, 
and Outlook. Explores the Internet. No prior knowledge of computers required. 
Designed to assist user in meeting individual computer needs. Includes brief overview 
of the field of information technology. 
This is a fully online, eight-week course.  We will not meet face-to-face at any time. 

Course Prerequisites 

None 

Course Objectives 

Upon successful completion of this course, students will be able to: 
 Use a current operating system to run applications and efficiently manage computer files  

 Demonstrate an understanding of how digital technology, various general purpose and special 
purpose computers, and software are applied to solve problems and provide services  

 Use a current operating system to run applications and efficiently manage computer files  

 Use a current spreadsheet application to analyze numeric data and generate useful charts  

 Explain the technologies that combine to create the Internet and Web, list important and current 
Web technologies, and enumerate many current and valuable of Internet and Web applications.  

 Create an effective slide show to accompany presentations of all kinds, utilizing vector graphics 
techniques and animations to lend visual interest and communicate ideas in a tasteful and unique 
manner.  

 Describe how telecommunications signals, media, devices, and software combine to provide 
robust voice and data communications through wired and wireless networks, and list the benefits 
to individuals, businesses, organizations, and society.  

 Identify threats to privacy from individuals, businesses, organizations, and governments utilizing 
surveillance technologies and information-gathering techniques, and analyze the challenges 
faced when balancing privacy against security and convenience in the networked, digital 
information age.  

 Explain fundamental concepts and principles that govern databases, and describe valuable uses 
of databases and database technologies in personal and professional environments.  

 Explain the importance of ethics on personal, professional, and governmental levels and describe 
some ethical dilemmas related to digital technology on each of these levels.  

 Analyze the process of digitizing sound, music, images, and video, and describe the use of 
popular hardware and software for accessing and enjoying digital media and video games.  

 Define e-commerce and m-commerce, describe the various implementations of e-commerce, and 
explain important technologies that support safe and secure e-commerce transactions.  

 List information management systems crucial to today's business operations, including systems 
used at the enterprise level, and explain how they are developed and the benefits they provide.  
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 Explain how the Internet and digital technologies are impacting business models worldwide, 
explain the practices of offshoring and outsourcing, and discuss issues that arise when 
businesses compete in a global arena.  

 Identify the two classifications of AI research, and list several areas of AI research that have 
yielded useful applications, as well as list some of the many possibilities for future AI-
development. 

Required Text 

 

Baldauf K. (2011) Emerge with Computer Skills Version 2.0 Printed Access Card, 1st 
Edition Florida State University Instant Access Code ISBN10: 1-111-66764-0 Via 
the following website: http://www.cengagebrain.com/shop/isbn/978-1-111-66764-
1#basicModalContentFocus  

 

Course Assignment Descriptions and Schedule At-A-Glance 

You will have several opportunities to demonstrate your knowledge and understanding of 
the principles taught in this course. The primary means of evaluating your work will be 
through practical application of the material. In the event that you have difficulty 
completing any of the assignments for this course, please contact your instructor 
immediately. Please refer to the Weekly Materials section of the cyberclassroom for 
complete details regarding the activities and assignments for this course. The following 
is merely a summary. 
 
Discussion contributions (160 points)  

Initial Substantive Posts: Submit an initial response to each of the prompts 
provided each week by your instructor. Your initial post should be substantive 
(approximately ½ of a page in length) and must be posted by midnight, Central Time 
by Wednesday of each week. In your substantive post you are encouraged to use 
references (you may use your textbook); show evidence of critical thinking as it 
applies to the concepts or prompt and/or use examples of the application of the 
concepts to work and life.  Proper punctuation, grammar and correct spelling are 
expected. Please use the spell-check function.  

Required Replies: You must reply to at least two different peers per prompt.  Your 
replies should build on the concept discussed, offer a question to consider, or add a 
differing perspective, etc. Rather than responding with, "Good post," explain why the 
post is "good" (why it is important, useful, insightful, etc.). Or, if you disagree, 
respectfully share your alternative perspective. Just saying "I agree" or "Good idea" 
is not sufficient for the posts you would like graded. 

Posting Guidelines: Overall, postings must be submitted on at least two separate 
days of the week. It is strongly recommended you visit the discussion forum 
throughout the week to read and respond to your peers’ postings. You are 
encouraged to post more than the required number of replies. 
 
(Please review the Policies section of Blackboard for further details.)  
 

 
Week 1 

Readings  Concepts: Digital Technology 

http://www.cengagebrain.com/shop/isbn/978-1-111-66764-1#basicModalContentFocus
http://www.cengagebrain.com/shop/isbn/978-1-111-66764-1#basicModalContentFocus
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 Issues: Digital Life 

 Skills: MS Word, Windows 7, Windows Vista and Mac OSX 

Discussion  Initial post to each prompt due by midnight, CT on Wednesday 

 At least two replies to peers for each prompt due by midnight, CT on Sunday 

Assignment(s) Digital Literacy Essay (please see the course materials for a full breakdown of 
the assignment requirements) 

 
Using Microsoft Word, compose a two-three page essay that answers the following 
questions:  

 What is digital literacy? What is computer literacy? What types of devices 
support both digital and computer literacy? Using the Internet and the 
Myers Library, research digital literacy in developing countries. How can 
programs such as One Laptop Per Child help to improve digital literacy and 
education in these countries? Can you find other similar programs?  

 
Due: Sunday at Midnight, CT 
Points Possible: 25 

 
Week 2 

Readings  Concepts: Hardware and Software  

 Issues: Intellectual Property Rights 

 Skills: Office 2010, Excel 2007 or 2008 

Discussion  Initial post to each prompt due by midnight, CT on Wednesday 

 At least two replies to peers for each prompt due by midnight, CT on Sunday 

Assignment(s)       Using Excel (please see the course materials for a full breakdown of the 
assignment requirements) 

To complete this project, you will create and format your own personal budget for 
the next six months and ask a series of "What if?" questions to help you make 
decisions about how you spend your money.  
Complete the steps outlined in the week 2 course materials to create data for your 
budget. The completed budget should contain data for six months with entries for 
income sources and at least five categories of expenses (housing, food, 
transportation, etc.). The budget will also contain a chart, use conditional formatting, 
and include an appropriate clip art picture.  
 
Due: Sunday at Midnight, CT 
Points Possible: 30 

 
Week 3 

Readings  Concepts: Internet 

 Issues: Freedom of Speech 

 Skills: PowerPoint 2007 or 2008 

Discussion  Initial post to each prompt due by midnight, CT on Wednesday 

 At least two replies to peers for each prompt due by midnight, CT on Sunday 

Assignment(s) PowerPoint Presentation (please see the course materials for a full breakdown 
of the assignment requirements) 

Perform research via the web the Web and prepare a PowerPoint presentation 
forecasting future scenarios involving advanced Web technology. Give specific 
examples of the innovative tools that may be created using state-of-the-art 
technologies and applications. How might they impact users and the future of 
society?  
 
Due: Sunday at Midnight, CT 
Points Possible: 40 

 
Week 4 

Readings  Concepts: Telecommunications 
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 Issues: Privacy 

 Skills: Google Docs and Internet Skills 

Discussion  Initial post to each prompt due by midnight, CT on Wednesday 

 At least two replies to peers for each prompt due by midnight, CT on Sunday 

Assignment(s) Publishing on the Web (please see the course materials for a full breakdown of 
the assignment requirements) 

Choose one of the following blogging sites:  

 www.blogger.com  

 www.wordpress.com  
Create an account if needed, then create a new blog site. Follow the on screen 
directions (each site will vary) to set up your site. Use your last name in the blog, 
and set up the url in the same way. For example, the blog name and url might be 
The Smith Family Blog www.smithfamilyblog.blogspot.com.  

An example of a blog can be found here: 
http://wondergemprinciplesofdistanceed.blogspot.com/  

Create a few posts in your blog- you can make create it on any content that 
interests you, such as a family photo album or a place to house products that you 
create in your classes. Next week you will be asked to share your blog with the 
class, so please make sure the content is appropriate for everyone. You can either 
make the blog private and invite your coursemates/instructor by email OR make the 
blog public and provide the URL.  
Your blog should include the following content:  

 Minimum of three posts, each post being at least one paragraph  

 At least three images  

 At least one video  
 
Due: Sunday at Midnight, CT 
Points Possible: 25 

 
Week 5 

Readings  Concepts:  Databases 

 Issues: Ethics 

 Skills: Access 2007 

Discussion  Initial post to each prompt due by midnight, CT on Wednesday 

 At least two replies to peers for each prompt due by midnight, CT on Sunday 

Assignment(s) Databases (please see the course materials for a full breakdown of the 
assignment requirements) 

Complete an Internet search for fundraising databases. Examine the fundraising 
databases as if you were going to choose one for a (fictional) national nonprofit 
organization. Using Word, create a table that compares and analyzes various 
programs available. Include information about their costs, system requirements, 
services provided, and other relevant details. List at least six of the most popular 
databases. Once you have gathered data on each of the programs, start a new 
page in Word (>insert>page break) and prepare an informational or 'sales' flyer for 
your nonprofit organizations to review in selecting an appropriate fundraising 
database, and identify budgets required to purchase or run the software. Your flyer 
can focus on one specific database OR outline several databases to compare.  

 
*If you have Access available on your computer, you may work through the lesson 
steps provided in the Emerge with Computers E-Text to become familiar with using 
databases; however the use of Access or other database is not required for this 
assignment or this course.  
 
Due: Sunday at Midnight, CT 
Points Possible: 25 

 
Week 6 

http://www.blogger.com/
http://www.wordpress.com/
http://wondergemprinciplesofdistanceed.blogspot.com/


 

5 of 7 

Readings  Concepts: Digital Media 

 Issues: E-Commerce 

 Skills: Management Skills 

Discussion  Initial post to each prompt due by midnight, CT on Wednesday 

 At least two replies to peers for each prompt due by midnight, CT on Sunday 

Assignment(s) Digital Media Website: Project Management Template (please see the course 
materials for a full breakdown of the assignment requirements) 
For the next two lessons, you will be building an online website to showcase your 
skills that you have learned in this course. The next two weeks will assist you in 
building the website. This week you will choose a theme for the website from the 
choices in the weekly materials and complete the template to organize your 
information. 
 
Due: Sunday at Midnight, CT 
Points Possible: 25 

 
Week 7 

Readings  Concept: Business Systems 

 Issues: Globalization 

 Skills: Internet Skills 

Discussion  Initial post to each prompt due by midnight, CT on Wednesday 

 At least two replies to peers for each prompt due by midnight, CT on Sunday 

Assignment(s)       Digital Media Website (please see the course materials for a full breakdown 
of the assignment requirements) 
This week, use the content you found and listed in your project management template and 

begin to build your website. Overall you will be required to have the following in your 
site:  

 2-3 pages of content  

 2-5 images  

 A YouTube video  

 2 documents (either a PowerPoint, spreadsheet or word document that 
aligns with the content of your site). You may use content you have created 
previously or create new documents to align with your website theme.  

 A link to another website (either a popular website or your blog)  

 A gadget (such as a ticker, a map, a weather update, etc)  
 
Due: Sunday at Midnight, CT 
Points Possible: 65 

 
Week 8 

Readings  Concepts: Artificial Intelligence 

Discussion  Initial post to each prompt due by midnight, CT on Wednesday 

 At least two replies to peers for each prompt due by midnight, CT on Saturday 

* All online weeks run from Monday to Sunday, except the last week, which ends on Saturday. 
** All assignments are due at midnight Central Time.  (All submissions to the Blackboard system are 
date/time stamped in Central Time). 

Assignments At-A-Glance 

Assignment/Activity Qty. Points Total Points 

Weeks 1-8: Discussion* 8 
20      

per week 
160 

Week 1: Digital Literacy Essay 1 25 25 
Week 2: Using Excel 1 30 30 
Week 3:  PowerPoint Presentation 1 40 40 
Week 4:  Publishing on the Web 1 25 25 
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Week 5: Databases 1 25 25 
Week 6: Digital Media Website: Project 
Management Template 

1 25 25 

Week 7:  Digital Media Website 1 65 65 

TOTAL POINTS   395 
*Please refer to the Policies menu for more information about requirements for Discussions. 

Grading Scale 

Grade Percentage Points 

A 90 to 100% 355-395 

B 80 to 89% 314-354 

C 70 to 79% 273-313 

D 60 to 69% 232-272 

F  60% < 231 
To access your scores, click on Grades in the Student Tools area in Blackboard. 

Important Policies 

All course-specific policies for this course are spelled out here in this syllabus.  
However, additional university policies are located in the Policies section of Blackboard.  
You are responsible for reading and understanding all of these policies.  All of them are 
important.  Failure to understand or abide by them could have negative consequences 
for your experience in this course. 

Editorial Format for Written Papers 

All written assignments are to follow the APA writing style guidelines for grammar, 
spelling, and punctuation.  This online course includes information regarding the APA 
style under “Writing and Research Resources” in the Resource Room on the course 
menu in Blackboard. 

Ottawa Online Late Policy 

With instructor approval, assignments may be accepted for up to one week after the due 
date, but a minimum automatic deduction of 10% of the points will be assessed.  The 
instructor also has the option of increasing this deduction percentage up to a maximum 
of 20%. Extenuating circumstances may be determined on rare occasions and an 
extension allowed without a deduction, but only at the sole discretion of the instructor.  
  
Discussion board postings will not be accepted for credit when posted after the close of 
the discussion week. There are no exceptions to this rule; however, solely at the 
discretion of the instructor, the student may be allowed to submit an alternative 
assignment to make up for the points under extenuating circumstances. If granted, this 
should be an exception to the rule.  
  
No assignments will be accepted after the last day of the course (end of term) unless 
arrangements have been made and “approved” by the instructor at least one week in 
advance. 



 

7 of 7 

Saving Work 

It is recommended that you save all of your work from this course on your own 
computer or flash drive. The capstone course you take at the end of your program may 
require you to have access to this work for culminating assignments and/or reflections. 
 
Academic Integrity 
Plagiarism and cheating will not be tolerated at any level on any assignment.  The 
reality of cyberspace has made academic dishonesty even more tempting for some, but 
be advised that technology can and will be used to help uncover those engaging in 
deception.  If you ever have a question about the legitimacy of a source or a procedure 
you are considering using, ask your instructor.  As the University Academic Council 
approved on May 29, 2003, “The penalty for plagiarism or any other form of academic 
dishonesty will be failure in the course in which the academic dishonesty occurred.  
Students who commit academic dishonesty can be dismissed from the university by the 
provost/director.”  
Please refer to Academic Honesty in the Policies section of the online course menu 
for important information about Ottawa University’s policies regarding plagiarism and 
cheating, including examples and explanations of these issues. 
 
Student Handbook 
Please refer to your student handbook for all university regulations. The Resource 
Room on the course menu in Blackboard contains information about where to find the 
student handbook online for your campus. 
 
Please see Policies in Blackboard for additional university policies. 

Blackboard Technical Support 

The Resource Room in Blackboard contains links to student tutorials for learning to use 
Blackboard as well as information about whom to contact for technical support. Ottawa 
University offers technical support from 8 a.m. to midnight Central Time for all students, 
staff, and faculty at no cost. See www.ottawa.edu/ouhelp for contact information. 

http://www.ottawa.edu/ouhelp

