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INTRODUCTION

BACKGROUND

In 1985, the cornerstone of the Microcomputing program as we know it today was laid. In 1986, meetings with the
provincial committee on microcomputing resulted in the formulation of a general outline of the program under the name
of "Initiation à la technologie." By the end of that year, the program itself was ready. Some changes were necessary but
the program of study and the MAX  version of the individual learning guides for eight of the 21 courses were already*

completed. In 1987, the MAX versions were revised, IBM versions for the 21 courses were written, and 26 learning
guides were distributed throughout Québec's adult education services.

Of course, no one could have anticipated the new capabilities offered by the most recent versions of the software
programs in any of the programs of study. The challenges facing us today are no different from those we faced in the
eighties. There have been numerous improvements in software design and, nowadays, it is no longer necessary to learn
as many commands as before.

Some school boards have been offering computer courses to adults in general education for over 10 years, while others
will begin doing so only this year. As it stands now, school boards can no longer obtain the versions of the software
recommended for use with the learning guides of the existing program. 

With more and more school boards offering these courses every year, it became evident that the program and the
learning guides were due for a thorough update. As a result, this new program was developed to bring the study of
microcomputing in line with the many technological changes that have occurred in the field, and to meet the various
needs of adults.

 Max is the name of the technology used throughout the school system in the eighties.*
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STUDY OF NEEDS

In order to define the teaching and learning objectives of the Microcomputing program, we consulted members of the
provincial committee on microcomputing as well as teachers in all the subject areas of adult education. This consultation
enabled us to establish students' needs, draw up a list of the different programs and adapt these programs to adults'
needs in their progression through school.

DETERMINING THE NEEDS OF ADULTS

The needs of adults are the same today as those established during the development of the original program. The only
difference, of course, is the fact that microcomputers now play an even greater role in North American society. 

! Adults perceive computing science as a key to a better future.

! Adults today are still looking for practical training. Some of them have a personal microcomputer at home and
want to learn to use it effectively. They also want to know about the kinds of software that can serve their needs
most easily and efficiently.

! Adults are looking to acquire new knowledge that will help them save time and effort by applying this knowledge
to their learning in other subjects.

! Adults will have to use the microcomputer for educational purposes, both as a work tool and as a focus of study
at every level, from literacy training to Secondary V.

! Adults recognize the importance of acquiring basic microcomputing skills both for meeting the requirements of
the job market and for use in daily life. 
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GUIDING PRINCIPLES

! To introduce adults to the use of microcomputers for personal use.
Microcomputing is becoming a growing part of the adult's life. To meet the adult's needs, the program will focus
on the general concepts of different applications with the aim of adapting the courses to the constant changes
in the field of computing.

! To use a pragmatic approach
The approach used will be adapted to individual styles of learning to take account of the adult's immediate needs.
The means that will be used to meet the adult's needs include a project-centred approach, individualized learning,
group work and workshops. Rather than focusing on performance to develop competencies, which falls under
the domain of vocational education, the emphasis of this program is on gaining knowledge of the computer itself
and then using it as a tool. 

! To allow adults to choose courses that correspond to their areas of interest, their level of knowledge and their
level of schooling.

! To approach the course content from a perspective that extends beyond the adult's immediate situation.
The training provided should prepare adults for self-directed learning and for creating links between what they
have learned and the new capabilities that will become available within the same field of application. 

! To help adults become more open-minded and more flexible in their choice of learning tools and methods.

! To meet the needs of general education by using a more global approach.
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ORIENTATIONS

! The objectives of the Microcomputing program fall into three main categories:

- introduction to the microcomputer, with a focus on facilitating the use of the computer and its peripherals
for both personal and educational purposes;

- introduction to an integrated software package for immediate use in general education programs and in
daily life;

- introduction to a microcomputing application with a view to exploring its capabilities.

! The courses must be open to all adults in general education, regardless of their level of schooling.

! The program is designed on the basis of skills to be acquired. 

! The program is designed around the two most widely used technologies: IBM and Macintosh, and the most
widely used software tools.

! When choosing software, it is necessary to take into account its user-friendliness, utility, cost and the availability
of instructional materials.



COURSES IN THE MICROCOMPUTING PROGRAM



7

COURSES IN THE MICROCOMPUTING PROGRAM

The grid used to develop the courses helps to decompartmentalize learning so as to better fit the adults' different needs
and areas of interest. Also, it makes it possible to adjust to individual rates of learning. 

Adults can adopt their own learning strategies by using either a conventional approach or choosing a learning project
that incorporates one or several of the courses suggested in the program. Adults who choose the learning project
approach must be sure to cover all the objectives of the course(s) selected.

Furthermore, the use of an integrated software package that offers adults a constant environment encourages them to
explore different fields in microcomputing. This also produces a synergic effect during the learning process, which is
very stimulating for the adult learner.

The Microcomputer program designed for adults in general education consists of ten main themes related to various
fields in computing science.



Table of themes

Sec. II

Sec. IV

Sec. V

Introduction to the Microcomputer

Explororing  Applications

Databases

Word Processing

Computer Graphics

Spreadsheets

Using a New Application 

Integrating Applications 

Computer Programming

Advanced Applications 

8
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The different themes are subdivided into 13 courses. This decompartmentalizing approach allows adults to choose the
courses that best fit their needs and areas of interest.

GENERAL TABLE

TITLE LEVEL NO. OF CREDITS NO. OF HOURS

Introduction to the Microcomputer and Its Peripherals Sec. II 1 25

Exploring Microcomputing Applications Sec. IV 3 75*

Word Processing I 1 25
Word Processing II 1 25Sec. IV*

Spreadsheets I 1 25
Spreadsheets II 1 25Sec. IV*

Consulting Databases 1 25
Creating a Database 2 50Sec. IV*

Computer Graphics Sec. IV 2 50*

Computer Programming Sec. V 2 50

Using a New Microcomputing Application Sec. V 2 50

Advanced Microcomputing Applications Sec. V 2 50

Integrating Different Microcomputing Applications Sec. V 2 50

 As long as rules applicable to the transitional certification system remain in force, Secondary IV courses will be*

  associated with those of Secondary V in the SAGE system. 
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LINKS BETWEEN THE COURSES

Secondary II:

! The Introduction to the Microcomputer and Its Peripherals course is recommended for anyone looking for basic
training in microcomputers. It provides an opportunity to learn the terminology used in the field and to acquire
the basic skills required for using a microcomputer.

Secondary IV:

! Adults must accumulate a total of 6 credits from among the Secondary IV microcomputing courses in order to
meet the "science" requirement for certification, as stipulated in the Basic school regulation respecting eductional
services for adults in general education.

! Any combination of 6 credits for Secondary IV microcomputing courses qualifies adults for general training in
microcomputing.

! The Exploring Microcomputing Applications course should be strongly recommended to all those who have not
as yet determined their needs with regard to specific fields in microcomputing applications. This course requires
the use of an integrated applications software package.

! The Word Processing I course is a prerequisite for Word Processing II.

! The Spreadsheets I course is a prerequisite for Spreadsheets II.

! The Consulting Databases course is not a prerequisite for Creating Databases.

! The Computer Graphics course requires the ability to use a mouse.
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Secondary V:

! The four Secondary V microcomputing courses are optional.

! Although there are no admission requirements for these courses, learning the fundamentals of microcomputing
will prove to be a significant advantage in achieving the different objectives of these courses.
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LINKS BETWEEN THE OBJECTIVES

! The sequence of terminal objectives for any given course may be changed to complement the selected
instructional approach and the different tools used.

! The intermediate objectives suggest a process for attaining the different terminal objectives for a given course.

! The suggested related content gives an overview of the knowledge to be acquired in the specific field of a given
application. 



COURSES AND OBJECTIVES 
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TABLE OF COURSES AND OBJECTIVES OF THE PROGRAM

Title Orientation, General and Terminal Objectives Intermediate
 Objectives

Introduction to the Microcomputer ORIENTATION OF THE COURSE:
and Its Peripherals The Introduction to the Microcomputer and Its Peripherals course focuses

on the use of the microcomputer's different components and its peripherals.
The course also aims to provide adults with the basic knowledge that will
help them determine their needs with regard to acquiring or using
computer equipment for personal use. This course introduces adults to the
procedures for loading and running an application. Adults will be able to
apply the skills acquired in this course throughout their studies.

GENERAL OBJECTIVE:
To encourage adults to acquire the basic knowledge required for choosing
a microcomputer and to develop the skills necessary for using the different
educational applications of the computer.

TERMINAL OBJECTIVES:
1) To use the procedures for starting up and checking a microcomputer. 2

2) To use a keyboard and a mouse. 4

3) Using the menus of an operating system, to format a diskette, to copy 2
a diskette, to manage files and to start up an application.

4) To recognize the main components and the different peripherals of a 4
microcomputer by comparing specification sheets.



Title Orientation, General and Terminal Objectives Intermediate
 Objectives
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Exploring Microcomputing ORIENTATION OF THE COURSE:
Applications The Exploring Microcomputer Applications course focuses on the different

capabilities offered by microcomputing. It gives an overview of the role and
capabilities of an operating system and of a word-processing, a computer
graphics, a spreadsheet and a database program. In identifying the different
capabilities offered by an integrated environment, this course also gives a
general outline of how to integrate different applications. Using an
integrated software package enables adults to become familiar with the
environment in less time, thus encouraging them to explore different
microcomputer applications. The objectives of this course cannot be
attained without the use of integrated applications software.

GENERAL OBJECTIVE:
To acquire a basic knowledge of an operating system, a word-processing
program, a computer drawing program, a spreadsheet program, a database
program and different ways of integrating the applications of an integrated
software package.

TERMINAL OBJECTIVES: 3
1) To use the main capabilities of an operating system. 

2) To distinguish the various elements of an integrated software package.

3) To produce a short text using the word-processing program of an
integrated software package.

4) To incorporate a modified image into a text.

5) Using given files, to use basic commands for calculating, printing and dis-
playing the spreadsheet application of an integrated software package.

6) Using given files, to use the main commands for creating, calculating
and sorting the database applications of an integrated software package.

7) To carry out an assignment using the capabilities for integrating
different applications.

5

3

3

4

3

2
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 Objectives
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Word Processing I ORIENTATION OF THE COURSE:
The Word Processing I course is designed to help adults acquire the basic
knowledge related to word processing. It enables them to use the basic
functions for producing a text on a microcomputer. After this course, adults
will become sufficiently autonomous to be able to use word processing as
a tool in all their courses. 

GENERAL OBJECTIVE:
To acquire the minimum skills required for using a word-processing
program.

TERMINAL OBJECTIVES: 3
1) To use the basic commands for loading a word-processing program,

managing files and printing a document.

2) To produce a short printed text.

3) To modify a given text.

4) To reproduce a one-page text using various character formatting
functions.

5) To change the presentation of a text using paragraph formatting
functions such as line spacing, paragraph alignment, paragraph indent
and paragraph border.

4

3

4

4



Title Orientation, General and Terminal Objectives Intermediate
 Objectives
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Word Processing II ORIENTATION OF THE COURSE:
The Word Processing II course follows Word Processing I. It is designed to
broaden the adults' understanding of the concepts related to text
presentation and text editing.

GENERAL OBJECTIVE:
To acquire the skills required for using the main functions of a word-
processing program.

TERMINAL OBJECTIVES:
1) To change a text using electronic dictionaries and the search and 3

replace functions.

2) To incorporate images into a given text. 2

3) To produce a printed version of a text consisting of several numbered 4
pages with margins, headers and footers, taking into account the paper
size and page orientation for printing. 

4) To produce a text containing a table and columns. 4
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Spreadsheets I ORIENTATION OF THE COURSE:
The Spreadsheets I course helps adults acquire the basic knowledge related
to using a spreadsheet program. It enables them to use the basic functions
required for producing a spreadsheet on a microcomputer. At the end of
this course, adults will become sufficiently autonomous to be able to use
a spreadsheet program as a work tool in all their courses.

GENERAL OBJECTIVE:
To acquire the minimum skills required for using a spreadsheet program.

TERMINAL OBJECTIVES:
1) To use the basic commands for loading a spreadsheet program, 3

managing files and printing a document.

2) To produce a printed version of a spreadsheet comprising text and 5
numbers.

3) To complete a spreadsheet using the mathematical formulas and 2
statistical functions of a spreadsheet program.

4) To use the main functions for formatting a spreadsheet. 2
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Spreadsheets II ORIENTATION OF THE COURSE:
The Spreadsheets II course follows Spreadsheets I and is designed to
enable adults to further their knowledge of the functions of a spreadsheet
program.

GENERAL OBJECTIVE:
To acquire the skills required for using the main functions of a spreadsheet
program.

TERMINAL OBJECTIVES: 4
1) To change a spreadsheet using the commands for moving the cells, for

inserting and deleting rows and columns, and for editing the contents
of the cells.

2) To arrange the contents of a spreadsheet.

3) To prepare a spreadsheet model using the copy commands of a
spreadsheet program.

4) To produce a printed version of a spreadsheet consisting of several
numbered pages with margins, headers and footers, taking into account
the paper size and page orientation for printing. 

5) To produce a printed graph based on a spreadsheet, using the main
graphics commands of a spreadsheet program.

2

3

4

4
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Consulting Databases ORIENTATION OF THE COURSE:
The Consulting Databases course is designed to help adults acquire the
basic knowledge related to using a database. It enables adults to use the
basic functions for finding, querying and classifying information. In light of
the development of new information technologies, this course enables
adults to become sufficiently autonomous to be able to use a database as
a work tool in all their courses. By using the knowledge acquired in this
course, adults will be able to make the kind of links that will enable them to
optimally exploit the many database applications available on the
information highway and to use the various applications offered by
databases available on compact disk (CD-ROM). 

GENERAL OBJECTIVE:
To acquire the minimum skills required for using a database. 

TERMINAL OBJECTIVES:
1) To use the basic functions required for loading a database, and for 3

managing and printing files.

2) To use the main options for querying and displaying a file in a database. 4

3) To change a database display by using the different options for 2
classifying information. 
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Creating a Database ORIENTATION OF THE COURSE:
The Creating a Database course enables adults to further their knowledge
of the different database functions. At the end of this course, adults will be
able to use the basic functions required for creating a database.

GENERAL OBJECTIVE:
To acquire the skills required for using the functions of a database.

TERMINAL OBJECTIVES:
1) Using a database, to produce a file that incorporates text, numbers and 4

mathematical formulas.

2) To change a database file by using the commands for inserting and 4
deleting fields and records, and by changing the size and type of fields
and the information contained in the records.

3) To produce a printed version of a database consisting of several 3
numbered pages with headers and footers.

4) To produce a report, using a database. 5
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 Objectives
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Computer Graphics ORIENTATION OF THE COURSE:
The  Computer Graphics course enables adults to acquire the knowledge
required for using a computer graphics program. The terminal objectives
will be attained through practical exercises.

GENERAL OBJECTIVE:
To acquire the minimum skills required for using a graphics program.

TERMINAL OBJECTIVES:
1) To know the different elements of a graphics program. 2

2) To create a drawing containing simple forms and text. 4

3) To change an image using the main functions of a graphics program. 5

4) To print a graphics assignment, taking into account the paper size and 2
page orientation for printing.
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Computer Programming ORIENTATION OF THE COURSE:
The Computer Programming course is designed to familiarize adults with
the basic concepts related to computer programming. It involves analyzing
the configuration of a simple problem in order to divide it into smaller
elements, write the sequence of steps to be performed and encode each of
the instructions in a programming language. 

This course helps adults to become autonomous in the use of particular
computer programming language by means of problem analysis and by
applying the rules of file management.

GENERAL OBJECTIVE:
To acquire the basic skills required for computer programming and for
using a particular computer programming language.

TERMINAL OBJECTIVES:
1) Using a given program, to establish the relationship between the 4

program instructions and the results obtained on screen.

2) To understand the organization and algorithm of a computer program 2
that includes at least one program loop.

3) To write a fully operational program designed to solve a given problem. 3
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Using a New Microcomputing ORIENTATION OF THE COURSE:
Application The Using a New Microcomputing Application course enables adults to

discover a new computing tool that was not dealt with in any of the other
courses of the program. Furthermore, it is designed to help them broaden
their sphere of knowledge of the numerous capabilities of microcomputing
and to become autonomous in their methods of learning.

In Using a New Microcomputing Application, adults will be able to trace the
latest developments related to microcomputing. The choice of topic may be
very varied and will be limited only by the availability of equipment at the
different adult education centres. Possible topics include
telecommunications, networks, voice and music applications, video and
computer graphics, CD-ROMs and computer animation programs. The
instructor will follow each step in the adult's learning process and provide
support throughout the attainment of the objectives. 

GENERAL OBJECTIVE:
To acquire the skills required for using a new computing tool. 

TERMINAL OBJECTIVES:
1) To know the application's main capabilities. 3

2) To use the procedures for loading and starting up the application. 3

3) To carry out an activity using the main functions of the application. 3
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Advanced Microcomputing ORIENTATION OF THE COURSE:
Applications The Advanced Microcomputing Applications course offers adults the

opportunity to expand their knowledge in a specific application field. The
learning activities will be oriented towards furthering and enriching the
knowledge and skills they have already acquired. Adults will be expected
to identify and integrate the capabilities offered by a specific field of
application, and to carry out an activity. 

Possible topics for the course include using desktop publishing to produce
a newsletter for the adult education centre, using advanced commands to
develop a computer program and using macro commands to automate a
procedure. The instructor will follow each step of the activity and provide
support throughout the attainment of the objectives. 

GENERAL OBJECTIVE:
To acquire the skills required for using the advanced functions of a
computing application. 

TERMINAL OBJECTIVES:
1) To analyze various advanced functions. 4

2) To use the different functions that were identified while carrying out an 3
activity.  
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Integrating Different ORIENTATION OF THE COURSE:
Microcomputing Applications The Integrating Different Microcomputing Applications course gives adults

the opportunity to use more than one microcomputing application while
carrying out an activity. Adults will be required to identify the possibilities
for applying the knowledge they acquired in the other courses of the
program to the objective of this course. 

Possible topics for the course include: using word processing for electronic
mail; using the graphics capabilities of a spreadsheet program; a word-
processing program and a graphics program to produce a class newsletter;
or using a spreadsheet and a word-processing program to produce reports
for a chemistry course. In addition to giving adults the opportunity to
integrate different computing tools, this course encourages interaction
between the Microcomputing program and the other general education
programs in the adult sector. The instructor will follow each step of the
activity and provide support throughout the attainment of the objectives.

GENERAL OBJECTIVE:
To acquire the skills required for integrating more than one microcomputing
application.

TERMINAL OBJECTIVES:
1) To select the applications. 3

2) To become familiar with the concepts associated with integrating 3
applications.

3) To carry out an activity that integrates the selected applications. 3



DETAILED DESCRIPTIONS



INTRODUCTION TO THE MICROCOMPUTER
AND ITS PERIPHERALS



TITLE: INTRODUCTION TO THE MICROCOMPUTER AND ITS PERIPHERALS
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LEVEL: Secondary II

DURATION: 25 hours

NUMBER OF CREDITS:  1 credit

ORIENTATION OF THE COURSE: The Introduction to the Microcomputer and Its Peripherals course focuses on the
use of the microcomputer's different components and its peripherals.  The
course also aims to provide adults with the basic knowledge that will help them
determine their needs with regard to acquiring or using computer equipment for
personal use. This course introduces adults to the procedures for loading and
running an application. Adults will be able to apply the skills acquired in this
course throughout their studies.

GENERAL OBJECTIVE: To encourage adults to acquire the basic knowledge required for choosing a
microcomputer and to develop the skills necessary for using the different
educational applications of the computer.

TERMINAL OBJECTIVES: 1) To use the procedures for starting up and checking a microcomputer.

2) To use a keyboard and a mouse.

3) Using the menus of an operating system, to format a diskette, to copy a
diskette, to manage files and to start up an application.

4) To recognize the main components and the different peripherals of a
microcomputer by comparing specification sheets.
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TERMINAL OBJECTIVE: 1 To use the procedures for starting up and checking a microcomputer.

INTERMEDIATE OBJECTIVES: 1.1 To verify the presence of the various components required for operating a
microcomputer.

1.2 To start up a microcomputer, taking into account the procedures that are
specific to the available computing environment.

RELATED CONTENT

 1  Starting up and checking the system 

1.1 Checking the system 1.2 Starting up the system

- Checking - Identifying the operating system
. cable - Environment
. screen . stand-alone
. keyboard and mouse . network (if available)
. printer - Procedure for starting up the system

- Turning on the microcomputer
- Operating system
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TERMINAL OBJECTIVE: 2 To use a keyboard and a mouse.

INTERMEDIATE OBJECTIVES: 2.1 To determine the main characteristics of a keyboard and a mouse.
                    2.2 To determine the proper posture and position of the hands.

2.3 To use the main mouse functions.
2.4 To enter a short text.

RELATED CONTENT

 2 Introduction to the keyboard and the mouse

2.1 Characteristics 2.2 Ergonomics 2.3 Mouse 2.4 Entering a Text

- Characteristics of - Relative position of the - Terminology - Typing
. keyboard body - Use - Saving
. mouse - Relative position of the . moving pointer - Printing

- Types of keys hands . specifying functions
. number keys . selecting options
. character keys
. arrow keys
. function keys (if

available)
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TERMINAL OBJECTIVE: 3 Using the menus of an operating system, to format a diskette, to copy a diskette, to
manage files and to start up an application.

INTERMEDIATE OBJECTIVES: 3.1 Using the menus of an operating system, to use the commands for formatting
a diskette, displaying a list of files, copying and deleting a file and copying a
diskette.

3.2 To use the appropriate procedures for starting up an application.

RELATED CONTENT

 3  Operating system

3.1 Using the commands 3.2 Getting started

- Formatting a diskette - From a file
- Copying a diskette - From a menu
- Managing files

. selecting the course credits

. selecting directories or files 

. list of files

. copying files

. deleting files
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TERMINAL OBJECTIVE: 4 To recognize the main components and the different peripherals of a microcomputer
by comparing specification sheets.

INTERMEDIATE OBJECTIVES: 4.1 To associate the appropriate vocabulary to the main components of a
microcomputer.

4.2 To identify the different uses of the peripherals.
4.3 To distinguish the different drives and their respective capabilities.
4.4 To distinguish the role of the operating system from that of the application software.

RELATED CONTENT

4  Components and peripherals of a microcomputer

4.1 Components 4.2 Peripherals 4.3 Drives 4.4 Software

- Microprocessor - Monitor - Disk - Operating system
 . role - Keyboard  . diskette  - Application software
 . type - Mouse  . hard disk . word processing

- Memory - Printer  . CD-ROM . spreadsheet
 . random access - Modem - Capacity . databases

    (RAM) - Other peripherals  . byte . programming languages
 . read-only (ROM)   . kilobyte . telecommunications
 . capacity  . megabyte . graphics

- Clock speed  . gigabyte . courseware



EXPLORING MICROCOMPUTING
APPLICATIONS
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LEVEL: Secondary IV

DURATION: 75 hours

NUMBER OF CREDITS: 3 credits

ORIENTATION OF THE COURSE: The Exploring Microcomputer Applications course focuses on the different
capabilities offered by microcomputing. It gives an overview of the role and
capabilities of an operating system and of a word-processing, a computer
graphics, a spreadsheet and a database program. In identifying the different
capabilities offered by an integrated environment, this course also gives a
general outline of how to integrate different applications. Using an integrated
software package enables adults to become familiar with the operating
environment in less time, thus encouraging them to explore different
microcomputer applications. The objectives of this course cannot be attained
without the use of integrated applications software.

GENERAL OBJECTIVE: To acquire a basic knowledge of an operating system, a word-processing
program, a computer drawing program, a spreadsheet program, a database
program and different ways of integrating the applications of an integrated
software package.

TERMINAL OBJECTIVES: 1) To use the main capabilities of an operating system. 

2) To distinguish the various elements of an integrated software package.

3) To produce a short text using the word-processing program of an integrated
software package.

4) To incorporate a modified graphic into a text.
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5) Using given files, to use basic commands for calculating, printing and dis-
playing the spreadsheet application of an integrated software package.

6) Using given files, to use the main commands for creating, calculating and
sorting the database applications of an integrated software package.

7) To carry out an assignment using the capabilities for integrating different
applications.
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TERMINAL OBJECTIVE: 1 To use the main capabilities of an operating system. 

INTERMEDIATE OBJECTIVES: 1.1 To distinguish the different parts of the main menu of an operating system.
1.2 To use the different commands for formatting and copying diskettes.
1.3 To use the different file management commands. 

RELATED CONTENT

1 Operating system

1.1 Menu 1.2 Formatting and copying 1.3 File management

- Menu bar - Formatting a diskette - Selecting one or several files
- Icons - Copying a diskette . copying a file
- Cursor . moving a file
- Scroll bar . renaming a file
- Moving between menus . deleting a file
- Cancelling a command . changing the file sequence

- Managing directories
. creating a directory
. selecting a directory
. copying a directory
. renaming a directory
. deleting a directory
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TERMINAL OBJECTIVE: 2 To distinguish the various elements of an integrated software package.

INTERMEDIATE OBJECTIVES: 2.1 To describe the different applications.
               2.2 To use the information tools.

                         2.3 To recognize the basic commands.
2.4 To recognize the file management functions.
2.5 To recognize the view screen and print functions. 

RELATED CONTENT

2  Integrated software package

2.1 Applications 2.2 Help 2.3 Commands 2.4 File 2.5 Printing
management

- Definition - Documentation - Creating new - The concept of - View screen
- Examples - Courseware document a file - Printing
- Capabilities - Help function - Menus - Selecting a file

. word- - Commands - Saving a file
processing - Dialogue boxes

. spreadsheet - Tool bar

. database - Exit

. communica-
tions

. drawing
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TERMINAL OBJECTIVE: 3 To produce a short text using the word-processing program of an integrated software
package.

INTERMEDIATE OBJECTIVES: 3.1 To key in a text.
                         3.2 To use the functions for editing, deleting characters and for inserting and

deleting lines. 
3.3 To print a text.

RELATED CONTENT

3  Producing a text

3.1 Entering 3.2 Editing 3.3 Printing

- Entering in text - Moving inside a text - View screen
- Word wrap - Changing a character - Printing
- Returning to the beginning of the - Inserting and deleting:

paragraph . one or more characters
- Setting the font to . one or more words

. bold . one or more lines

. underline - Dividing a paragraph in two

. italics - Merging two paragraphs into one
- Setting text alignment to

. centre

. left 

. right 

. justify
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TERMINAL OBJECTIVE: 4 To incorporate a modified image into a text.

INTERMEDIATE OBJECTIVES: 4.1 To use the basic commands of the drawing application.
4.2 To modify an image using the different capabilities of the drawing application.
4.3 To incorporate an image into a given text.

     RELATED CONTENT

4  Image

4.1 Commands 4.2 Modifying 4.3 Incorporating

- Point of insert - Geometric forms - Closing the application
- Starting up the application - Colours - Updating a document
- Importing a given image - Adding text

- Image size



TITLE: EXPLORING MICROCOMPUTING APPLICATIONS

49

TERMINAL OBJECTIVE: 5 Using given files, to use basic commands for calculating, printing and displaying the
spreadsheet application of an integrated software package.

INTERMEDIATE OBJECTIVES: 5.1 To adjust the data on a spreadsheet.
                         5.2 To change a spreadsheet's presentation by using different column widths.

5.3 To print a spreadsheet.
5.4 To view a graph, using selected data.

RELATED CONTENT

5 Exploring a spreadsheet

5.1 Adding 5.2 Modifying 5.3 Printing 5.4 Graphs

- Terms - Editing entries - View screen - Selecting the data
- Entering - Selecting - Printing - Selecting the type of

. text - Modifying size graph

. numbers - Viewing the graph

. simple formulas - Returning to the
worksheet
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TERMINAL OBJECTIVE: 6 Using given files, to use the main commands for creating, calculating and sorting the
database applications of an integrated software package.

INTERMEDIATE OBJECTIVES: 6.1 To describe the main functions of a database.
               6.2 To change the data items in a given file.

                         6.3 To produce a data file comprising a simple calculation.

 RELATED CONTENT 

6  Exploring a database

6.1 Functions 6.2 Modifying 6.3 Entering data

- Terms - Displaying the content - Creating a file
. record - Entry mode - Entering text
. field - List mode - Entering figures

- Searching - Correcting - Entering formulas
- Sorting - Saving
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TERMINAL OBJECTIVE: 7 To carry out an assignment using the capabilities for integrating different applications.

INTERMEDIATE OBJECTIVES: 7.1 To explore different integrating functions. 
                         7.2 To carry out an activity integrating at least two applications.



WORD PROCESSING



TITLE: WORD PROCESSING I 

55

LEVEL: Secondary IV

DURATION: 25 hours

NUMBER OF CREDITS: 1 credit

ORIENTATION OF THE COURSE: The Word Processing I course is designed to help adults acquire the basic
knowledge related to word processing. It enables them to use the basic
functions for producing a text on a microcomputer. After this course, adults will
become sufficiently autonomous to be able to use word processing as a tool in
all their courses. 

GENERAL OBJECTIVE: To acquire the minimum skills required for using a word-processing program.

TERMINAL OBJECTIVES: 1) To use the basic commands for loading a word-processing program, managing
files and printing a document.

2) To produce a short printed text.

3) To modify a given text.

4) To reproduce a one-page text using various character formatting functions.

5) To change the presentation of a text using paragraph formatting functions
such as line spacing, paragraph alignment, paragraph indent and paragraph
border.
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TERMINAL OBJECTIVE: 1 To use the basic commands for loading a word-processing program, managing files
and printing a document.

INTERMEDIATE OBJECTIVES: 1.1 To recognize the basic commands required for using a word-processing
program.

1.2 To change the name of a document using file management commands. 
                         1.3 To use the view screen and print functions to view and print a given text. 

RELATED CONTENT

1  Basic commands

1.1 Basic concepts 1.2 File management 1.3 Printing a document

- Loading the word-processing - The concept of a file - Viewing the text
program - Selecting an existing file - Using the print commands

- Creating new documents - Naming a file
- Keyboard - Saving a file 
- Mouse - Copying a file
- Windows
- Menus
- Commands
- Tool bar
- Help function
- Cancelling a command
- Exiting
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TERMINAL OBJECTIVE: 2 To produce a short printed text.

INTERMEDIATE OBJECTIVES: 2.1 To enter a text.
2.2 To edit a text using the scroll function and the delete-character function. 
2.3 To modify a text by adding one or more sentences and hard returns.
2.4 To use the spell-check function.

RELATED CONTENT

2  Producing a text

2.1 Entering a text 2.2 Editing a character 2.3 Adding lines or text 2.4 Spell-checking

- Entering text - Deleting a character - Displaying special - Using the spell-
- Carriage return - Replacing a character characters checker
- Using the "tab" key  - Deleting a set of - Inserting lines

characters - Inserting text
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TERMINAL OBJECTIVE: 3 To modify a given text. 

INTERMEDIATE OBJECTIVES: 3.1 Within the same document, to use the capabilities for moving the cursor and for
displaying the screen in different views.

3.2 To block a section of the text in order to make changes.
          3.3 To change a text by using the commands for moving, copying and deleting a

specified section of the text.

RELATED CONTENT

3  Text editing

3.1 Displaying the text 3.2 Selecting the text 3.3 Moving, copying, deleting

- Scrolling the text - Character - Moving text
- Different views - Word - Copying text

- Group of words - Deleting text
- Sentence - Cancelling modifications
- Paragraph
- Document



TITLE: WORD PROCESSING I 

61

TERMINAL OBJECTIVE: 4 To reproduce a one-page text using various character formatting functions.

INTERMEDIATE OBJECTIVES: 4.1 To highlight different parts of a text using bold, underlining and italics.
4.2 To enter a text containing subscript and superscript characters.
4.3 To use different character fonts and sizes. 
4.4 To use special characters in a text.

RELATED CONTENT

4  Character formatting

4.1 Character styles 4.2 Subscript and  4.3 Character fonts 4.4 Special characters 
superscript

- Using bold, italics and - Using subscript and - Character fonts - Special characters
underline style in an superscript in an - Character size
existing text existing text

- Using bold, italics and - Using subscript and
underline style while superscript while
entering text entering text
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TERMINAL OBJECTIVE: 5 To change the presentation of a text using paragraph formatting functions such as line
spacing, paragraph alignment, paragraph indent and paragraph border.

INTERMEDIATE OBJECTIVES: 5.1 To change the line spacing in a given text.
5.2 To use the paragraph alignment capabilities.
5.3 To produce a text with two different "temporary" margins.
5.4 To use borders to set off part of a text.

RELATED CONTENT

5  Formatting paragraphs

5.1 Line spacing 5.2 Alignment 5.3 Indentation 5.4 Borders

- Line spacing within a - Left align - Left indent - Border lines
text - Centre align - Right indent - Boxes

- Line spacing between - Right align - Double indent
paragraphs - Text justification - Indent-style paragraph
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LEVEL: Secondary IV

DURATION: 25 hours

NUMBER OF CREDITS: 1 credit

ORIENTATION OF THE COURSE: The Word Processing II course follows Word Processing I. It is designed to broaden the
adults' understanding of the notions of text presentation and text editing.

GENERAL OBJECTIVE: To acquire the skills required for using the main functions of a word-processing
program.

TERMINAL OBJECTIVES: 1) To change a text using electronic dictionaries and the search and replace
functions. 

2) To incorporate images into a given text.

3) To produce a printed version of a text consisting of several numbered pages
with margins, headers and footers, taking into account the paper size and
page orientation for printing. 

4) To produce a text containing a table and columns.
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TERMINAL OBJECTIVE: 1 To change a text using electronic dictionaries and the search and replace functions. 

INTERMEDIATE OBJECTIVES: 1.1 To use the search function to find characters in a text.
1.2 To replace terms in a text using an electronic dictionary.
1.3 To change a word or a group of words every time it occurs in a text.

RELATED CONTENT

1  Correcting, searching and replacing

1.1 Search 1.2 Electronic dictionary 1.3 Replace

- Description of word needed - Using the thesaurus - Description of word needed
- Entering the whole word - Replacing words - Description of suggested word 
- Observing upper and lower case - Spell-check utility - Confirmation of replacements

in the word search
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TERMINAL OBJECTIVE: 2 To incorporate images into a given text.

INTERMEDIATE OBJECTIVES: 2.1 To insert an image into a document.
                    2.2 To delete an image contained in a document.

RELATED CONTENT

2  Images

2.1 Inserting an image 2.2 Deleting an image

- Point of insertion in the text - Selecting an image in a text
- Selecting an existing image - Deleting an image in a text
- Changing the size of an image
- Updating the document
- Positioning an image
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TERMINAL OBJECTIVE: 3 To produce a printed version of a text consisting of several numbered pages with margins,
headers and footers, taking into account the paper size and page orientation for printing.

INTERMEDIATE OBJECTIVES: 3.1 To select the print format for a text.
3.2 To produce a printed version of a text with a header or a footer on each page.
3.3 To use the automatic pagination functions.
3.4 To print specific pages of a text.

RELATED CONTENT

3  Print format

3.1 Format and margins 3.2 Headers and footers 3.3 Pagination 3.4 Selective printing

- Paper size - Header - Page break - Selecting the pages
. page length - Footer - Page numbering for printing
. page width - Layout - Page number position

- Margins - Entering text in the
- Orientation header or footer

- Reference note
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TERMINAL OBJECTIVE: 4 To produce a text containing a table and columns.

INTERMEDIATE OBJECTIVES: 4.1 To use tab stops. 
4.2 To use the functions for creating columns.
4.3 To use the functions for creating a table.
4.4 To change the format of a table or the columns in a given text.

RELATED CONTENT

4  Columns and tables

4.1 Tab stops 4.2 Creating columns 4.3 Creating a table 4.4 Changing the format

- Inserting tab stops - Creating columns     - Creating a table - Alignment 
- Deleting tab stops - Entering text in columns - Entering text - Borders
- Creating new tabs - Line spacing
- Changing tabs - Indents
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LEVEL: Secondary IV

DURATION: 25 hours

NUMBER OF CREDITS: 1 credit

ORIENTATION OF THE COURSE: The Spreadsheets I course helps adults acquire the basic knowledge related to using a
spreadsheet program. It enables them to use the basic functions required for producing
a spreadsheet on a microcomputer. At the end of this course, adults will become
sufficiently autonomous to be able to use a spreadsheet program as a work tool in all their
courses.

GENERAL OBJECTIVE: To acquire the minimum skills required for using a spreadsheet program.

TERMINAL OBJECTIVES: 1) To use the basic commands for loading a spreadsheet program, managing
files and printing a document.

2) To produce a printed version of a spreadsheet comprising text and numbers.

3) To complete a spreadsheet using the mathematical formulas or statistical
functions of a spreadsheet program.

4) To use the main functions for formatting a spreadsheet.
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TERMINAL OBJECTIVE: 1 To use the basic commands for loading a spreadsheet program, managing files and
printing a document.

INTERMEDIATE OBJECTIVES: 1.1 To recognize the basic commands required for using a spreadsheet program.
1.2 To change the name of a file using file management commands.

                         1.3 To use the functions for viewing and printing a given spreadsheet.

RELATED CONTENT

1  Basic commands

1.1 Basic concepts 1.2 File management 1.3 Printing a document

- Loading the spreadsheet program - Concept of a file - Viewing the spreadsheet
- Creating new documents - Selecting an existing file - Using the print commands
- Keyboard and mouse - Naming a file
- Windows - Saving a file
- Menus - Copying a file
- Commands
- Utility bar
- Help function
- Cancelling a command
- Exiting 
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TERMINAL OBJECTIVE: 2 To produce a printed version of a spreadsheet comprising text and numbers.

INTERMEDIATE OBJECTIVES: 2.1 To know the basic terms associated with a spreadsheet.
2.2 To enter a text and numbers.
2.3 To change the column width according to the data.
2.4 To edit a spreadsheet using the functions for replacing and deleting cells.
2.5 To print a spreadsheet.

RELATED CONTENT

2  A spreadsheet

2.1 Basic concepts 2.2 Data entry 2.3 Column width 2.4 Cell editing 2.5 Printing

- Spreadsheet - Entering text - Selecting - Deleting content - Determining the
program - Entering columns - Replacing cell range 

- Spreadsheet numbers - Enlarging content - Printing
- Columns columns
- Lines
- Cells
- Reference
- Cell range
- Formulas
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TERMINAL OBJECTIVE: 3 To complete a spreadsheet using the mathematical formulas and statistical functions of a
spreadsheet program.

INTERMEDIATE OBJECTIVES: 3.1 To use mathematical formulas in a given spreadsheet.
3.2 To use the main statistical functions of a spreadsheet program.

RELATED CONTENT

3  Mathematical formulas and statistical functions

3.1 Mathematical formulas 3.2 Statistical functions

- Addition, subtraction - Sum
- Multiplication, division - Mean
- Order of operations - Minimum
- Selecting the cell range - Maximum

. typing mode - Number

. point mode
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TERMINAL OBJECTIVE: 4 To use the main functions for formatting a spreadsheet.

INTERMEDIATE OBJECTIVES: 4.1 To change the number presentation using the different presentation formats. 
4.2 To align the contents of the cells of a spreadsheet.

RELATED CONTENT

4  Formatting a spreadsheet

4.1 Number format 4.2 Alignment

- Date - Left
- Currencies - Right
- Percentage - Centre
- Triad separator



TITLE: SPREADSHEETS II

77

LEVEL: Secondary IV

DURATION: 25 hours

NUMBER OF CREDITS: 1 credit

ORIENTATION OF THE COURSE: The Spreadsheets II course follows Spreadsheets I and is designed to enable adults to
further their knowledge of the functions of a spreadsheet program. 

GENERAL OBJECTIVE: To acquire the skills required for using the main functions of a spreadsheet
program.

TERMINAL OBJECTIVES: 1) To change a spreadsheet using the commands for moving the cells, for
inserting and deleting rows and columns, and for editing the contents of the
cells.

2) To arrange the contents of a spreadsheet.

3) To prepare a spreadsheet model using the copy commands of a
spreadsheet program.

4) To produce a printed version of a spreadsheet consisting of several
numbered pages with margins, headers and footers, taking into account the
paper size and page orientation for printing. 

5) To produce a printed chart based on a spreadsheet, using the main graphics
commands of a spreadsheet program.
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TERMINAL OBJECTIVE: 1 To change a spreadsheet using the commands for moving the cells, for inserting and
deleting rows and columns, and for editing the contents of the cells.

INTERMEDIATE OBJECTIVES: 1.1 To use the spreadsheet capabilities for moving within a document and for
displaying the different views.

1.2 To change a spreadsheet by moving the contents of the cells.
1.3 To change a spreadsheet by adding or deleting rows and columns.
1.4 To change the contents of the cells of a spreadsheet by using the commands for

replacing, deleting and editing the cells.

RELATED CONTENT

1  Modifying a spreadsheet

1.1 Displaying 1.2 Moving 1.3 Modifying 1.4 Editing

- Scrolling - Selecting cells - Adding rows and - Replacing
- Moving - Moving a cell columns - Editing
- Titles - Moving a group of - Deleting rows and - Deleting
- Rows and columns cells columns
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TERMINAL OBJECTIVE: 2 To arrange the contents of a spreadsheet.

INTERMEDIATE OBJECTIVES: 2.1 To arrange the contents of a spreadsheet containing one selection criterion.
2.2 To arrange the contents of a spreadsheet containing more than one selection

criterion. 

RELATED CONTENT

2  Sorting

2.1 Simple sorting 2.2 Multiple sorting

- Selecting the data - Selecting the criteria
- Order

. ascending
 . descending
- Selecting a criterion
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TERMINAL OBJECTIVE: 3 To prepare a spreadsheet model using the copy commands of a spreadsheet program.

INTERMEDIATE OBJECTIVES: 3.1 To finish entering data using the copy commands.
3.2 To enter a series of numbers or dates in a spreadsheet.

 3.3 To copy a part of a spreadsheet to another document.

RELATED CONTENT

3  Copy commands

3.1 Copying 3.2 Series of numbers 3.3 Copying to another document

- Copying text - Numbers - Selecting cells
- Copying numbers - Days - Copying cells
- Copying formulas - Months - Selecting the new document
- Relative address - Years - Positioning
- Absolute address - Incremental representation - Inserting cells
- Copying multiple cells
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TERMINAL OBJECTIVE: 4 To produce a printed version of a spreadsheet consisting of several numbered pages with
margins, headers and footers, taking into account the paper size and page orientation for
printing. 

INTERMEDIATE OBJECTIVES: 4.1 To select the print format for a spreadsheet.
4.2 To produce a printed version of a spreadsheet with a header or a footer on each

page.
4.3 To use the automatic pagination function.
4.4 To print specific pages of a spreadsheet.

RELATED CONTENT

4  Selecting a print format

4.1 Format and margins 4.2 Headers and footers 4.3 Page numbering 4.4 Selective printing

- Selecting cells - Header - Page break - Selecting the pages
- Paper size - Footer - Numbering for printing

. page length - Lay out - Position of the page

. page width - Entering text in the number
- Orientation header or footer
- Margins
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TERMINAL OBJECTIVE: 5 To produce a printed graph based on a spreadsheet, using the main graphics commands
of a spreadsheet program.

INTERMEDIATE OBJECTIVES: 5.1 To display a graph on screen.
5.2 To change the type of graph.
5.3 To add titles and a legend to a graph.
5.4 To print a graph.

RELATED CONTENT

5  Graphics commands

          

5.1 Displaying a graph 5.2 Types of graphs 5.3 Titles 5.4 Printing a graph

- Selecting the data - Univariate graph - Title - Selecting a graph
- Graphics windows - Multivariate graph - X-axis - Printing a graph
- Exit graphics - Types of graphs - Y-axis
- Link between the . histogram, curve, sector,    - Legend

spreadsheet and a cumulative curve, scatter    
graph plots, combinations
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LEVEL: Secondary IV

DURATION: 25 hours

NUMBER OF CREDITS: 1 credit

ORIENTATION OF THE COURSE: The Consulting Databases course is designed to help adults acquire the basic knowledge
related to using a database. It enables adults to use the basic functions for searching,
querying and classifying information. In light of the development of new information
technologies, this course enables adults to become sufficiently autonomous to be able to
use a database as a work tool in all their courses. By using the knowledge acquired in this
course, adults will be able to make the kind of connections that will enable them to
optimally exploit the many database applications available on the information highway and
to use the various applications offered by databases available on CD-ROM. 

GENERAL OBJECTIVE: To acquire the minimum skills required for using a database. 

TERMINAL OBJECTIVES: 1) To use the basic functions required for loading a database, and for managing
and printing files.

2) To use the main options for querying and displaying a file in a database. 

3) To change a database display by using the different options for classifying
information. 
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TERMINAL OBJECTIVE: 1 To use the basic functions required for loading a database, and for managing and printing
files.

INTERMEDIATE OBJECTIVES: 1.1 To recognize the basic functions required for using a database.
1.2 To change the name of a file using file management commands.

      1.3 To use the functions required for viewing and printing a document.

RELATED CONTENT

1  Basic commands

1.1 Basic concepts 1.2 File management 1.3 Printing a document

- Loading the database - Concept of a file - Viewing a document
- Keyboard and mouse - Selecting an existing file - Print commands
- Windows - Naming a file
- Menus - Saving a file
- Commands - Copying a file
- Tool bar (if applicable) 
- Help function
- Cancelling a command
- Exiting
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TERMINAL OBJECTIVE: 2 To use the main options for querying and displaying a file in a database. 

INTERMEDIATE OBJECTIVES: 2.1 To display several records.
2.2 To use the scrolling function in a list of records.
2.3 To find records containing a common characteristic.
2.4 To find records containing several common characteristics.

RELATED CONTENT

2  Searching for information

2.1 Displaying 2.2 Scrolling 2.3 Searching by a single 2.4 Searching by multiple
characteristic characteristics

- Display mode - Records - Selecting a criterion - Defining a query
. list . next - Displaying a record - Relational operators
. record . back - Displaying all records - Logical operators

- First record - Mathematical operators
- Last record - Dates
- Specific records
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TERMINAL OBJECTIVE: 3 To change a database display by using the different options for classifying information. 

INTERMEDIATE OBJECTIVES: 3.1 To arrange the content of a database file using a single selection criterion. 
3.2 To order the content of a database file using more than one selection criterion.

RELATED CONTENT

3  Sorting

3.1 Single sorting 3.2 Multiple sorting

- Selecting a single criterion - Selecting criteria
- Order
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LEVEL: Secondary IV

DURATION: 50 hours

NUMBER OF CREDITS: 2 credits

ORIENTATION OF THE COURSE: The Creating a Database course enables adults to further their knowledge of the different
database functions. At the end of this course, adults will be able to use the basic functions
required for creating a database.

GENERAL OBJECTIVE: To acquire the skills required for using the functions of a database.

TERMINAL OBJECTIVES: 1) Using a database, to produce a file that incorporates text, numbers and
mathematical formulas.

2) To change a database file by using the commands for inserting and deleting
fields and records, and by changing the size and type of fields and the
information contained in the records.

3) To produce a printed version of a database consisting of several numbered
pages with headers and footers.

4) To produce a report, using a database.
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TERMINAL OBJECTIVE: 1 Using a database, to produce a file that incorporates text, numbers and mathematical
formulas.

INTERMEDIATE OBJECTIVES: 1.1 To be familiar with the main terms associated with a database.
1.2 To create a database structure.
1.3 To enter text, numbers and formulas.
1.4 To print a record.

RELATED CONTENT

1  Creating a database file

1.1 Basic concepts 1.2 Creating a structure 1.3 Entering the 1.4 Printing
information

- Structure - Determining fields - Entering text - Selecting
- Field - Types of fields - Entering numbers - Viewing
- Record - Field dimension - Entering formulas - Printing
- Display mode - Order of operations

. list - Using functions

. record
- Point of insert
- Help function
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TERMINAL OBJECTIVE: 2 To change a database file by using the commands for inserting and deleting fields and
records, and by changing the size and type of fields and the information contained in the
records.

INTERMEDIATE OBJECTIVES: 2.1 To change a file by inserting and deleting records.
2.2 To change the information contained in a database file.
2.3 To change a file by inserting and deleting fields.
2.4 To change the size and type of fields in a database file.

RELATED CONTENT

2  Modifications

2.1 Adding and deleting records 2.2 Changing records 2.3 Adding and deleting 2.4 Modifying fields
fields

- Inserting records - Correcting information - Inserting fields - Changing field size
- Selecting records - Changing several - Deleting fields - Changing field type
- Deleting records records
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TERMINAL OBJECTIVE: 3 To produce a printed version of a database consisting of several numbered pages with
headers and footers.

INTERMEDIATE OBJECTIVES: 3.1 To produce a printed version of a database with headers or footers on every page.
3.2 To use automatic page numbering.
3.3 Using different print options, to print a database file in column and in form layout

mode.

RELATED CONTENT

3  Print format

3.1 Headers and footers 3.2 Page numbering 3.3 Print options

- Headers - Page break - Print mode
- Footers - Numbering . form layout
- Entering text in a header or - Position . column layout

footer - Page select

- Page orientation
- Paper size
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TERMINAL OBJECTIVE: 4 To produce a report, based on a database.

INTERMEDIATE OBJECTIVES: 4.1 To know the main elements of a report.
4.2 To change a report using the add, delete, copy, move and format commands for a

report.
4.3 To save a report by giving it a meaningful name.
4.4 To group information in a report.
4.5 To produce a report containing a specific selection of records, spread out over

several numbered pages.

RELATED CONTENT

4  Creating a report

4.1 Elements 4.2 Modifications 4.3 Saving 4.4 Grouping 4.5 Printing

- Title - Adding and delet- - Saving - Sorting data - Querying the data-
- Selecting the ing rows or col- - Deleting - Grouping base

fields umns - Copying - Selecting a report
- Statistical - Adding fields - Headers and footers

functions - Adding calcula- . numbering
- Viewing tion formulas . position

- Adding titles and . margins
subtitles - Viewing

- Printing
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LEVEL: Secondary IV

DURATION: 50 hours

NUMBER OF CREDITS: 2 credits

ORIENTATION OF THE COURSE: The  Computer Graphics course enables adults to acquire the knowledge required for using
a computer graphics program. The terminal objectives will be attained through practical
exercises.

GENERAL OBJECTIVE: To acquire the minimum skills required for using a graphics program.

TERMINAL OBJECTIVES: 1) To know the different elements of a graphics program.

2) To create a drawing containing simple forms and text. 

3) To change an image using the main functions of a graphics program.

4) To print a graphics assignment, taking into account the paper size and page
orientation for printing.
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TERMINAL OBJECTIVE: 1 To know the different elements of a graphics program.

INTERMEDIATE OBJECTIVES: 1.1 To select the different menus of a graphics program.
1.2 To distinguish the main elements of a graphics program.

RELATED CONTENT

 1  Graphics software

1.1 Menu 1.2 Elements

- Selecting the menus - Meaning of icons
.  using the keyboard - Scroll bar
.  using the mouse - Colour options

- Selecting the functions - View options
- Tool box
- Help function
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TERMINAL OBJECTIVE: 2 To create a drawing containing simple forms and text. 

INTERMEDIATE OBJECTIVES: 2.1 To draw boxes, rectangles, circles and ellipses.
2.2 To draw straight lines.
2.3 To incorporate text into a drawing.
2.4 To save a drawing.

RELATED CONTENT

2  To create forms and text

2.1 Forms 2.2 Lines 2.3 Text 2.4 Saving

- Square - Straight line - Inserting text - Saving a new drawing
- Rectangle - Broken line - Character fonts - Saving a drawing under a

. regular - Curve - Character size different name

. rounded corners - Saving a drawing in a
- Circle different format
- Ellipse
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TERMINAL OBJECTIVE: 3 To change an image using the main functions of a graphics program.

INTERMEDIATE OBJECTIVES: 3.1 To use the different graphics display capabilities.
3.2 To delete part of an image.
3.3 To move objects contained in an image.
3.4 To change the lines and colours of objects and forms on screen.
3.5 To change an image using special effects.

RELATED CONTENT

3  To change an image

3.1 Displaying 3.2 Deleting 3.3 Moving 3.4 Modifying 3.5 Special effects

- Retrieving an image - Selecting - Selecting - Lines - Special effects
- Selecting . part of an image . part of an image . thickness
 . an object . an object . an object . type

. a group of objects . a group of . a group of - Colour (on screen)

. a surface objects objects - Surface
- Changing the display - Deleting - Moving . motif

size - Retrieving - Copying . colour
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TERMINAL OBJECTIVE: 4 To print a graphics assignment, taking into account the paper size and page orientation for
printing.

INTERMEDIATE OBJECTIVES: 4.1 To select a print format for a drawing.
4.2 To print a graphics assignment.

RELATED CONTENT

4  Printing

4.1 Format 4.2 Printing 

- Paper size - Viewing
. page length - Printing a drawing
. page width - Selecting part of a drawing

- Orientation - Selecting scale size
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LEVEL: Secondary V

DURATION: 50 hours

NUMBER OF CREDITS: 2 credits

ORIENTATION OF THE COURSE: The Computer Programming course is designed to familiarize adults with the basic
concepts related to computer programming. It involves analyzing the configuration of a
simple problem in order to divide it into smaller elements, write the sequence of steps to
be performed and encode each of the instructions in a programming language. 

This course helps adults become autonomous in the use of a particular computer
programming language by means of problem analysis and by applying the rules of
file management.

GENERAL OBJECTIVE: To acquire the basic skills required for computer programming and for using a
particular computer programming language.

TERMINAL OBJECTIVES: 1) Using a given program, to establish the relationship between the program
instructions and the results obtained on screen.

2) To understand the organization and algorithm of a computer program that includes
at least one program loop.

3) To write a fully operational program designed to solve a given problem.
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TERMINAL OBJECTIVE: 1 Using a given program, to establish the relationship between the program instructions and
the results obtained on screen.

INTERMEDIATE OBJECTIVES: 1.1 To associate basic instructions with the results obtained.
1.2 To describe the effects of a given change on the results of the program.
1.3 To enter the text of instructions contained in a given program and to execute the

program.
1.4 To explain the operation of a simple computation program.

RELATED CONTENT

1  The relationship between the screen and the program

1.1 Instructions 1.2 Modifications 1.3 Entering text 1.4 Computations

- Display - Variables - Syntax - Entering numerical data
. positioning - Display - Editing - Executing calculations
. colour . positioning - Saving - Displaying results

- Definitions of variables . colour - Executing
- Entering data - Retrieving
- Printing
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TERMINAL OBJECTIVE: 2 To understand the organization and algorithm of a computer program that includes at least
one program loop.

INTERMEDIATE OBJECTIVES: 2.1 To establish a correspondence between the elements of the algorithm and the
instructions of a given program.

2.2 To understand the basic principles of a program loop used in a simple yes or no
response.

RELATED CONTENT

 2  Organization, algorithm, loop

2.1 Analyzing an algorithm 3.2 Loop

- Planning - Structural elements of a simple loop
- Steps of the procedure . booting up
- Programming language . execution

. end
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TERMINAL OBJECTIVE: 3 To write a fully operational program designed to solve a given problem.

INTERMEDIATE OBJECTIVES: 3.1 To develop an algorithm.
3.2 To encode the program.
3.3 To run the program.
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LEVEL: Secondary V

DURATION: 50 hours

NUMBER OF CREDITS: 2 credits

ORIENTATION OF THE COURSE: The Using a New Microcomputing Application course enables adults to discover a new
computing tool that was not dealt with in any of the other courses of the program.
Furthermore, it is designed to help them broaden their sphere of knowledge of the
numerous capabilities of microcomputing and to become autonomous in their methods
of learning.

In Using a New Microcomputing Application, adults will be able to trace the latest
developments related to microcomputing. The choice of topic may be varied and
will be limited only by the availability of equipment at the different adult education
centres. Possible topics include telecommunications, networks, voice and music
applications, video and computer graphics, CD-ROMs and computer animation
programs. The instructor will follow each step in the adult's learning process and
provide support throughout the attainment of the objectives. 

GENERAL OBJECTIVE: To acquire the skills required for using a new computing tool.

TERMINAL OBJECTIVES: 1) To know the application's main capabilities.

2) To use the procedures for loading and starting up the application.

3) To carry out an activity using the main functions of the application. 
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TERMINAL OBJECTIVE: 1 To know the application's main capabilities.

INTERMEDIATE OBJECTIVES: 1.1 To determine the computing application to be used.
               1.2 To identify the application's main characteristics.

                         1.3 To specify the computing objectives to be attained.

TERMINAL OBJECTIVE: 2 To use the procedures for loading and starting up the application.

INTERMEDIATE OBJECTIVES: 2.1 To distinguish among different elements of the application.
2.2 To carry out the procedures for booting up the system.
2.3 To explore the application's different functions.

TERMINAL OBJECTIVE: 3 To carry out an activity using the main functions of the application. 

INTERMEDIATE OBJECTIVES: 3.1 To enter the information.
3.2 Using the main functions, to process the information.
3.3 To present the final results of the activity.
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LEVEL: Secondary V

DURATION: 50 hours

NUMBER OF CREDITS: 2 credits

ORIENTATION OF THE COURSE: The Advanced Microcomputing Applications course offers adults the opportunity to
expand their knowledge in a specific application field. The learning activities will be
oriented towards furthering and enriching the  knowledge and skills they have already
acquired. Adults will be expected to identify and integrate the capabilities offered by a
specific field of application, and to carry out an activity. 

Possible topics for the course include using desktop publishing to produce a
newsletter for the adult education centre, using advanced commands to develop a
computer program, and using macro commands to automate a procedure. The
instructor will follow each step of the activity and provide support throughout the
attainment of the objectives. 

GENERAL OBJECTIVE: To acquire the skills required for using the advanced functions of a computing
application.

TERMINAL OBJECTIVES: 1) To analyze various advanced functions.

2) To use the different functions that were identified while carrying out an
activity.  
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TERMINAL OBJECTIVE: 1 To analyze various advanced functions.

INTERMEDIATE OBJECTIVES: 1.1 Using documentation and software, to identify various advanced functions. 
1.2 To describe the main characteristics of the functions identified.
1.3 To specify the computing objectives to be attained.
1.4 To use the functions identified.

TERMINAL OBJECTIVE: 2 To use the different functions that were identified while carrying out an activity.  

INTERMEDIATE OBJECTIVES: 2.1 To enter the information.
2.2 To process the information.
2.3 To present the final results of the activity.
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LEVEL: Secondary V

DURATION: 50 hours

NUMBER OF CREDITS: 2 credits

ORIENTATION OF THE COURSE: The Integrating Different Microcomputing Applications course gives adults the opportunity
to use more than one microcomputing application while carrying out an activity. Adults will
be required to identify the possibilities for applying the knowledge they acquired in the
other courses of the program to the objective of this course. 

Possible topics for the course include using word processing for electronic mail,
using the graphics capabilities of a spreadsheet program, a word-processing
program and a graphics program to produce a class newsletter, or using a
spreadsheet and a word-processing program to produce reports for a chemistry
course. In addition to giving adults the opportunity to integrate different computing
tools, this course encourages interaction between the Microcomputing program
and the other general education programs in the adult sector. The instructor will
follow each step of the activity and provide support throughout the attainment of the
objectives.

GENERAL OBJECTIVE: To acquire the skills required for integrating more than one microcomputing
application.

TERMINAL OBJECTIVE: 1) To select the applications.

2) To become familiar with the concepts associated with integrating applica-
tions.

3) To carry out an activity that integrates the selected applications.
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TERMINAL OBJECTIVE: 1 To analyze various advanced functions.

INTERMEDIATE OBJECTIVES: 1.1 Using documentation and software, to identify various advanced functions. 
1.2 To describe the main characteristics of the functions identified.
1.3 To specify the computing objectives to be attained.
1.4 To use the functions identified.

TERMINAL OBJECTIVE: 2 To use the different functions that were identified while carrying out an activity.  

INTERMEDIATE OBJECTIVES: 2.1 To enter the information.
2.2 To process the information.
2.3 To present the final results of the activity.
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