COMPUTER ESSENTIALS COURSE SYLLABUS

IS–11 Computer Essentials
Fall 2004

Fred Rola / frola@iwon.com
Tues/Thur 2:00pm—3:15pm (8/16 – 10/15)


Room: BUS 49

COURSE DESCRIPTION:
This course is an introduction to the PC computer system.  It is a “hands-on” practical approach with an emphasis on how to operate a computer.  This course will include exercises using computer storage devices, printer controls, and essential operating system commands.  Students will be introduced to the Internet and E-mail, and the basic features of word processing and spreadsheet applications.  Students are expected to complete computer assignments outside of class.  A grade of “C” or better in this course fulfills the computer familiarity requirements.  No credit if IS-15, Computer Concepts, has been successfully completed with a “C” or better. 

COURSE OUTCOMES / OBJECTIVES:
●  The student will be able to use a PC with the Windows operating system.

●  The student will know the essential hardware elements of the computer system.

●  The student will know how to use two general applications – word processing and spreadsheet.

●  The student will be able to work independently using these two applications.

●  The student will be able to browse and search the Internet, and send E-mail with attachment.

●  The student will explore the history of the microcomputer.

REQUIRED TEXTS:

Computing Essentials, Introductory Edition, Tim and Linda O’Leary, McGraw-Hill/Irwin, 2004
ATTENDANCE:
Attendance is required.  If you are going to be absent, contact another member of the class to get notes or assignments.  If you are absent three (3) times, you may be dropped from the class.  Reinstatement, if requested, is at the discretion of the instructor.  Petitions for reinstatement are the responsibility of the student. 
TENTATIVE ASSIGNMENTS:

1) Information Technology, the Internet, and You
Read:

Chapter 1








Lab:

Windows 98

2) Application Software



Read:

Chapter 2








Lab:

WP Exercises

3) System Software




Read:

Chapter 3




Lab:

WP Exercises

4) The System Unit




Read:

Chapter 4








Lab:

E-mail

5) Input and Output




Read:

Chapter 5








Lab:

WP Exercises

6) Secondary Storage




Read:

Chapter 6








Lab:

WP Exercises

7) Connectivity, the Wireless Revolution,

Read:

Chapter 7

    and Communications



Lab:

SS Exercises

8) The Internet, the Web, and



Read:

Chapter 8

    Electronic Commerce



Lab:

SS Exercises

9) Privacy and Security



Read:

Chapter 9








Lab:

SS Exercises

10) Your Future and Information Technology

Read:

Chapter 10



Lab:

SS Exercises

GRADING:
Quizzes (highest 9)

180
(20 points each)

Word & Excel Exercises (12)
  60
(5 points each)

Homework (10)
  
  50 
(5 points each chapter)

Total Points Possible

290

90-100%

A

80-89%

B

70-79%

C

60-69%

D

59% and below
F

ASSIGNMENTS:

If you are absent during lab, you will not be able to make-up the assignment.  Late exercises will not be accepted.  Definitions for Key Terms, at the end of the chapters, make up the Homework assignments.

Everyone will be able to drop his or her lowest grade for one quiz during the semester.  Make-up quizzes will not be given. 

Grades will be posted on-line at the end of the course.

All assignments must be turned in with the following information at the top of the sheet:

Your Name








Date and Time
POLICIES:

●
No eating, drinking (even water), or smoking is allowed in the classroom.

●
The textbook is mandatory.  If you do not have one by the end of the first week, you will be dropped from the course.

●
No pagers or cell phones allowed in class with an audible alert setting.  Set these devices to vibrate mode, or turn them off.  A pop quiz will be given if a cell phone rings in class.

●
You will be expected to conduct yourself with the highest moral and ethical behavior.  Any cheating or plagiarism will be dealt with severely.  At the instructors’ discretion, you may be given an F for the test or assignment, or an F for the class.  An academic dishonesty report will be filed with student services and will be added to your permanent college record.  The instructor and the college consider cheating to be a serious offense.

Holidays:
Labor Day


(Mon) September 6

Veterans Day


(Thurs) November 11

Thanksgiving Holiday

(Thurs - Fri) November 25 - 26

Notes: 

This schedule is subject to change, with prior notice
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