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TCH010: Computer Literacy (Elective) 
formerly Computer Literacy I and II 
 

Course Overview 
 
Today’s students must be able to effectively use technology to research, organize, create, and 
evaluate information. This course provides a foundation in the skills and concepts that define 
computer literacy in the twenty-first century. From the basics of keyboarding to Internet research 
techniques, document creation, and digital citizenship, students practice essential skills through 
hands-on projects. 
 
Course Length: One semester 
Materials:  
Software: OpenOffice.org (free download provided in course); Mozilla Firefox  
System Requirements: Microsoft Windows XP, Windows Vista, Windows 7, or Mac OS X 10.4 
or higher operating system; for Windows, 256 MB of memory (RAM), 650 MB available hard 
drive space, and a 1024 x 768 or higher monitor resolution; for Mac OS X, an Intel processor, 
512 MB of memory (RAM), 400 MB available disk space, and a 1024 x 768 or higher monitor 
resolution 
Prerequisites: None 
 

Course Outline 
 
Course Overview 
Students learn how to navigate the course and turn in assignments. They set up a course folder 
and download and install software and course resources. They also learn how to identify 
sources of trustworthy information and avoid plagiarism. 
 

 Start the Course  
 Set Up Your Computer  
 Set Up a Browser and Install 7-Zip 
 Find and Complete Coursework 

Hours 
Get Started 
Students learn the basics of computer use, troubleshooting tips for common computer 
problems, and the benefits and risks of computer networks. They learn about computer security, 
viruses, and ergonomics. 
 

 Computer Basics 
 Health and Safety in the Workplace 

Hours 
Section 1: The Internet 
Students learn the basics of the Internet. They learn how to use browsers, set up a Google 
account, identify trustworthy sources of information, and use search and bookmark tools. They 
also learn how to send email and use a calendar tool. They learn about responsible and safe 
Internet usage, intellectual property and copyright. They also are introduced to common careers 
in technology and fill out a practice online job application. 
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 Create a Google Account 
 Use Google to Search 
 Email 
 Google Calendars 
 Safe and Legal Internet Use 

Computer Literacy - Course Outline Points 
Section 2: Writer 
Students learn about the QWERTY keyboard, touch system typing, and the home row method. 
They take a typing test and learn how to improve their keyboarding skills. They learn to use 
word processing software; and practice writing, proofing, and revising a cover letter. 
 

 Keyboarding Skills 
 Writer 
 Cover Letters 
 Proofreading 

Computer Literacy - Course Outline Points 
Section 3: Formatting Documents 
Students learn common formatting commands for font selection, margins, page orientation, and 
columns. They learn to create and view PDFs. They practice citation styles and bibliographies, 
and retake their typing test. 
 

 Formatting Text 
 Printers and PDFs 
 Reports 
 Citing Sources 
 Columns 

 
Section 4: Calc 
Students learn about spreadsheets and how to use Calc. They learn to enter and edit data, 
merge cells, add text labels, use sums and equations, and understand common mathematical 
symbols. They retake their typing test to check on improvement. 
 

 Spreadsheets 
 Enter Data 
 Formulas and Functions 

 
Section 5: Impress 
Students learn about presentations and how to use Impress software. They set slide layout; add 
and format text; add slides; and find, add, and provide citations for images. They learn about 
oral presentations and how to set goals, budget time, and prepare for a presentation. 
 

 Set Up a Presentation 
 Add Text 
 Add an Image 
 Giving Presentations 

 
Section 6: Blogging 
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Students learn about blogs and how to use Google Reader. They learn about WYSIWYG web 
editors, HTML, and web standards; color themes; layouts; and visual appeal. They also learn 
common principles of positive online communication. They write a blog post, add an image, 
view the HTML code, and publish their blog post. 
 

 Blogs 
 Create a Blog 
 Design Your Blog 
 Create a Blog Post 

 
Section 7: Wrap Up 
Students learn ways to share information including instant messaging and shared files. They 
learn attitudes and behaviors for working well with others and ways to build leadership skills. 
They learn some of the history of computer technology, common ways in which people do 
business online, and online activities that are illegal. 
 

 Teamwork and Leadership 
 History of Technology 

 


