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	EVALUATION OF INSTRUCTION
Each class at the College is evaluated by the students during the semester.  The instrument used allows students to comment on the instructor and his presentation of the course.  The results of these evaluations are made available to the instructor after grades are complete and turned in to the Division.
The Dean of the Division or his designee visits classes to observe instructors and completes an evaluation.  A copy is given to the instructor with the opportunity for the instructor to respond to the evaluation.  The evaluation with the instructor’s response is kept on file in the Dean’s office.  



	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.

REQUIRED MATERIALS: Textbook: Microsoft Office 2003 Essentials Course Favro and Stollins. 3+ Mb Portable computer storage (flash drive or CD-RW)
STUDENT LEARNING OUTCOMES 

1. Demonstrate by 70% or more correct answers on an objective test knowledge of basic computer terminology.

2. Demonstrate by creating an organized portfolio of digital files the ability to use Windows operating systems to organize work.

3. Demonstrate by producing assigned documents that are 90% correct and hands on examinations that are 70% correct, an ability to use the major business applications: word processor, spreadsheet, database, and presentation.

4. Demonstrate by producing an assigned web page document that is 90% correct an understanding of html.

5. Demonstrate by 90% or more correct answers on an objective test an ability to analyze a business scenario and decide which computer applications are appropriate to use.
REQUIREMENTS FOR SUCCESSFUL COMPLETION
The student must complete 70% of all assignments and complete all examinations with an overall 70% average.
CONTENT OUTLINE
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.

GRADING

Assessment will be made through a combination of assignments, quizzes, and examinations on the following:

Computer terminology

Word processing

Spreadsheets

Databases

Presentation software

Web page authoring

Grading Policy:
Assignments
15%




Quizzes
15%




Exams

70%

Grade Scale:

90 – 100 %
A



80 – 89%
B

70 – 79 %
C
60 – 69 %
D
59% or less
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.


