[image: image1.jpg]N U N E Z

COMMUNITY
COLLEGE




CINS 1100 Survey of Microcomputer Applications

Online Course Syllabus

Course:

CINS 1100-701F Slidell High School Dual Enrollment 

Instructor:

Glenn Appe
e-mail address:
gappe@nunez.edu
Facilitator:                 Shirley Dailey  
Office:


Library

Office Hours:

T-TH, from 2:00 to 3:00 PM, computer lab 304.  Also, by appointment.  

Textbook:

Microsoft Office 2003 Essentials Course Favro and Stollins

Division:

Business and Technology

Phone:

day 504-697-6327    

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 to do the work in this course.  Be aware that only certain editions of Microsoft office include the Access Database.  If you do not have the Access Database, be prepared to make other arrangements to complete database lessons.  The entire Microsoft Office suite is available on all school computers, and many public libraries will also have it.

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 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

EXTRA CREDIT - 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 ten points, but 1 point will be made for major errors and 1 point for each 3 minor errors. There will be approximately 12 quizzes on computer concepts and Microsoft Office terminology during the semester. Points for quizzes vary from 10 to 15 points.

Exams will consist of 20 objective questions and a practical (hands-on) component. The final exam will consist of objective questions from the quizzes and exams.

Grading Policy:
Assignments


15%




Quizzes


15%




Projects/Discussion boards
10%




Exams



45%




Final Exam


15%




HTML web page is worth up to 4% extra credit.

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. 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 miss two weeks worth of classes you may be dropped from the class role. Tests will not be available after the listed date until the last week of class. Exams can be made up during the last week of class, but the maximum score for these exams will be 70.

	Assignment Schedule

	Date
	Orientation
	

	Aug 19
	Discussion Board
	Meet & Greet

	Aug 20
	Lesson 1
	S. B. (Skill Builder) 1.2

	Aug 24
	Lesson 2
	H. O. (Hands On) 2, S.B. 2.1

	Aug 27
	Lesson 3
	A (Assessment) 3.2

	Aug 31
	Discussion Board
	List favorite Internet site

	Sept 3
	Lesson 7
	H.O. 7, S.B. 7.1

	Sept 8
	Lesson 8
	H.O. 8, S.B. 8.2

	Sept 10
	Lesson 9
	H.O. 9, S.B 9.4

	Sept 16
	Lesson 10
	H.O. 10, A. 10.1

	Sept 18
	Lesson 11
	H.O. 11, S.B. 11.1

	Sept 22
	Discussion Board
	AI Article

	Sept 23
	Lesson 12
	H.O. 12, Critical Thinking 12.2

	Sept 30
	Lesson 14
	H.O. 14, S.B. 14.3

	Oct 5
	Lesson 15
	H.O. 15, S.B. 15.1

	Oct 9
	Lesson 16
	H.O. 16, A 16.1

	Oct 13
	Discussion Board
	Spreadsheets

	Oct 15
	Lesson 17
	H.O. 17, S.B. 17.3

	Oct 23
	Lesson 19
	H.O. 19, S.B. 19.1, S.B. 19.2

	Oct 27
	Lesson 20
	H.O. 20, S.B. 20.1, S.B. 20.2

	Oct 29
	Lesson 21
	H.O. 21, S.B. 21.1

	Nov 9
	Lesson 23
	H.O. 23, S.B. 23.1

	Nov 16
	Lesson 24
	H.O. 24, Your Own Presentation

	Nov 30
	Discussion Board
	Your PowerPoint Presentation

	Dec 4
	HTML Web Page
	Extra Credit Your own HTML Web Page 


	Test and Quiz Schedule

	Date
	Course Begins

	Aug 26
	Quiz 1
	Lessons 1, 2

	Sept 1
	Quiz 2
	Lessons 3

	Sept 2
	Test 1
	Lessons 1,2,3

	Sept 15
	Quiz 3
	Lessons 7, 8, 9

	Sept 25
	Quiz 4
	Lessons 10, 11, 12

	Sept 29
	Test 2
	Word

	Oct 7
	Quiz 5
	Lessons 14, 15

	Oct 20
	Quiz 6
	Lessons 16, 17

	Oct 22
	Test 3
	Excel

	Oct 29
	Quiz 7
	Lessons 19, 20

	Nov 3
	Quiz 8
	Lesson 21

	Nov 5
	Test 4
	Access

	Dec 8
	Test 5
	Lessons 23, 24

	Dec 10
	Final Exam
	Questions from all quizzes, tests, concept reviews.  You must come to the school to complete the final.


