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COURSE DESCRIPTION:

CINS 1000.  COMPUTERS FOR EVERYDAY USE.  3-0-3.   A survey of computer applications for business  and personal use.  Topics include introduction to the microcomputer, Windows, word processing, spreadsheets, database management, and business presentation.  This course may not transfer to four-year institutions.   The course fills the requirement for students to be computer literate in certificate and associate degree terminal programs.  Credit toward a degree or certificate will not be awarded for both this course and CINS 1100.  
TEXTBOOK:


Office 2007, Essential Concepts & Techniques, Shelly Cashman Vermaat
SUPPLIES:

1. Travel drive

2. Two-pocket folder
COURSE GOALS:

Understand basic computer concepts, applications, and terminology

COURSE OBJECTIVES/COMPETENCIES:

1.
The student will learn how to use various mouse functions through demonstration with 100% accuracy.

2.
The student will learn how to navigate and set-up an icon on the desktop through demonstration with 70% accuracy.

3.  
The student will learn how to create and copy folders through demonstration with 70% accuracy.

4.
The student will learn how to create and manipulate a document in Microsoft Word using various word processing tools by creating a flyer with 70% accuracy.

5.
The student will learn how to create and manipulate a spreadsheet in Microsoft Excel using various spreadsheet tools by creating a sales report with 70% accuracy.
6.
The student will learn how to create and manipulate a database in Microsoft Access using various database tools by creating a school database to track inventory with 70% accuracy.

7.
The student will learn how to create and manipulate a slide show presentation in Microsoft PowerPoint using various slide show tools to create a presentation to be presented in class with 70% accuracy.

COURSE REQUIREMENTS:

1.
Students will turn in assignments for each unit.

2.  
Students will take 2 vocabulary tests.  One will be for their mid-term grade.

3.
Students will take a comprehensive final covering all activities learned in class.

COURSE GRADING:

90-100%....................A



Assignments……………..….65%

80-89%......................B



Vocabulary Tests………..… 10%

70-70%......................C



Final Exam…………………..25%
60-69%......................D

Below 60%.................F
ATTENDANCE
Students should read the policy on attendance in the Nunez College Catalog.  Roll will be checked each class and the instructor may drop a student for excessive unexcused absences prior to the official last day to drop a course.  If the instructor drops a student from the roster before the last drop date, the student will receive a “W” grade.  If absences occur and/or accumulate after the last day to officially withdraw, the student will fail the course.  Excessive absences usually equal to two weeks of class time.  Students who arrive late to class must see the instructor after the class to have that absence removed.  Students who leave class early may be counted absent for that class.

CLASSROOM ETIQUETTE

No student may create disturbances to the learning environment.  Students may be warned, asked to leave class and/or referred to the Vice-Chancellor for Student Affairs or designee for disciplinary action depending on the frequency or severity of the disturbance.  Entering and leaving the classroom during class time is a distraction to other students and the instructor and should be avoided.  A student’s need to be in constant contact with the outside world through high-tech electronic devices (beepers, cell-phones, etc…) does not supersede basic classroom etiquette, and the beeping, buzzing or ringing of these devices are definitely considered a disturbance by the instructor.  Only those persons enrolled in the class should be present in class.

PLAGIARISM AND CHEATING

Cheating/plagiarizing is a serious offense.  Webster defines plagiarism as the act of “taking and using as one’s own the ideas or writings of another.”  Depending on the frequency or severity of a student’s cheating/plagiarizing the instructor may lower the student’s grade or recommend the student to the Vice Chancellor for Academic Affairs for disciplinary action.

AMERICANS WITH DISABILITIES ACT
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.
The instructor may develop his or her guidelines in addition to the course syllabus.

CHEATING

Cheating is defined as to deprive of something valuable by the use of deceit or fraud; to trick, pretend, and deceive.  Cheating is defined for this class as:

· Falsely turning in work completed by another person as your own

· Allowing someone to copy your work to turn in as their own

· Using unauthorized notes or handouts on test

· Asking someone to give you answers on test

· Talking during a test or trying to look on another persons test

· Not following test procedures/rules/regulation

Consequences:  Students will face the following consequences for cheating

· Students will be given a zero for the assignment/test,  and

· Students final grade will be dropped by one letter grade, and

· Students will have a grievance filed against them through the Student Affairs and Academic Affairs offices, and
· Students cheating on a FINAL exam will receive an F for their final grade, and

· Students who choose to cheat a second time will automatically receive an F for their final grade
THERE IS A ZERO TOLERANCE FOR CHEATING OF ANY SORT!
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