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CINS 1000 Survey of Microcomputer Applications

Classroom Spring 2008

Course Syllabus

Course:

CINS 1000 

Instructor:

James Christy

e-mail address:
christyjime@bellsouth.net

Office:


Lab 314

Office Hours:

Weds and Thurs, from 7:30 to 8:30 PM Also, by appointment.  

Textbook:

Microsoft Office 2007: Essential Concepts and Techniques
(ISBN-13: 978-1-4188-4374-8 or ISBN-10: 1-4188-4374-1)

Division:

Business and Technology

Phone:

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

Course Description: A survey of computer applications for business and personal use. Topics include introduction to microcomputer operation, Windows, word processing, spreadsheets, data management, 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 1100.

Your must have Microsoft Office 2007 to do the work in this course.  It is highly recommended that you also have an email address.  Email is my primary means of communication.  It is also recommended that you purchase a USB flash drive, which can be used to save all of your work.  If you complete work in the lab, it is important that you save the work to a flash drive, or email it immediately.

Another option is to utilize the blackboard digital drop box.  The link is http://lctcs.blackboard.com/
The generic logon and password is nzclassroom and nunez.  Contact the instructor for more information.

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

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


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

Demonstrate an understanding of basic computer terminology.

Assessment:  There will be approximately 12 graded assignments. Each assignment is worth 10-20 points, but 1 point will be deducted for each major error and 1 point for each 3 minor errors. There will be approximately 5 quizzes on computer concepts and Microsoft Office terminology during the semester. Points for quizzes vary from 10 to 15 points.  Projects comprise of building your own excel presentation, and PowerPoint presentation.

Exams will consist of either objective questions and a practical (hands-on) component, or short answer/fill in the blank.  The final exam is cumulative and will consist of objective questions from the quizzes and exams.  Please note that assignments are worth 20%.  This means if you do not do the assignments, you would have to achieve a perfect score on quizzes, exams and projects to achieve a B.  Completion of the assignments will naturally improve your exam scores.
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

Attendance: There is a strong correlation between class attendance and grades. Therefore, attendance is mandatory.   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.  You are responsible for getting the assignments.  Late work will be assessed a 25% penalty. 

Exams can be made up during the last week of class, but the maximum score for these exams will be 70.

	Date due
	Assignment
	Pages
	Assignment

	Jan 16
	Intro to Computers
	Handouts
	Write your initials in ASCII

	Jan 23
	Intro to Computers
	Handouts
	Computer Research Case Study

	Jan 28
	Windows XP
	Handouts
	

	Jan 30
	Windows XP continued
	Handouts
	Exercise handout

	Feb 11
	Exam 1 review
	
	

	Feb 13
	Exam 1
	COM, WIN
	Multiple choice, true/false

	Feb 13
	Word Ch 1
	WD 1-71
	Learn To Ride Flyer (follow the red numbered dots in the chapter)

	Feb 18
	Word Ch 1 continued
	WD 1-71
	WD1 lab 1 & 2 page WD67-70



	Feb 20
	Word exam review
	
	

	Feb 25
	Word exam
	WD 1
	Multiple Choice, true/false

Practical test

	Feb 27
	Excel Ch 1
	EX 1-79
	Walk and Rock Music spreadsheet (follow the red numbered dots in the chapter)

	Mar 3
	Excel Ch 1 continued
	EX 81-156, Mid term grades due
	EX1 lab 3 page EX77-79.  

	Mar 5
	Excel Exam review
	
	

	Mar 10
	Excel Exam
	
	Multiple Choice, true/false

Practical test

	March 12
	Excel Presentations
	
	Present your own Excel spreadsheet to the class

	March 17
	Access Ch 1
	AC 1-71
	JSP recruiters Database (follow the red numbered dots in the chapter)

	March 19
	Access Ch 1

Continued
	AC 1-71
	JSP recruiters Database (follow the red numbered dots in the chapter)

	March 31
	Access Ch 1 Continued
	AC 1-71
	AC1 lab 1 page AC67-68.

	April 2
	Access exam review
	
	

	April 7
	Access exam
	
	

	April 9
	PowerPoint Ch 1
	PPT 1-78
	A World Beneath the Waves Presentaion (follow the red numbered dots in the chapter)

	April 14
	PowerPoint Ch1 continued
	PPT 1-78
	Choose any lab from PPT69-77.  

	April 16
	PowerPoint exam review
	
	

	April 21
	PowerPoint exam
	Chapters PPT 1-2
	Multiple Choice, True/false

	April 23
	PowerPoint presentations
	
	Present your own PowerPoint presentation to the class

	April 28
	HTML and web pages
	Handouts
	

	April 30
	Microsoft Office 2007 Help
	APP 3-7
	

	May 5
	Customizing Office 2007
	App 21-34
	

	May 7
	Final Exam Review
	
	

	May 8-14
	Final Exam
	Cumulative
	Multiple choice, true/false

	
	Final Exam makeup
	
	

	Test Schedule

	Jan 14
	Course Begins

	Feb 13
	Test 1
	Intro to computers, XP

	Feb 25
	Test 2
	Microsoft Word

	Mar 10
	Test 3
	Microsoft Excel

	Apr 7
	Test 4
	Microsoft Access

	Apr 21
	Test 5
	Microsoft PowerPoint

	May 8-14
	Final Exam
	Cumulative, multiple choice, true/false

	May 8-14
	Final Exam makeup
	


Important Information:  At the end of each chapter, there are numerous study aids available, such as practice tests, exercises and such.  The practices tests are to be turned in for your quiz grade.

The link is http://oc.course.com/sc/off2007
