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I. GENERAL INFORMATION
A. Date
B. Department
C. Course Number
D. Course Title
E. Course Outline Preparer
F. Department Chairperson

March 31, 1998
Disabled Students Programs and Services
4022
Computer Skills - Disabled
Paul Johnson
Dorene Cotter

II. COURSE SPECIFICS
A. Hours
B. Units
C. Prerequisite(s)

Corequisite(s)
Advisor(y/ies)

D. Course Description

E. Field Trip(s)
F. Method of Grading
G. Repeatability

Ten hours per week for eighteen weeks. I'. 10hlL
o
None
None

This is a laboratory course which provides some
individualized instruction and some lecture. The purpose of
the course is to introduce the student to basic computer
applications. This is an open-entry, open-exit class. The
material is divided among five modules (see A through E
under COURSE CONTENT). Students may take one, some
or all modules depending upon their individual needs and
capabilities as outlined in their Student Educational Contract
(SEC). Appropriate assignments and class materials are
available in alternate formats (i.e., braille, large print and
sound recording). Also braille writers, CCTVs, computer
screen enlargement, computer voice output, alternative
keyboards, supportive chairs, slant boards, etc. are often
available for student use. A point is made of speaking
everything that is written on the board and the lesson is
presented with a combination of oral, written and hands-on
activities to maximize learning.
None
Pass/Fail/Repeat Grading System for CCSF Noncredit
Reference to Title V - Special Class Repeatability Sec. 56029

III. CATALOG DESCRIPTION
Introduction to microcomputer applications for disabled students who desire entry-level clerical
work. The course introduces word processing, spreadsheet and database concepts using popular
business software through lecture, lab and individualized instruction. Students create, edit,
manipulate and print their own documents. Course may include the use of adaptive equipment such
as screen enlargement or voice output. ABE 2013 and ABE 2029 or equivalents are recommended.

IV. COURSE OBJECTIVES
The student will:
A. Create and print a multiple-page document in a word processing program using proper formats

and techniques.
B. Create and print a spreadsheet and chart which clearly and attractively present financial data.
C. Design a database, access records therein and print out a report.
D. Manage a voice output system on microcomputer.
E. Manage a screen enlargement program on the computer.
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~ COURSE CONTENT
A. Voice output systems allow blind computer users to access what is on the screen.

I . The most useful commands are the ones that allow you to read various parts of the
screen.

2. The difference between the application cursor and the voice access cursor is important.
3. How to adjust the voice for different purposes.

B. Screen enlargement programs allow low vision users to access the computer screen.
1. Screen enlargement allows one to enlarge the whole screen or various parts.
2. Different tracking modes help to make the enlargement useful.
3. Screen enlargement programs allow one to adjust the size and color of the screen.

C. Word processing applications allow us to produce attractive text documents quickly.
1. The first step is to learn how to enter a document, edit it and print it.
2. The next step is to learn to manipulate the document by changing margins, tabs, fonts,

alignment, line spacing, indents, and page breaks or by using move, copy and delete.
3. More advanced functions include headers, footers, footnotes, endnotes, page numbering,

tables and columns and graphics.
4. Mail merge functions allow one to quickly communicate with large numbers of people.

D. Spreadsheets and charts are for presenting financial and other numerical data.
1. How to create, edit and print a single spreadsheet and chart.
2. How to use functions, absolute and relative formulas, copying moving, and filling.
3. How to change row heights and column widths, change fonts, size and color, add

borders, lines and shading.
4. Advanced features such as goal seeking, table generation and macros can provide real

power.
5 . Many different types of charts can be made.
6. It is possible to create multiple spreadsheets within and document and link spreadsheets

to other documents.
E. Database managers allow as to extract data and create attractive forms and reports.

1. Create, edit and print a simple database with acceptable format.
2. Use a form to view data and create a custom report.
3. Queries allow us to extract data.
4. How to maintain a database by adding and deleting records, changing fields, ordering

records, etc.

VI. INSTRUCTIONAL METHODOLOGY
A. Assignments The five modules for this course are listed under A through

E under COURSE CONTENT. The first and second
modules are designed for blind and low vision students. No
assignments are given, but the student must employ what he
or she has learned in order to complete one or more of the
other modules. In the third through the fifth modules (C
through E) the students work through projects with
instructor assistance and demonstration and then complete
two similar projects on their own. These assigned projects
provide progressively fewer specific instructions so that the
student learns to start thinking on his or her own

B. Evaluation The first and second modules are evaluated by the particular
student's ability to utilize the voice output or screen
enlargement program while working on the computer
applications in the other three units. The third through the
fifth modules are evaluated by performance tests which ask
the student to create and print a sample of each type of
document in an attractive and acceptable format using correct
techniques.
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C. Texts and other Materials Ai Squared, ZoomText Xtra User's Guide. Manchester
Center, VT: Algorithmic Implementations, Inc., 1997.
Benter-Joyce, Inc., JAWS Basics, St. Petersburg: Benter
Joyce Inc., 1997.
Shelly, Gary B., et al., Microsoft Access '97 Introductory
Concepts and Techniques, Double Diamond Edition.
Cambridge: Course Technology, International Thomson
Publishing, 1997.
Shelly, Gary B., et al., Microsoft Excel '97 Complete
Concepts and Techniques. Cambridge: Course Technology,
International Thomson Publishing, 1997.
Shelly, Gary B., et al., Microsoft Word '97 Complete
Concepts and Techniques. Cambridge: Course Technology,
International Thomson Publishing, 1998.

VII. REQUESTED CLASSIFICATION .
NONCREDIT (meets all standards of Title V. Section 55002 (c)).
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