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RATIONALE

The development and use of computers and related technologies continues to grow at a
rapid pace. There are few areas of society and/or academic study where the impact of
computer technology is not readily apparent. In view of this extensive growth in the use of
computers, it is necessary for students to gain some basic understanding of computer use
across a range of applications in both the educational and broader social context. Students
require a sound base of knowledge in order to realise the potential of computers as a general
support tool and to apply computers effectively to their university studies and future careers.

SYNOPSIS

This course will provide students with effective practical skills in using a range of computing
applications. Students will learn to choose the most effective applications for specific tasks.
In particular, students will gain experience in the use of the Internet, Email, Word Processing,
PowerPoint, Spreadsheets and basic web authoring to benefit both their course of study at
university and their subsequent careers. Students will be expected to produce high quality
integrated documents. In addition to practical skills, students will learn about fundamental
computer concepts and the role of computers in our society. Issues involving awareness of
how computers impact upon society, such as ethics and privacy, will also be covered.
Students must have access to the internet.

OBJECTIVES

On completion of this course students will be able to:

• demonstrate the acquisition of competency and expertise in integrated computer
applications;
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• independently acquire information from a variety of sources, including the internet
and on-line databases;

• effectively manipulate and present numerical data appropriate to their discipline;
• choose the most effective computer application to perform a variety of real life

tasks;
• use computers as a communication tool using email and suitable word processing

applications;
• consider the social and ethical uses of computers in society;
• evaluate the ethics of their use of computers with particular reference to areas such

as privacy and intellectual property rights;
• consider the ergonomics of their use of computers, to prevent physical problems.

TOPICS

Description Weighting (%)

1. Introduction to the use of computers Scope and uses of computers.
Information explosion

5.00

2. The Internet, Email, On-line resources Use of the www to access a variety
of sources of information

10.00

3. Introduction to Word Processing Basic concepts, creating and editing
documents

10.00

4. Security, Ethics, Privacy, Ergonomics 5.00

5. Networking Basics 5.00

6. Introduction to presentation software Creating an effective presentation,
basic theory of graphics, examples of graphical applications, introduction
to graphics

10.00

7. Advanced Word Processing Use of import features in an integrated
environment, introduction to the basics of desktop publishing

10.00

8. Advanced Word Processing Use of import features in an integrated
environment, introduction to the basics of desktop publishing

5.00

9. Spreadsheet Concepts Basic spreadsheet theory, applied problem solving 10.00

10. Advanced Spreadsheets Use of spreadsheets to present and manipulate
data.

10.00

11. Web-authoring Basic website creation, good website design 10.00

12. Web-site creation basics FTP, file size considerations, use of graphics
for web applications

8.00

13. Buying a computer system 2.00

TEXT and MATERIALS required to be PURCHASED or ACCESSED:

Books can be ordered by fax or telephone. For costs and further details use the 'Book Search'
facility at http://bookshop.usq.edu.au by entering the author or title of the text.
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Students must have access to the internet. Students may choose to use either Microsoft
Office 2000 or Microsoft Office XP on either an IBM Compatible Computer or a Macintosh
respectively.
(Students must have access to the internet. Students may choose to use either Microsoft
Office 2000 or Microsoft Office XP on either an IBM Compatible Computer or a Macintosh
respectively.)

All students should also obtain data files to accompany the Grauer and Barber book which
can be accessed from the website on www.prenhall.com/grauer. These files can also be
obtained from the website for this course by students with internet access at
http://www.sci.usq.edu.au/courses/csc1402/. External students will receive the files in
diskette with their study package.

Grauer, Robert T. and Barber, Maryann 1999, Exploring Microsoft Office 2000 Professional,
Prentice Hall, Vol 1.

(Students choosing to use Microsoft Office 2000 will need to purchase this book)

Grauer, Robert T. and Barber, Maryann 2001, Exploring Microsoft Office XP Professional,
Prentice Hall, Vol 1.

(Students choosing to use Microsoft Office XP will need to purchase this book)

O'Leary, Timothy J. and O'Leary, Linda I. Computing Essentials 2002-2003, McGraw Hill,

(Complete Edition)

STUDENT WORKLOAD REQUIREMENTS

ACTIVITY HOURS

Examinations 2

Private Study 165

ASSESSMENT DETAILS

Description Marks Out of Wtg(%) Required Due Date

ASSIGNMENT 1 100.00 20.00 Y 16 Aug 2002

ASSIGNMENT 2 100.00 20.00 Y 13 Sep 2002

ASSIGNMENT 3 100.00 20.00 Y 21 Oct 2002

1.5 HR PT A CLSD M/CHOICE
EXAM

20.00 25.00 Y END S2
(see note 4)

1.5 HR PT B CLOSED
EXAMINATION

20.00 15.00 Y END S2
(see note 5)

ASSIGNMENT BONUS 15.00 0.00 Y 16 Aug 2002

NOTES:

4. Examination dates will be available during the semester, when the university exam
timetable has been finalised. The total working time for this semester's Foundation
Computing exam (Part A and Part B) is 1.5 hours. Bonus marks have been
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incorporated into the final marks only in those cases where they would improve
the final grade.

5. (See Note 1)

OTHER REQUIREMENTS

1 It is the student's responsibility to attend classes to ensure that they have the best
chance to meet the objectives of the course (assignment exercises are chiefly done
during the practical classes) and to be informed of course-related activities and
administration.

2 Students will require access to an appropriate computer either via the student's own
arrangements or a USQ centre.

3 To be assured of a pass in this course, students must: submit all three assignments;
and obtain a satisfactory mark (at least 50% of the marks available) for the total
of the three assignments; and obtain a satisfactory result (at least 50% of the marks
available) in the examination.

4 Final grades for students will be determined by the addition of the marks obtained
in each assessment item, weighted as in the Assessment Details.

5 Students who obtain an overall passing mark, but who do not perform satisfactorily
in an examination, may, at the discretion of the examiner, be granted a
supplementary examination.

6 Students will be granted a deferred examination only if they perform satisfactorily
in all other assessment items

7 Any supplementary or deferred examination for this course will be held in
conjunction with the examination for this course in the following semester.

8 The due date for assignments is the date by which a student must despatch an
assignment to the USQ. The onus is on the student to provide proof of the despatch
date, if requested by the Examiner. In accordance with University s Policy on
Assignments (Regulation 5.6.1), the Examiner of a course may grant an extension
of the due date of an assignment in extenuating circumstances. This policy may
be found in the USQ Handbook, the Distance Education Student Guide and the
Faculty of Sciences Orientation Handbook for new on-campus students. All students
are advised to study and follow the guidelines associated with this policy.
Assignments submitted after the Due Date will be penalised 10% of the received
mark for each day late unless the student can convince the Examiner that such a
penalty is not warranted. Students must retain a copy of any assignment submitted.
This must be produced within 48 hours if required by the Examiner.

9 Closed Examination: A closed examination is an examination where the candidates
are allowed to bring only writing and drawing instruments into the examination.
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