IS-15

COMPUTER CONCEPTS
Instructor's Information:

Office:


BE 48B

Phone:


3267

E-mail address: 
esandov@inreach.com
Web Site: 

Http://home.inreach.com/esandov
TEXT: 

Computer Concepts, Sixth Edition, by Parsons and Oja w/ Office 2002 package

PURPOSE

The primary goal of this course is to provide a survey of the essential elements of computers and information systems. There is an emphasis on understanding the computer’s potential as well as using this tool by learning selected applications.
COURSE OBJECTIVES 
To become familiar with computer hardware and software capabilities.

To learn to use the microcomputer as a tool.

To examine common business applications – word processing, spreadsheet, database, and telecommunications (Internet).

TENTATIVE ASSIGNMENTS 

(Lab and Assignment schedule can be found on the instructor's web site.)

QUIZZES and EXAMS

Chapter quizzes will be given covering the text and lecture information.  The following applications will have exams or a short project at the end of their study:

· Windows 98/XP

· Word 2002

· Excel 2002

· Access 2002

· Power Point 2002

ASSIGNMENTS

Application (Word processing, spreadsheet, database, etc.) assignments will be completed in the lab on the day they are assigned. No late assignments will be accepted.

INTERNET REPORT Due: TBA 
An Internet report will be assigned in conjunction with the Excel Quiz. The topic will be announced at a later date.

PRESENTATION

Each student will give a five-minute presentation on his or her Internet report utilizing Power Point. This will be discussed further in class.

Total Points – Tentative

	
	Application Exams

	100

	
	Assignments 


	160

	
	Internet Report 


	  20

	
	Presentation 

  
	20

	
	Quizzes


	180

	
	Total Possible 
	480

	
	


Grade Distribution

Grade 
Percentage of Total Points

	
	A 

90%

	
	B 

80%

	
	C 

70%

	
	D 

60%

	
	F 

59% and below


ATTENDANCE

Students should consider classes to be their job and grades to be their merit pay. Employees who do not show up for work do not get paid. Work schedules, other courses, job interviews, personal problems, and student activities are not acceptable excuses for missing class. Please do not make counseling appointments during class time. Those are activities/commitments you must learn to manage on your off-duty time.

There will be no make-ups for missed quizzes or exams. 

A student will be dropped from the course if he/she misses more than two lecture hours or two consecutive days during the first two weeks. 

OTHER

The textbook is mandatory. If you wish to resell the text to the bookstore, the CD envelope (located in the back of the text) must not be opened. 

Students are encouraged to maintain a notebook (81/2 X 11) with notes from lectures, lab exercises, and textbook. 

No food or liquids in the lab.

Cheating, including plagiarism will not be tolerated. A student will not receive any credit for a quiz or Internet Report if in the opinion of the instructor the individual cheated.

Refer to the college catalog for additional guidelines.

DROP DATE

The last day to drop this course is TBA. 
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