[image: image1.jpg]


CINS 1100  Survey of Microcomputer Applications

Fall 2009

Course Syllabus ONLINE Course

Course:

CINS 1100 

Instructor:

James Christy

e-mail address:
christyjime@bellsouth.net

Office:


Classroom, Room 304

Office Hours:

Monday and Wednesday, Room 304, from 4:30 to 5:30 PM  Also, by appointment.  

Textbook:

Microsoft Office 2007: Introductory Concepts and Techniques, Windows XP Edition

 (1-4188-4327-x).

Division:

Business and Technology

Phone:

day 504-697-6327    night 985-645-8821    cell 985-231-8845

Important:  the first assignment for this course is to contact the instructor by phone or email.  This is worth 20 homework points.  

You must obtain the text book outlined above.  The method for taking this course is to review each chapter in the book, complete the assignments in the Syllabus, and complete the online tests and quizzes in the course documents section.  There are also 3 practical tests.

Attendance:  There is a strong correlation between class attendance and grades. Therefore, attendance is mandatory. Get on Blackboard at least twice a week. Participate in the discussion boards. You may submit assignments early but they must be in before the next test. In other words, the Word assignments must be turned in before the Word test, etc. The dates on the assignment sheet are suggested dates so you don’t get behind. You are responsible for getting the assignments.  Late work will be assessed a 25% penalty. Grades will be posted within 3 days of the exam. Quiz grades and objective test grades are posted immediately.

If you cannot complete the course it is your responsibility to submit a request to withdraw.  The instructor will not drop students for missing class.  If you cannot personally drop the class, you must contact the instructor.  Failure to participate or drop will result in a failed grade.  

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.

Your must have Microsoft Office 2007 Professional to do the work in this course.  This includes the Access program.  The software is available on the school computers.  It should come with your book.  
Course Competencies: 

Demonstrate the ability to use WinX 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.

Assessment:  There will be approximately 18 graded assignments.  Each assignment is worth 10-20 points, but 1 point will be made for major errors and 1 point for each 3 minor errors. There will be approximately 12 quizzes.  Each is worth 10 points and can be taken online.  Either print the Quiz or save it and email it to the instructor.

Exams will consist of either objective questions and a practical (hands-on) component, or short answer/fill in the blank.  The final exam will consist of objective questions from the exams.

Grading Policy:
Assignments
20%




Quizzes
10%




Exams

60%




Projects
10%

Grade Scale:

90 – 100 %
A



80 – 89%
B

70 – 79 %
C
60 – 69 %
D
59% or less
F

Assignments are described at the bottom of the syllabus, also in the assignments link of the bulletin board.  Most of the assignments can be found at the end of each chapter in the book.

Quizzes are online and are found in the Course documents section.

Exams are both online and practical, and are found in the course documents section.

Each exam has a password.  You must contact the instructor by email or phone to get the password.  This is so that the instructor can verify that you have completed all assignments and quizzes prior to taking the test.

Projects are in the discussion board section, follow the directions on each thread.

The final special project is to complete an HTML web page.  The instructions and samples can be found in the course documents section.

You must take the final exam at the school.  If this will be a problem it is your responsibility to contact the instructor to make other arrangements.

ADA

It is the policy of Nunez Community College to accommodate students with disabilities, pursuant to federal law, state law, and the school’s commitment to equal educational opportunities.  Any student with a disability who needs accommodations should contact Carly Gervais in the ADA Coordinator’s Office.   The office is located in the Law Library, Room 1-234, telephone 278-7491 or e-mail cgervais@nunez.edu.

See next 2 pages for Course Schedule, assignment schedule,  

	Course Schedule

	Aug 17
	Orientation
	Binary numbering system

	Aug 19
	Intro to Computers
	COM 1-40

	Aug 24
	Windows XP
	WIN 1-66

	Aug 31
	Test 1
	Chapters COM and WIN

	Sep 2
	Word Ch 1
	WD 1-71

	Sep 7
	LABOR DAY
	NO OFFICE HOURS

	Sep 9
	Word Ch 2
	WD 73-143

	Sep 14
	Word Ch 3
	WD 145-213

	Sep 21
	Test 2 Word
	Chapters WD 1-3

	Sep 23
	Excel Ch 1
	EX 1-79

	Sep 28
	Excel Ch 2
	EX 81-156

	Sep 30
	Excel Ch 3
	EX 161-245

	Oct 7
	Test 3 Excell
	Chapters EX 1-3

	Oct 12
	Access overview
	Excel project presentations, mid term grd

	Oct 14
	Access Ch 1
	AC 1-71

	 Oct 19
	Access Ch 2
	AC 73-135

	Oct 21
	Access Ch 3
	AC 137-203 

	Oct 28
	Test 4 Access
	Chapters AC 1-3

	Nov 4
	HTML
	Additional material found in course documents section of blackboard.

	Nov 9
	PowerPoint Ch 1
	PPT 1-78

	Nov 11
	PowerPoint Ch 2
	PPT 81-142

	Nov 18
	Test 5 PowerPoint
	Chapters PPT 1-2, last day to drop with a W

	Nov 23-25
	Thanksgiving 
	NO OFFICE HOURS

	Dec 2
	Last day of Term
	All work must be completed by this date in order to receive credit.

	TBD
	Final Exam
	


	Optional practice test links
These links include various exercise that can help you prepare for the online quizzes and tests
COM Essential Intro to Computers

Scsite.com/ic7/learn

WIN Intro to Windows XP

Scsite.com/winxp2007/learn

Word chapter 1, 2, and 3 only

Scsite.com/wd2007/learn

Excel chapter 1, 2, and 3 only

Scsite.com/ex2007/learn

Access chapter 1, 2, and 3 only

Scsite/ac2007/learn

PowerPoint chapter 1 and 2 only

Scsite/ppt2007/learn

Test Schedule.  These dates are not mandatory, they are a guide as to where you should be to stay on track.  You are free to work ahead of this schedule as well.  If you fall more than 2 weeks behind this schedule, the instructor will contact you directly.

	Aug 17
	Course Begins

	Aug 31
	Test 1
	Intro to Computers, XP

	Sep 21
	Test 2
	Microsoft Word

	Oct 7
	Test 3
	Microsoft Excel

	Oct 28
	Test 4
	Microsoft Access

	Nov 18
	Test 5
	Microsoft PowerPoint

	Dec 4-10
	Final Exam
	Questions from all tests 


	Due Date
	Assignment  The dates are guidelines.  To receive full credit complete assignments before taking associated tests.

With the exception of the August 24th exercise, everything is found at the end of each chapter in the text book.

	Aug 17
	Contact instructor either via email christyjime@bellsouth.net or by phone to acknowledge review of syllabus

	Aug 24
	Complete exercise found in course documents – recommendation on purchase of a computer.

	Aug 26
	WIN lab 1 page WIN66-68.  WIN lab 3 page WIN69-71. AND online Quizz

	Sep 9
	WD1 lab 1 & 2 page WD67-70. AND online Quizz

	Sep 14
	WD2 lab 2 page WD140-141.  WD AND online Quizz

	Sep 21
	WD3 lab 1 & 2 page WD209-211.  AND online Quizz

	Sep 28
	EX1 lab 3 page EX77-79.  AND online Quizz

	Sep 30
	EX2 lab 1 page EX149-151.  AND online Quizz

	Oct 5
	EX3 lab 1page EX233-237.  AND online Quizz

	Oct 19
	AC1 lab 1 page AC67-68.  AND online Quizz

	Oct 21
	AC2 lab 1 page AC131-132, except step 12.  Use database created in chapter 1.  AND online Quizz

	Oct 26
	AC3 lab 1 page AC199-200, steps 1, 2, 4, 5, 7, 8, 11.  Use database created in chapter 2. AND online Quizz

	Nov 16
	Choose any lab from PPT69-77.  AND online Quizz

	Nov 18
	Choose any lab from PPT136-141.  AND online Quizz


Special Projects

	Please review and complete the various discussion board threads.  The instructions can be found directly on those discussion boards.

	Build your own Excell Spreadsheet.  Minimum, spreadsheet must have 2 different functions, and 1 chart.  Build anything that interests you, such as a list of your boyfriends/girlfriends, your CD collection, track your gas mileage, or workout regiment.

	Build your own PowerPoint presentation.  Any topic of  choice.  Must have a minimum of five slides (including the title slide)

	Build your own web page using HTML.  Must include two pictures and a background.  Do the best you can.  Any attempt is worth something, and if it works, it is worth extra points.


