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PURPOSE

The primary goal of this course is to provide a survey of the essential elements of computers and information systems. The emphasis is on understanding the computer's potential as well as learning how to use this tool with selective applications.

Text:  Computer Concepts, Sixth Edition, by Parsons and Oja
COURSE OBJECTIVES
1.To understand the hardware and software capabilities of the system.

2.To learn how to use the microcomputer as a tool.

3.To examine common business applications -- word processing, spreadsheet, presentation, and database.

POSSIBLE POINTS (TENTATIVE)
 Grade 

Percentage of










  Total possible

Exams
  260


A


90 +


Exercises
100


B


80-89


Presentation
40


C


70-79


Quizzes
50


D


60-69






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 appointments/problems, and student activities are not acceptable excuses for missing class. 

Anyone leaving the class early will be considered absent. 

If you are absent or late more than twice the first nine weeks you will be dropped from the course. If absent or late more than twice the second nine weeks, your grade will be dropped ten percent.

WP, SP, Database, PowerPoint Exercises must be made-up within one week.

OTHER

The textbook is mandatory.  Please put your name and section number on the inside of the back cover.

No recorders are allowed.  No food, drinks, or gum in the lecture or lab rooms. 

You are responsible for dropping this class.

TENTATIVE ASSIGNMENTS

Computers and the Internet

Read

Chapter 1 

Lab

Orientation

Windows 

Course Labs

EXAM 1

Computer Hardware

Read

Chapter 2 

Lab

WP Exercises  




Course Labs

EXAM 2

Computer Software

Read

Chapter 3

Lab

WP Exercises 

Course Labs

EXAM 3

Computer Files and Data Storage

Read

Chapter 4 

Lab

SP Exercises 

Course Labs

EXAM 4

More on the Internet


Read 

Chapter 5   

Lab

SP Exercises 


Course Labs

EXAM 5


Web Sites

Read

Chapter 6 

Lab

SP Exercises 

Course Labs

EXAM 6

Digital Media 

Read

Chapter 7 

Lab

Access Exercises

Course Labs

EXAM 7

Powerpoint

Lab

PowerPoint Exercises

DATE :  
Final August 5, 2004



Grade


Presentation

Exam 1____________


Partner____________

Exam 2____________


Date________________

Exam 3____________


Topic_______________

Exam 4____________

Exam 5____________

Exam 6____________

Exam 7____________

Quiz 1  ____________

Quiz 2  ____________

Extra credit________

Presentation_______

Randy Welk email: RJSFGMV@AOL.COM






