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Alabama Community 
College System
CIS/DPT 146
Computer Applications
I. Computer Applications - 3 Credit Hours
II. Course Description 

This course provides an overview of computer software applications, including word processing, spreadsheets, database management, and presentation software. It covers key concepts relevant to professional certifications. The course introduces students to the emerging field of Artificial Intelligence and its potential applications, offering insight into the operational mechanisms of AI chatbots and their implications for the future. Additionally, students will develop familiarity with a range of digital technologies.
III. Prerequisite/Co-requisite 

Determined by college.
IV. Textbook
Given the diverse range of high-quality college-level textbooks available, each institution will determine and select the textbook that best fulfills the requirements of this course.
V. Course Learning Outcomes
By the end of the course, students will be able to: 
1. Demonstrate the ability to perform fundamental computer operations 
2. Utilize artificial intelligence.
3. Utilize word processing software application.
4. Utilize spreadsheet software application.

5. Utilize database management software application.

6. Utilize presentation software application.
VI. Course Outline of Topics
MODULE A: BASIC COMPUTER FUNCTION
· Basic computer usage and concepts
· File and application management
MODULE B: ARTIFICIAL INTELLIGENCE
· History of AI
· Safe and Ethical Use of AI
· AI Tools
MODULE C: WORD PROCESSING
· Navigate word processing software.
· Create properly formatted word processing documents
· Correct errors
· Save, preview, and print a document
· Enter information using automatic features
· Insert and resize graphics
· Check spelling and grammar
· Move the insertion point around the document
· Select and delete text
· Reverse editing using the Undo and Redo buttons
· Move text within the document
· Find and replace text
· Change margins, line spacing, alignment, and paragraph indents
· Change fonts and adjust font sizes
· Emphasize points with bullets, numbering, boldface, underlining, and italics
· Add a comment to a document
· Insert headers and footers
· Insert footnotes and endnotes
MODULE D: SPREADSHEET

· Navigate spreadsheet software
· Developing and working with spreadsheets
· Planning a spreadsheet
· Insert text, values, and formulas into a worksheet
· Insert and delete worksheet rows and columns
· Resize worksheet rows and columns
· Navigate within and between worksheets
· Select, move, and format worksheet cells
· Print a workbook
· Work with the Insert Function
· Work with absolute and relative references
· Use auto-fill features
· Use formulas and functions to perform calculations and solve problems
· Copy and paste formulas and functions
· Create and format charts
MODULE E: DATABASE MANAGEMENT

· Navigate database software
· Developing and managing a database
· Create a new database and set field properties
· Create and save a table
· Define fields and specify a table’s primary key
· Open and navigate a table
· Add records to a table
· Modify the structure of a table
· Delete, move, and add fields
· Change field properties
· Save a database
· Create, sort, and navigate a query
· Create and navigate a form
· Create, preview, and navigate a report
· Delete and change records
MODULE F: PRESENTATION SOFTWARE
· Navigate presentation software

· Developing a presentation

· Planning a presentation

· Open and view an existing presentation

· Create a presentation using templates

· Add, move, and delete slides

· Promote and demote text in a multilevel list

· Create speaker notes for slides

· Check the spelling and grammar in a presentation

· Preview and print slides, outlines, handouts, and speaker notes

· Insert, format, and move text, images, and shapes

· Add a design template and modify the design using the Slide Masters

· Change the layouts of existing slides

· Insert transitions, animations, and media

· Create tables, diagrams, and charts
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