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Learning Theory: As educators, we have been charged with preparing our students for the future, and the changes that technology in general and computer technology in particular have brought and will continue to bring to our society. There is, of course, a need for most students to have computer knowledge and experience if they are to compete in today’s job market. In addition to this vocational need, though, computers are tools that bring another dimension to the learning experience, itself, and, in this respect, offer a genuine potential for innovation in education. The most valid innovations will come from classroom teachers who are knowledgeable about their existing curriculum, the needs of their students and the potentials offered by technology. Innovative instruction involving computers will occur only if teachers are first comfortable in using computers for their own needs. Research suggests that in addition to a basic knowledge of computers and software, teachers also require direction regarding the use of computers in the classroom. Students, themselves, will not become truly effective in using computers as learning tools until teachers are able to model such use and provide practical experiences within which students can gain and practice the necessary skills. Providing teachers with a degree of comfort with computers and some suggestions for integrating computers into already existing curriculum is the first step towards generating instruction that incorporates computers. 

Acquiring knowledge is fundamental to learning. Refining and extending knowledge is also crucial to active learning. Educators are charged with the task of providing learning experiences for their students. At the same time, recent years have brought computer technology, and educators have been given the additional task of preparing their students for the "Future" and the changes that technology in general and Computer Technology in particular have brought and will continue to bring to our society. Much research has demonstrated that valid instruction and experience with computers occur only when teachers feel comfortable with computers and are able to integrate computers into the already established curriculum.

Rationale: For students to become effective users of computers, they must become familiar with the features that computers offer. Students must realize that computers are tools that can contribute positively to their experiences in school and, ultimately in the market place. Students, however, will not become truly effective in using computers as learning tools until teachers are able to model such use and provide practical experiences within which students can gain and practice the necessary skills. 

Description: In general, participants in this course will learn the basics of computer use and how computers can become an integral part of their experiences as educators. In addition, the participants will discuss and explore ways in which computers can become significant elements in the learning experiences of students, not merely "add-ons" to an already "packed" curriculum. By learning the basics of computer use and the essential "productivity" tools that teachers can use, and by exploring the possibilities of these, participants will be able to determine how to best present computer technology and what technology offers to them and their students.

Course Objectives 

Each participant will:

· Understand the basic elements of a computer and the requirements for computer use for teachers, for schools and for students;

· Understand what computers can and can not offer educators and students;

· Understand the concept of a computer program and the requirements for programming a computer;

· Use basic productivity tools such as word processor, spread sheet and presentation software (e.g. PowerPoint, HyperStudio);

· Use computers to create documents to be used with students;

· Design activities by which present curriculum and computer instruction are integrated;

· Determine the qualities of good educational use of computers.

Tasks And Grading:

In addition to being present for each class, each participant will be responsible for the following:

MSWord Documents
20 points

You will be required to create at least 2 Word documents that include text formatting, at least one formatted graphic, and either a table or a columned section. This document should be something you would use with either students, other teachers or parents.

PowerPoint Presentation
20 points

You must create a PowerPoint presentation that includes at least 10 slides, animation, graphics, and sound.

Advanced Document
20 points

This will be either a spreadsheet or a database. It will include at least 10 records. More specifics will be given during the week.

Integrated Lesson/Unit
15 points

This will be a description of at least one lesson or unit from your existing curriculum into which you will integrate something learned this week. (You may, of course, integrate any of the documents that you have already created this week.) 

Various Class Activities
25 points

As we learn the various programs from MSOffice, we will be doing small class assignments. These will not be formally submitted but will be checked as the class progresses. Think of this as a class participation grade.

Scope and Sequence:

Day 1: (Monday, July 11) Computers in Education and Basic Productivity

We will begin by discussing the potential of computers in the classroom. With this in mind, participants will learn some standard vocabulary (so you, too, can sound like a computer geek) and about the hardware and software necessary for successful computer use. This day will concentrate on introducing participants to basic dimensions of word processing (Microsoft Word). The basic elements of word processing will be used in all the other applications, so it is important that participants have a firm understanding of these elements.

· Computer Literacy Pre-Test 

· The Computer and Essential Issues

· What is a computer and what can it do?

· What do you want from a computer?

· What should your students want from a computer?

· Essential equipment

· CPU

· Storage devices

· Communications

· Multimedia equipment

· Printers 

· Software 

· Productivity

· Educational

· Programming (While actual programming is beyond the scope of an introductory course such as this, we will discuss what a program is, what programming teachers might want to consider (JavaScript, Visual Basic), and why.

Basic Word Processing Concepts: this will include discussion of and instruction in (if necessary) standard word processing features including cutting, copying, pasting, saving and printing. This will also include a tour of Microsoft Word.

Processing text: this will include basic and advanced formatting of text, including bullets, borders and shading.

Using graphics: this will include inserting graphics into a document, wrapping text around a graphic, altering graphics. Word art, autoshapes and other graphic tools will also be explored.

Tables: this will include formatting a table, splitting and merging cells, and using tables to sort and manipulate text.

Using Columns: this will include using columns for Newsletters, using graphics within a columned section

Using Frames: Frames are new to Office and have some interesting potential for the classroom

Other text tools: (Outliners, thesaurus, spellers, grammar and style checkers)

Day 2: (Tuesday, July 12) Overview of Computer Technology

In general, this day will review the concepts of the first day and investigate some additional features of Word.  Instruction in PowerPoint will begin.

Integration of Technology and Instruction: We will begin discussing the ways by which a teacher can effectively integrate technology with the existing curriculum. You will identify some ways by which you can use Word to help make your instruction more effective. We will also discuss the qualities of an effective lesson/unit in which technology has been integrated. Ideally, you should think about a unit into which you will integrate the various documents you create during the week.

Creating Word Documents: During the remainder of the morning, you will create at least one Word document that demonstrates your ability to work with:

· formatting text

· either tables or columns

· formatting graphics

PowerPoint Instruction (many of the features in Word are available in PowerPoint, but we will concentrate on those features unique to PowerPoint.)

· Text Fields

· Graphics

· Animation

· Actions

· Sounds

Day 3: (Wednesday, July 13) Advanced Productivity: Spreadsheets

This day will provide instruction in Excel, a spreadsheet application. A spreadsheet is a powerful tool from which both students and teachers can benefit. In addition, the layout of a spreadsheet is the basis for data base applications, especially Access.

Demonstrations and discussion of spreadsheets and databases.

Basic Excel Spreadsheet Instruction

· putting data into cells

· using functions

· formatting cells

More advanced Excel Functions

· shortcuts for copying

· relative and absolute referencing

· using conditional formatting and functions

· creating and using macros

· basic data base functions in Excel

Hands on experience (As we learn about Excel we will use Excel to create some basic tools for teachers)

Day 4: (Thursday, July 14) Advanced Applications: Data Base

This day will emphasize Access, Microsoft’s database application, while the afternoon will offer time for participants to create their advanced application.

Microsoft Access: The complexity of Access puts it beyond the scope of this course. We will use an existing Access data base to explore the features of it. (Those who desire to create an Access data base will receive further instruction in the afternoon.) All participants will use the existing data base to:

· create new records

· create a query to retrieve particular data records

· create a form through which to enter and view records

· create a report based on a form and one based on a query

During the afternoon, participants will create a spreadsheet or a database. This advanced application is to be used with students if appropriate; otherwise, it will be a tool for the teacher.

Tables, Spreadsheets and Data Bases: One of the advantages of a suite such as Microsoft Office is the potential of being able to move data from one format to another. A table in Word, for example, can become a spreadsheet in Excel. A spreadsheet can become a data base. We will experiment with this feature of Office.

Programming for Interactive computer use: some time will be given to show how Excel and Access can be made more interactive with the use of Visual Basic. Participants are not expected to employ Visual Basic in their tasks. The purpose of this demonstration is merely to expose participants to the ultimate possibilities.

Day 5: (Friday, July 15) Project Work

This day will provide opportunity for reviewing any necessary concepts. Essentially, the day offers opportunity to experiment with the software and complete the tasks for which computers are required.

Educational software: Before beginning our project work, we will discuss the criteria for effective educational software and how standard applications such as those we have been using this week can be appropriately integrated with existing curriculum.

Work and Sharing Time: The remainder of the day will be spent working on tasks and creating a lesson integrating an application learned this week and your existing curriculum. Completed tasks will be submitted on line at the end of this day or prior to July 23.

Participants are expected to be present for all instruction and activities. Goucher’s policy regarding lateness and absences will be followed.

The instructor can be contacted at the email address or phone number provided at the top of this document.

· Goucher College does not issue grade reports. You can obtain your grade approximately 3 weeks after concluding the course by going to the Goucher website (mygoucher) and follow the prompts to receive your grade. If you have misplaced your password, please contact the help desk and they will walk you through this procedure (410-337-6322). 

· If you need a paper copy of grades for tuition reimbursement, you will need to request a transcript in writing. You can fax your request to Student Administrative Services (SAS) at 410-337-6504 or mail to SAS at

Goucher College, SAS

1021 Dulaney Valley Road

Baltimore, MD 21204

There is no charge for this request.  Please allow 3-5 working days to process.  To access the transcript request form, please go to http://www.goucher.edu/x1891.xml
