Lassen Community College Course Outline

Computer Applications 150 Computers Skills for Senior Adults 0 Units

Catalog Description

This course is designed to provide senior adults with an opportunity to familiarize themselves
with various computer technologies. Subjects will include, but not be limited to, the Windows
operating system, Windows and Google applications spreadsheets, the Internet, and E-mail.
Students will also learn the basics of being safe online and how to spot different scams or other
fraudulent online material. While the course is open to all ages and levels of expertise, it is
geared toward the older adult who has little to no previous experience with the computer. This
course may be taken for a total of five enrollments.

Additional Course Information

Transfer Status:
e NT

Total Number of Hours by Instructional Method:
e 12.0 Hours Lecture, 24 Hours Lab

Scheduled:
e Fall, Spring

Coding Information

Repeatability: Take 5 Times

Grading Option: Not Graded (non-credit)

Credit Type: Non-Credit (Not Community Service)
TOP Code: 0701.00

Course Objectives

A. Course Student Learning Outcomes
Upon completion of this course the student will be able to:
1. First Enrollment
a. Demonstrate a familiarity with basic computer hardware and software.
b. Demonstrate the ability to use and understand basic Internet and Email
techniques.
2. Second Enrollment
a. Demonstrate the ability to use the Microsoft Windows operating system and
Microsoft Suite applications, filing system, and programs effectively
3. Third Enrollment
a. Demonstrate the ability to use selected commercial software programs.
4. Fourth Enrollment
a. Demonstrate knowledge of cyber hygiene and scam identification
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5. Fifth Enroliment
a. Demonstrate the ability to operate a Smartphone or mobile device

B. Course Objectives

Upon completion of this course the student will be able to:

1. Demonstrate familiarity with the basic computer hardware and software.

2. Demonstrate the use of basic Internet and Email techniques.

3. Demonstrate the ability to use the Microsoft Windows operating system and
applications.

4. Demonstrate the ability to use selected commercial software programs to complete
student projects.

5. Demonstrate knowledge of cyber hygiene and scam identification

V. Course Content

A. Outline of Topics
1. Introduction to the computer and the Windows environment
a. Computer

1)
2)
3)
4)

Turning computer on

Using the mouse and keyboard

Starting Windows

4. Shutting down the computer properly

b. Windows’s environment

1)
2)
3)
4)
5)
6)
7)
8)

Windows terminology

Anatomy of a Windows window

Controlling the windows in Windows

Using menus and dialog boxes

Starting, using and quitting Windows Applications
Saving a file to a Windows device

Getting Help

Shutting down Windows.

2. Using the Internet and Email
a. Internet

1)
2)
3)
4)
5)
6)
7)
8)
9)

Brief history of the internet

Brief explanation of how the internet works

Starting the browser

Brief overview of browser terminology and window features
Using the browser toolbars

Using URL’s and hyperlinks

Using and managing Favorites

Print previewing and printing web pages

Copying and pasting web pages to a word processor

10) Using browser help
11) Discuss various internet issues

a) Isp and connectivity

b) Viruses, worms, Trojan horses, etc.

c) Using the internet to shop and bank online
d) Chat and Internet Messaging

b. Email
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1) Webmail vs. Email provided by ISP
2) Composing new Email
3) Browser toolbar vs. Inbox toolbar vs. message toolbar
4) Sending and Receiving Email
5) Sending Attachments
a) Pictures
b) Documents
c) Web links
6) Adding and managing Email folders
7) Adding and managing Email contacts
8) Adding an Email mailing list
9) Signing out of Email
3. Using the Windows tools, filing system, and programs
a. Introduction to managing files using Windows Explorer
1) Introduction to storage, memory, files, folders and devices.
2) The Windows Explorer display window.
a) Folders pane
i Expand the folder structure (plus sign)
ii.  Collapse the folder structure (minus sign)
b) Contents pane and its views

i Thumbnail
ii. Icon

iii. Small icon
iv. List

V. Details

3) Manipulation of files and folders
a) Selection methods
b) Move vs. copy
i Drag and drop
ii.  Cutand paste
4. Using selected commercial programs to complete student projects
a. Use Microsoft Word to complete a student project
1) Create a business letter and resume.
2) Create a research report.
3) Create mail-merge and tables.
4) Create a newsletter.
5) Email a document as an attachment
b. Use Microsoft Excel to complete a student project
1) Create a spreadsheet to track vehicle mileage
2) Create a spreadsheet to balance a checkbook
3) Create a spreadsheet track expenses
4) Create a spreadsheet to compute a simple loan schedule
5) Email a spreadsheet as an attachment
c. Use aweb browser to complete a student project
1) Research a topic and write a report
2) Shop for a car, a house, a loan, etc.
3) Look up and report on a favorite hobby
4) Try online money or stock management
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5) Email a favorite web link
5. Introduction to Cyber Safety
a. Introduction to Cybersecurity
1) Develop understanding of cybersecurity, including: Physical threats,
b. Password Management
1) Understand the importance of creating strong passwords
c. Common Threats
1) Identify signs of Malware
2) Understand how Malware spreads and best practices to keep safe
d. Internet Scams and Frauds
1) Awareness of common scams
2) Scam ldentification
3) Scam avoidance and remediation
e. Social Media Safety and Awareness
1) Identification of social media platforms
2) Awareness of Social Media Scams
6. Introduction to Mobile Devices
a. Introduction to Smartphones and mobile devices
1) Basic smartphone/mobile device terminology
2) Navigation basics
b. Communication
1) How to manage contacts
2) How to make a phone call on a smartphone
3) How to make a video call on a smartphone
4) How to answer a phone call on a smartphone
5) How to send text messages
6) How to send emails
7) How to send files, photos, and videos to others
8) Notifications and receiving messages
c. Apps
1) How to install and uninstall apps
2) How to use the camera app
d. Settings and best practices
1) Managing key settings
2) How to change font sizes
3) How to change volume and alert settings
4) Managing privacy and security

V. Assignments

A. Appropriate Readings
1. A standard text will typically be used
2. Instructor handouts will be provided

B. Writing Assignments
1. Student will be allowed to do their assignments using a computer in the lab or a
computer of their own.
2. They should be able to use their lecture notes and the instructions in the handouts
or in the texts or in the software to successfully complete their written assignments.
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VI.

VII.

VIII.

IX.

C. Expected Outside Assignments
1. Students are expected to read from their textbooks on topics covered in class and
review their lecture notes
2. Students are expected to practice the techniques they have learned in class.
D. Specific Assignments that Demonstrate Critical Thinking
1. Students will be required to observe, analyze and evaluate their work to see if it is
done according to specifications.
2. Students will be expected to participate in assignment reviews during class.

Methods of Evaluation
Traditional Evaluation
Students will be evaluated on written assignments and their performance and
participation on lab exercises.

Methods of Delivery

Check those delivery methods for which this course has been separately approved by the
Curriculum/Academic Standards Committee.

[X] Traditional Classroom Delivery
[ ] Correspondence Delivery

[ ] Hybrid Delivery

[ ] Online Delivery

Traditional Classroom Delivery
Lecture, hands-on lab, discussions, demonstration, lab exercises, homework

Representative Texts and Supplies
A. CyberGenerations The Senior Citizens’ Cyber Safety Initiative (2022)
https://www.uscyberpatriot.org/Pages/Special%20Initiatives/CyberGenerations-
Overview.aspx

Course Status

Current Status: Active

Original Approval Date: 12/13/2004

Course Originator:

Board Approval Date: 05/13/2025

Chancellor’s Office Approval Date: 09/02/2005

Revised By: Garrett Taylor

Curriculum/Academic Standards Committee Revision Date: 04/08/2025
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CA 150 Computer Skills for Senior Adults Page 5


https://www.uscyberpatriot.org/Pages/Special%20Initiatives/CyberGenerations-Overview.aspx
https://www.uscyberpatriot.org/Pages/Special%20Initiatives/CyberGenerations-Overview.aspx

