Reedley College
IS 15 – Syllabus

Fall 2004

Course:
IS 15 Computer Concepts

Day/Time:
MWF 1:00 to 2:05


Room:

Bus-41 
MWF 2:15 to 3:20




Bus-49

Instructor:
Nancy Hongola


Email:

nhongola@msn.com


Phone:

TBA

COURSE DESCRIPTION:

IS 15 is an introduction to computers and information systems concepts and terminology; overview of hardware and software (systems and applications including word processing, spreadsheet, database and presentation); the history of the microcomputer; and legal issues; and, telecommunications (E-mail and Internet)
COURSE OUTCOMES / OBJECTIVES:

· To understand the computer’s potential 

· To recognize the functional elements of the hardware and know how to use the basic elements of the Windows operating system and selected utility programs
· To know how to use four general applications – word processing, spreadsheet, presentation, and database

· To recognize the major contributors and developments of the microcomputer

· To explore privacy and legal issues

· To use E-mail and the Internet

REQUIRED TEXTS:

Lecture:

Computer Concepts, 7th edition, Parsons & Oja, Course Technology, 2004

***Instructor reserves the right to modify syllabus and schedule, including number, type, weighting and timing of all assignments and tests.  Adequate notice will be given to students.*** 
Lab:

Microsoft Word 2002, Jennifer A. Duffy, Course Technology

Microsoft Excel 2002, Elizabeth Eisner Reding, Course Technology

Microsoft Access 2002, Lisa Friedrichsen, Course Technology

Supplies for Lab:

Two 3 ½” high-density floppy diskettes

GRADING:

Lecture

Quizzes – 7 at 20 points each (lowest two scores dropped)
100

Mid term






100

Final







100

Paper







100

Total Lecture





400
Lab
Homework – 10 at 10 points each



100

Word Test






  50

Excel Test






  50

Access Test






  50

Total Lab





250

Total for Both





650
90-100%
A

80-89%
B

70-79%
C

60-69%
D

Below 60%
F

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 for two consecutive weeks, you will be dropped from the class.  Reinstatement, if requested, is at the discretion of the instructor.  Petitions for reinstatement are the responsibility of the student.
BLACKBOARD:
There will be a Blackboard component to this class.  This is an Information Systems class and it is appropriate we explore different ways of disseminating information – that is, getting the right information to the right people at the right time using whatever means is appropriate and available – this is a practical application of what you are learning.  I will be using Blackboard to disseminate information to you throughout the semester. You also will be able to convey information to the rest of the class via discussion boards. It is expected that you refer to Blackboard at least once a day.  

Course Policies

Communication:  Students must have an e-mail account in order to log into Blackboard, the on-line environment used in this class.  
Email Policy:  The instructor will answer only specific types of email; all other emails should be posted in the appropriate forum at Blackboard or the question can be asked in class.  This is done so that the entire class can benefit from the answer to the question.  The only email the instructor will answer is email of a personal nature that should not or cannot be shared with the remainder of the class.  Examples might be, setting up an appointment, emailing that you will miss a class due to illness, that you cannot get into Blackboard or that your Blackboard quiz bombed.  Email messages for which there is any possibility that someone else in the class might benefit from the answer are to be posted in the appropriate Blackboard discussion forum or the question asked in class or in office hours.  This will provide an opportunity for students to answer each other’s questions and for the instructor’s answer to be available to other students who may benefit from it.  The instructor will check the Blackboard discussion forums at regular intervals.  Students are encouraged to respond to each other’s postings.  Postings covering material that students have been sufficiently exposed to or that is on the syllabus will be left to other students to answer.  In addition,

· Email and Blackboard postings that are written in an unprofessional manner -- i.e., tone, grammar, spelling, punctuation, inappropriate case usage, containing non-business standard abbreviations, no subject, are not signed, etc. will not be answered under any circumstance. You can read about e-mail etiquette at 
a. http://www.library.yale.edu/training/netiquette/
b. http://www.cs.queensu.ca/FAQs/email/etiquette.html
· Students who post anything offensive to Blackboard will be blocked from further posting.  This will prevent them from obtaining extra credit points that require Blackboard postings.
· All emails must be signed with your first and last name. All email is to start with “IS 15” in the subject line or it will not be answered. This is a requirement to help manage information overload and avoid virus attacks.

· In general, email will be returned within 24 hours during the week and within 48 hours from Friday noon to Monday at 8 AM.
Policy on Cheating and Plagiarism:  Cheating and plagiarism are considered among the most serious offenses in the teaching-learning process as they erode the integrity of the student/faculty relationship.  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.
Policy on Classroom Conduct:  The  Policy regarding disruptive behavior will be followed in this class.  Please be courteous to those around you.  Arrive on time to make sure you get the right information.  If you have to leave early, be considerate and let the instructor know ahead of time and choose a seat that minimizes disruption to the class as you leave.  Please don’t carry on personal conversations or goof off during class.  Both are very disruptive to students sitting around you and the speaker.  If arriving late or leaving early becomes problematic, you will be asked not to come to class at all except for exams.  No eating, drinking (even water) or smoking is allowed in the classroom.
Students with Disabilities:  Upon identifying themselves to the instructor and the university, students with disabilities will receive reasonable accommodation for learning and evaluation. For more information, contact Services to Students with Disabilities. 

Class Information:  Announcements will be made in class and posted on Blackboard.  Occasionally, an email may be sent to all students.  Students are responsible for obtaining and complying with information disseminated to the class.

Exams and quizzes:  Two Exams at 100 points each and 7 quizzes at 20 points each (with the lowest two scores dropped).
Important information for on-line quizzes:  If you feel your computer at home is unstable, you can use (and should plan on using) the open labs to take the quizzes.  If there are any technical problems while you are taking a quiz, you must notify me immediately by email. Please don’t wait until the last possible moment to take your quizzes as technical difficulties will not be fixed after the end of the quiz.  All on-line quizzes will be open book and open note.  All technical problems will be tracked by student and type of problem.  A “zero-point” sample quiz will be posted so you can practice taking a Blackboard quiz.

Internet Paper:  You will be required to write a 3 - 5 page paper.  Ideas for paper topics will be posted the first week of school on Blackboard.  Instructions for the paper will also be posted at Blackboard.

Cell Phone Policy:
As a courtesy to others, all cell phones are to be turned off during class.  If you need to be reached for family medical or significant work-related issues, this needs to be documented.  Absolutely no cell phones (or other communication tools) may be used during tests.
***Instructor reserves the right to modify syllabus and schedule, including number, type, weighting and timing of all assignments and tests.  Adequate notice will be given to students.*** 
Tentative Assignments:
Computer, Internet, and Network Basics

Read:

Chapter 1







Lab:

Word







Quiz 1

Computer Hardware




Read:

Chapter 2







Lab:

Word Test








Quiz 2 (on Blackboard)

Computer Software




Read:

Chapter 3







Lab:

Excel







Quiz 3 (on Blackboard)

File Management, Virus Protection, and Backup
Read:

Chapter 4







Lab:








Quiz 4 (on Blackboard)

Internet and LAN Technology


Read:

Chapter 5







Lab:

Excel Test







Quiz 5 (on Blackboard)

Web Pages, Web Sites, and E-Commerce

Read:

Chapter 6







Lab:








Quiz 6 (on Blackboard)

Digital Media





Read:

Chapter 7







Lab:

Access Test







Quiz 7 (on Blackboard)

***Instructor reserves the right to modify syllabus and schedule, including number, type, weighting and timing of all assignments and tests.  Adequate notice will be given to students.*** 
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