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Introduction for the Instructor

· Much of what is needed here is included in the preface of the student textbook. This Instructor's Resource Manual will contain information to help you in preparing for labs and/or lectures.  I will try not to repeat much of the information from the student text. I will try to pass on strategies that have worked for me and other professors when teaching a software application such as Microsoft Word. 

Organization

This Instructor’s Manual is organized into chapters.  The following sections are included for every chapter:

· Overview (replicated from the textbook)

· Objectives (replicated from the textbook)

· Key Words and Concepts  (replicated from the textbook)

· Lecture Slides and Notes (Powerpoint slide/transparencies)

· Practice with Microsoft Word Solutions

· Case Studies Solutions

· Teaching Ideas and Strategies
· Quick Quizzes and Answer Keys

· Test Bank – Multiple Choice and True/False
· The following sections are included at the end of this manual:

· PowerPoint Slide/Transparency Masters (by chapter)

· More Exercises and Case Studies
· Sample Syllabi

The Test Bank is also available electronically and can be ordered seperately.  It contains multiple choice, true/false, and hands-on questions which can be accessed using the Prentice Hall Custom Test program.  

The following sections are included in the student’s textbook, and are not repeated in this book:

· Features and Benefits (great overview of the text organization)

· The Hands-On Exercises Step-by-Step  (each chapter)

· Summary (each chapter)

· Multiple Choice Questions (The answers are listed at the end of the multiple choice section for each chapter.)  These can also be used as test questions.

 Who is Your Audience?

First, determine your audience.  I teach a 5:00 class each semester of an Introductory Computer Class at a four year university.  I find that the 5:00 section generally has mostly part-time students who work at a job full-time.  Many times they are older adults.  Other sections of this same class generally are full-time students with a majority of freshmen.  These are very different audiences so I structure the course differently.  I have also taught on-the-job training classes at local businesses  for their employees.  This again is a different audience.  To help me determine my audience, I hand out a student information form the first day of class.  They answer part-time vs. full-time student, freshman etc.,  no job vs. part-time vs. full-time job, previous computer and word processing experience, and what they want to learn from my class.  Once I determine my audience I can structure my class appropriately.

College Freshmen

If your class audience is freshman, you need to remember that they are scared.   They probably don't know anyone in the class.    They are interested mostly in the final grade they will earn.  I spend more time with this audience on the benefits of working with a study partner. I spend time in the first class having them introduce themselves to at least four other classmates. I explain where the labs are located on campus. I explain that I want to enforce good working habits. I do not accept late assignments.  Evidently a lot of high school teachers do accept late work, because I get a lot of complaints about this policy. My third grade daughter’s teacher doesn’t accept late assignments, so I believe that college students should be able to handle this policy. I assume that they don't know anything about computers even though most of them have touched one before.  I have found that most freshman have only created a few papers with a word processor.  They have only used the basics for typing and creating paragraphs.  Most have not used headers, footers, footnotes, indexes, table of contents etc.  For lab assignments I use education classroom examples.  

Upper Classmen

If your class audience is mostly upperclassmen, you need to remember that they think they know everything already.  You couldn't possibly teach them anything. A student told me this the first day of class last summer.  He ended up with a D for the class.  Obviously he was right.  I must not have taught him anything.  But he was also wrong because he obviously didn't already know everything about computers.  They are most interested in the final grade and doing as little real work as possible.  Here I need to force them to read the book and do the work.  Trust is good, checking is better.  Try pop-quizzes or actually take up the reading assignment occasionally.  Occasionally works best because they do not know when to expect it.   They have gotten by in many classes without buying the text, much less reading it.  I write less on the board and try to relate the subject to how they will use this when they get their first professional job.  Resumes are a good exercise here because most upperclassman (seniors at least) need to have a resume very shortly.

Adults or Employees or On-the-job Training

If your class audience is employees or part-time adults, you need to remember that they want a useful class.  I believe that the skills of keyboarding and word processing are the most important for the 90s.  I challenge my students to find a job that does not require the use of computers.  Even factory workers today use computers to do their job.  With this audience I stress how these skills will translate to "real life."  I stress time savings, and working smarter not harder on the job.  These students are afraid of tests.  For some it may have been 10 years or more since they have been in a classroom.  I generally check the lab assignments as they are being completed in lab instead of relying on quizzes or exams.  This puts them more at ease.  Their top priority is not the grade, but learning to do something that will help them tomorrow and in the future.  For lab assignments I ask them to bring in something from work, or I provide a "real life" assignment.

Handling Absences, Late Assignments and Excuses

You need to determine and explain your policies about absences and assignments.  Some universities have attendance policies. My policy is that the student is responsible for the work even if he misses class. If a quiz happens to be given on the day missed, then the student is not allowed to make up the quiz. I recommend that the student call another student, or check out my web page for the class to see what was missed. If after talking to another student they have questions, then they can come and see me during office hours. 

I do not accept late assignments.  Five minutes is considered late. .  Evidently a lot of high school teachers do accept late work, because I get a lot of complaints about this policy. My third grade daughter’s teacher doesn’t accept late assignments, so I believe that college students should be able to handle this policy.  I usually go over an assignment in class the day it is assigned.  

I have started giving a “free pass” to students.  I explain that the students can come to my office during office hours the first week of classes and pick up a “Free Pass”. This pass can be used to replace any missed assignment. When a student turns in a “free pass” for an assignment they earn the average of previous assignments for the missing grade. This way the student does not get rewarded nor penalized for using the pass.  This free pass policy has saved me from having to hear a lot of excuses of why an assignment was not completed.  They do not have to have a “valid excuse” for not completing an assignment.  I print the passes on green paper and sign each individually with the students’ name.  I have 325 students each semester, and this policy saves me the problem of deciding if an assignment should be excused or not.

Lab Time

I have taught this material both as a large-lecture, multiple-lab course and in the lab that served as both the lecture and the lab room.  The students need to spend as much time in the lab "doing" the work as possible.  The danger here is spending all the time in the lab.  They also need to understand the underlying concepts so that new material will be easier to learn.  I find that if I am lecturing in a lab, the computers need to be turned off.  It seems that student's ears automatically stop functioning when they are touching the computer keys.  I do it myself.  Do you?  

Data Disks/CD-ROM

The easiest place for you (or your students) to obtain the data disk is from the home pages for Bob or Maryann at http://www.bus.miami.edu/~rgrauer and http://www.bus.miami.edu/~mbarber. These pages also let you see how Bob and Maryann are progressing in their course at the University of Miami. Bob teaches an honors section whereas Maryann coordinates the course for the entire Business school. Either way you will be able to keep track of their syllabi and assignments. The entire Instructor’s Manual (as well as the IM for all books in the Exploring Windows series) is also available on a single CD-ROM.

Course Plan

When I prepare my course plan and outline, I first decide the assignments.  After I decide on the assignments and due dates, then I structure my lecture around them.  Plan to tell them the information needed to complete the assignments as close as possible to when they will be doing it.  I plan to do a general topic overview before the first lab for each assignment.  After they have completed the first lab I tell more details.  If I do the details before they attend a first lab it is very hard for them to attend to details.  After they have attended at least one lab they are clamoring for more details and are very attentive.  You probably have heard of "just in time delivery".  This is my goal for my lectures.  I give the information "just in time" so that they can complete their assignment.  I don't hold anything back hoping that they'll stumble upon it using the discovery method.  Many students have spent hours trying to accomplish a minor task and they get very frustrated.  I want them to have a positive experience with the computers and Word  so that they will continue to use it as a tool when they complete the course.

Exercises and Case Studies

I try to assign as  many of the Hands-On  Exercises as possible from each chapter.  Then I assign at least one Practice with Word Exercise and/or  Case Study per chapter.  I find that the students follow the Hands-On Exercises as if they were following a recipe.  When they are finished they have no idea what they accomplished or  why.  When they try to do the Practice or Case Study they realize what they should have gleaned from the Hands On exercise.  Usually they will go back to the Hands On Exercise many times to figure out how to use the Word to complete a problem.  I also stress that "real life" is a word problem.  They will be given a problem, but usually not how to do it.  I want them to learn critical thinking skills.  This is a great way for them to practice these skills.
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Comments and Suggestions

Please feel free to contact me with any comments and suggestions for improving the Instructor's Manual. Feel free to check out my latest classes, assignments, syllabi and class rules. My home page is http://www.runet.edu/~ceaton. I can also be reached most easily on the Internet:

Carlotta B. Eaton (ceaton@runet.edu)
Instructor, Computer Science Department

· Radford University, Radford, VA
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