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Course Description:
3 lecture and 1 lab hour per week.

An introduction to computer and information systems concepts and terminology; overview of hardware and software (systems and application including word processing, spreadsheet, database, and presentation); the history of the microcomputer; privacy and legal issues; and, telecommunications (e-mail and Internet). A grade of “C” or better in this course fulfills the computer familiarity requirement. (CAN BUS 6) (CSU, UC)

Course 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 four applications – Word, Excel, Access & PowerPoint.

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

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

· The student will explore the history of the microcomputer.

Required Text/Materials:
Computer Concepts, 7th Edition, by Parsons & Oja with MS Office 2002 briefs.
#882 Scantrons
Floppy disks.
Access to a computer outside of class.

An open computer lab is available in the library for students. Computers are loaded with software needed for classes and for general computer applications. Applications include word processing, spreadsheets, presentation software, class specific programs and Internet access. Library and Computer Lab Hours: Monday- Thursday 7:30 a.m. - 8:00 p.m., Friday 7:30-3:00 p.m., and  Saturday 8:30-11:30 a.m.

Attendance:

Attendance is required! Anyone missing one class in the first two weeks of instruction will be dropped. 
There will be no make-ups for missed assignments.
Note: Students are reminded that it is their responsibility to drop a course prior to the drop date.
Final Drop Date:  _________ for no W (also last day to register for class). Letter grades assigned after ___________.
Policies:
· No eating, drinking (even water), or smoking is allowed in the classroom.

· Turn all pagers and cell phones off or to silent.

· No surfing the Internet, working on lab assignments or any other activity during lecture.

· Any cheating or plagiarism will be dealt with severely. If the instructor suspects you have cheated, you will 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. For detailed definition of cheating and plagiarism see page 121 in the Spring 2005 Class Schedule.
Assignments:
Quizzes:
Chapter quizzes will be given covering the text and lecture information at the end of each chapter.
Quizzes for the applications will be given at the end of each application’s completion of instruction.


No make-up quizzes will be given.
Labs:  Application assignments will be assigned weekly and are due prior to the quiz for that application. No late lab assignments will be accepted.
Presentation:  Each student will be assigned a topic for a short report and will be required to give a five-minute (max) PowerPoint presentation on their report topic. 

Topics will be discussed in a future class.
Attendance/Participation: Up to 20 points will be assigned based on class participation and attendance.
Grading:

	Total Points: Tentative

Lecture/Chapter Quizzes (7)
205
Applications Quizzes   (3)
75


Application Exercises  (12) 
120
Report
20

Presentation
20

Attendance/Participation
20

Total Possible
460



	  
	Grade

Percent of Total

    A


90%

    B


80%

    C


70%

    D


60%

    F


59% & below




