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	Assignments
	Due Dates

	Class Introduction - Class 1 (Jan 11)

	
	Syllabus and Course requirements

Sign-In Sheet and Attendance

Homepages.wmich.edu 
	

	
	Student Information Form
	Due Class 1 – Jan 11

	Introduction to Computers - Class 1 (Jan 11)

	
	Introduction to Computers

Handouts of Basic Computer Information
	

	
	Computer Terminology Table
	Due Class 2 – Jan 18

	Microsoft Windows - Class 2 (Jan 18)

	
	Windows Terminology Table
	Due Class 3 – Jan 25

	
	Windows Handout Diagram
	Due Class 3 – Jan 25

	Internet - Class 3 (Jan 25) and Class 4 (Feb 1) 

	
	Internet Assignment
	Due Class 4 – Feb 1

	
	URL Database Table
	Due Class 4 –Feb 1

	
	Internet Search Test - Sign up for test time
	During Class 4 – Feb 1 

	E-mail Communications

	
	E-Mail Message to Instructor
	During Class 4 – Feb 1

	
	E-Mail Message Response with Attachment 


back to instructor 
	By Class 6 – Feb 15

	Microsoft Word - Class 4 (Feb 1), Class 5 (Feb 8), and Class 6 (Feb 15) 

	Proj. 1
	Bookwork – Grand Prix Announcement
	Due Class 6 – Feb 15

	Pick 1 of

3 labs listed to complete


	Lab 1 – Reid Construction
	

	
	Lab 2 – University Animal Clinic
	

	
	Lab 3 – Pre-Game Party
	

	
	Word Lab Test - Open Book
	During Class 6 – Feb 15

	Mid-Term Exam- Required - Class 7 (Feb 22) - Open Book


Please check with instructor for time. 
	During Class 7 – Feb 22
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	Assignments
	Due Dates

	Microsoft PowerPoint - Class 8 (Mar 8)

	Proj. 1
	Book work – Strategies for College Success

Print Handouts - 4 per page
	Due Class 8 – Mar 8

	Pick 1 of 

3 labs listed to complete
	LAB 1 – Proper Tire Care

Print Handouts - 6 per page
	

	
	LAB 2 – Credit Card Safety Measures

Print Handouts - 4 per page
	

	
	LAB 3 – Bodacious Bikers

Print Handouts - 6 per page
	

	
	Advanced PowerPoint Demonstration - Extra Credit
	Mar 8 or Mar 15

	Microsoft PowerPoint (Continued) - Class 9 (Mar 15) 

	Proj. 2
	Book work – Healthy Eating, Healthy Living

Print Handouts - 6 per page
	Due Class 9 – Mar 15

	Pick 1 of 

3 labs listed to complete
	LAB 1 – Bass Lake Camping

Print Handouts - 4 per page
	

	
	LAB 2 – Pet Walk

Print Handouts - 6 per page
	

	
	LAB 3 – Cold and Flu Defense

Print Handouts - 6 per page
	

	Microsoft Excel - Class 10 (Mar 22), Class 11 (Mar 29), and Class 12 (Apr 5)

	Excel Terminology Table
	Due Class 10 – Mar 22

	Proj. 1
	Book work – Extreme Blading - 1 page
	Due Class 10 – Mar 22

	Can do one lab for up to 5 points
	LAB 1 – Trevor’s Global Golf Outlet - 2 printouts
	Extra Credit

Due Class 12 – Apr 5

	
	LAB 2 – Hitchcox Electronics - 2 printouts
	

	Proj. 2

Do both
	Bookwork-Blue Chip Stock Club-No Web/E-mail-3 printouts
	Due Class 11 – Mar 29

	
	Lab 2 – Custom Home Theater - No E-mail - 6 printouts
	

	
	Excel Lab Test - Open Book
	During Class 12 – Apr 5

	Microsoft Publisher - Class 12 (Apr 5), Class 13 (Apr 12), and Class 14 (Apr 19)

	
	Publisher Demonstration - Extra Credit
	Apr 5 or Apr 12

	
	Publisher Terms - Use Publisher Help On the computer
	Due Class 14 – Apr 19

	
	Two-page project: Newsletter or Tri-fold brochure

Minimum requirements listed on Grading Criteria Sheet
	Due Class 14 – Apr 19

	Final Exam - Required - Open Book

Final will be Wednesday, April 26, in the Lab 

Please check with instructor for time.
	During Class 15 – Apr 26


