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CINS 1100 Survey of Microcomputer Applications

Tentative Fall 2009 Course Syllabus 

Course:



Course:

CINS 1100-332C

Room:                            304

Days/Time: 

T/Th 7-8:15 p.m. 
Instructor:

Lynn M. Irby
e-mail address:
             lirby@nunez.edu

Office:


302
Office Hours:

TBA
Textbook:
Microsoft Office 2007 Introductory Concepts and Techniques Windows XP Edition by Shelly, Cashman and Vermaat

Division:

Business and Technology

Phone:

504-278-6306
Additional Supplies: 1 USB Drive; email account; Online students must have access to a computer with MS Office 2007; and Internet access.
Course Description: A survey of computer applications for business and personal use. Topics include introduction to microcomputer operation, Windows, word processing, spreadsheets, data management, web page authoring, Internet, and email. Students shall work in a computer lab or at home, using PCs and a popular integrated program such as Microsoft Office. Credit toward a degree or certificate will not be awarded for both this course and CINS 1000.
Course Competencies: 

Demonstrate the ability to use WinXP operating system to:


Open programs


Look at folders and files


Create folders


Copy or move files and folders

Demonstrate the ability to use a word processing program to


Create a new document


Format text and paragraphs


Copy or move text


Insert graphics


Create a research paper in MLA format

Demonstrate the ability to use a spreadsheet to:


Create a new spreadsheet


Set up row and column headings


Enter text and formulas


Copy or move text and formulas


Create charts


Format a spreadsheet

Demonstrate the ability to use a database management program to:


Create a database


Create tables


Enter data into tables


Create reports


Query a database to extract information


Create and use database forms

Demonstrate the ability to use a web browser program to:


Use a search engine


Find a website by entering its address


Send and receive email


Create a web page with pictures, text, and hyperlinks

Demonstrate the ability to use a presentation program to:


Create a presentation


Select slide layouts


Select a design template


Enter and format text on a slide


Insert graphics on a slide


Show a presentation


Create slide transitions and slide animation

Use a text editor to create a web page using HTML code


Use a graphic background


Enter different levels of text


Insert pictures


Insert links to other web pages

Demonstrate an understanding of basic computer terminology.
Demonstrate the ability to use the Blackboard Learning Management System program to:


Submit Assignments


Take Tests and Quizzes
Assessment:
There will be 4 exams and 13 quizzes. The quizzes will be on the Learn It Online web site and also serve as chapter study guides. The exams will be open book tests.  Class work will include 1 Project per chapter.
Grading Policy:
Assignments
50%




Quizzes
             10%




Exams

40%

Grade Scale:

90 – 100 %
A



80 – 89%
B

70 – 79 %
C
60 – 69 %
D
59% or less
F

Attendance: There is a strong correlation between class attendance and grades. Therefore, attendance is mandatory.  If you miss a class you must make up the work, even if the absence was excused.  You are responsible for getting the assignments.  Late work will be assessed a 25% penalty.  If you miss two weeks’ worth of classes you may be dropped from the class role.  If you miss an exam due to illness you must bring a physicians note to the instructor. One missed exam can be made up during the last week of class. The maximum score for this exam will be 70.

	Online students must actively participate at a pace equal to or faster than classroom students.  Because this course is online,

there are no set times and/or dates that you must attend class.  However, regular online participation is critical for this 

course to work.  If you do not participate in a given week, I will consider you absent for that week.  You are allowed to 

miss two weeks without penalty, provided that you make up the missing assignments.  For each successive week that you

miss, your final grade will be reduced by a letter grade.  If you miss more than four weeks of class, you will fail the course.

Participation means a good faith effort to log on, read assignments, submit assignments in the manner required and respond

to my questions.  I can tell who logged on, what pages they visited, and how long they spent there.

Credibility Factor:  If you usually make a good faith effort to get your work in, and find that you are occasionally behind

on completing assignments, do not worry about your grade.  You have established credibility as a reasonable student, and

I will consider you present as long as you participate in some fashion that week.  I realize that adults occasionally 

experience circumstances beyond their control and will make allowances for these situations within reason.  


	
	

	INTRODUCTIONS; SYLLABUS REVIEW

READ:  ESSENTIAL INTRODUCTION TO COMPUTERS

READ:  XP CHAPTER 1 (Windows XP)

READ:  WD Chapter 1 (MS Word 07)

WEEK 2

CLASS ASSIGNMENTS:  WORD
· Bold

· Italics

· Underline

· Left

· Center

· Right

· Change Font Size, Style, Color, Highlight

· Bullets & Numbering

· Insert Clip Art; Word Art

· Art or Page Border

· Creative Flyers (Football or special event) = Class Grade
YOUR WILL RECEIVE A GRADE ON THE FOLLOWING PROJECTS:

Creative Flyer – Prepared in Class (Football or special event)

CHAPTER 1 Word Flyer – Due September 15
CHAPTER 2 Word Report – Due September 30

Creative Flyer – Fall Fest or Halloween – October 1

CHAPTER 3 Word Resume & Cover Letter – Due October 15

Creative Flyer – Thanksgiving – November 1

WEEK 3

CLASS ASSIGNMENTS:  POWERPOINT
· Create PowerPoint presentations, including design and animation

· Animation

CHAPTER 1 PowerPoint – Due 
Thursday

18-Sep

8:30-9:45 AM

Excel

Read EX  Chapter 1

Tuesday

23-Sep

8:30-9:45 AM

LIO EX 1
Excel

Project 1
Thursday

25-Sep

8:30-9:45 AM

Excel

Read EX  Chapter 2 

Tuesday

30-Sep
8:30-9:45 AM

LIO EX 2
Excel

Project 2 
Thursday

2-Oct

8:30-9:45 AM

Excel

Read EX  Chapter3
Tuesday

7-Oct

8:30-9:45 AM

LIO EX 3
Excel
Project 3
Thursday

9-Oct

8:30-9:45 AM

Test 2
Excel
Chapter 1-3
Tuesday

14-Oct

8:30-9:45 AM

Excel
Web Features
Thursday

16-Oct

8:30-9:45 AM

Word
Web Features
Tuesday

21-Oct

8:30-9:45 AM

PowerPoint

Read PPT Chapter 1

Thursday

23-Oct

8:30-9:45 AM

LIO PPT 1
PowerPoint

Project 1
Tuesday

28-Oct

8:30-9:45 AM

PowerPoint

Read PPT Chapter  2

Thursday

30-Oct
8:30-9:45 AM

LIO PPT 2
PowerPoint

Project 2 and Web
Tuesday

4-Nov

No Class

Thursday

6-Nov

8:30-9:45 AM

Test 3
PowerPoint

Chapter 1-2
Tuesday

11-Nov

8:30-9:45 AM

Access

Read AC Chapter 1
Thursday

13-Nov

8:30-9:45 AM

LIO AC 1
Access

Project 1
Tuesday

18-Nov

8:30-9:45 AM

Access

Read AC Chapter 2
Thursday

20-Nov

8:30-9:45 AM

LIO AC 2
Access

Project 2
Tuesday

25-Nov

8:30-9:45 AM

Access
Read AC Chapter 3

Thursday

27-Nov

8:30-9:45 AM

Holiday
Tuesday

2-Dec

8:30-9:45 AM

LIO AC 3
Access

Project 3
Thursday

4-Dec

No Class

Tuesday
9-Dec

Final Exam

Access
Chapter 1-3
Thursday
11-Dec

Final Exam


	
	
	
	
	
	
	

	LIO Learn it online practice test www.scsite.com/ic7/learn
Student download files are located at www. scsite.com

	
	
	
	
	


