COMPUTER CONCEPTS (IS 15)

Reedley College - Spring 2005

DINUBA VOCATIONAL CENTER

Instructor:  Randy J. Welk, MBA
Phone: 638-3641, ext 3212

Class Meetings: T TH 12:00 – 1:50 p.m. Dinuba 107
E-mail: randy.welk@reedleycollege.edu
January 10 – May 20, 2005
Email: welkrc@aol.com

Office Hours: MW 10:10 – 10:55  Dinuba and MW 1:00 – 1:50  Reedley College anx 6______________        

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); introduction to programming concepts; the history of the microcomputer; privacy and legal issues; and, telecommunications (E-mail and Internet).
Course Outcomes / Objectives:
1. To understand the computer’s potential – its strengths and limitations.

2. To recognize the functional elements of the hardware and know how to use the basic elements of the Windows operation system and selected utility programs.

3. To know how to use four general applications – Word processing, Spreadsheet, Database and Presentation.

4. To gain knowledge of programming concepts.

5. To recognize the major contributors and developments of the microcomputer.

6. To explore privacy and legal issues.

7. To use E-mail and the Internet.

Required Texts and Materials:
Computer Concepts, 7th edition, Parsons & Oja, Course Technology, 2004

Three Lab manuals; Microsoft Word, Excel and Access

2 floppy disks and 7 scantron sheets (instructor will advise of correct sheet number)

Attendance:
Attendance is required.  If you are going to be absent, contact another member of the class to get notes or assignments. Leaving class early will count as an absence.  If you are absent for a total of two weeks, 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.  

Evaluation and Grading:
Exams       

150
(5 highest out of 6 @ 30 points each)

 

Exercises 

120




PowerPoint

  30

Quizzes

  30

Total Possible

330

Grade Distribution:
90-100%

A
297 + points

80-89%

B
264 – 296 points

70-79%

C
231 – 263 points

60-69%

D
198 – 230 points

59% and below

F
197 – points

PowerPoint Presentation:
A PowerPoint presentation will be required.  After the instructor approves the topic, you will create a PowerPoint project and present it to the class.  Your presentation should have 14 to 18 slides, and should take 5 to 10 minutes to present.  Points will be given based on the creation of the presentation, delivery of the presentation and attendance during other student’s presentations.

Policies and Procedures:

Failure to attend class on a regular basis will adversely affect your performance in this course.  Plagiarism or cheating of any kind may result in a grade of “F” for the course.  THERE ARE NO MAKEUP EXAMS. Because of this, I drop one exam per person - the lowest scoring exam during the term.  If you miss an exam, you will score zero on that exam, and that will be the score that will be dropped.  

· No eating, drinking (even water), is allowed in the classroom. Do not bring these into the classroom.

· All students participating in college athletic/student activities must coordinate their schedules with the instructor.

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

· No pagers or cell phones allowed in class with an audible alert.  Set these devices to vibrate mode, or turn them off.  The pager or cell phone may not be placed on the computer desk; it should not be visible while in class.  

Accommodations for Students with Disabilities:

If you have a verified need for an academic accommodation or materials in alternate media (i.e., Braille, large print, electronic text, etc.) per the Americans with Disabilities Act (ADA) or Section 504 of the rehabilitation Act, please notify me as soon as possible. Reasonable efforts will be made to accommodate your special needs.

Holidays:
Martin Luther King Jr. Holiday


(M) 
January 17



Presidents’ Day Holiday



(F-M) 
February 18-21



Spring Recess





(M-S) 
March 21-26  

Notes: 

1) Last day to change to or from CR-NC grading
(F) 
February 11



2) 9-week drop deadline for full-length courses 
(F) 
March 11



3) Final Exam





(TH)
May 19
4) This schedule is subject to change, with prior notice

Tentative Assignments:

Computer, Internet, Web and E-mail Basics

Read:

Chapter 1








Lab:

Windows XP Exercises

Computer Hardware




Read:

Chapter 2








Lab:

Word Manual

Computer Software




Read:

Chapter 3








Lab:

Word Manual

File Management, Virus Protection, and Backup
Read:

Chapter 4








Lab:

Excel Manual

Internet and LAN Technology


Read:

Chapter 5








Lab:

Excel Manual

Web Pages, Web Sites, and E-Commerce

Read:

Chapter 6








Lab:

Access Manual

Digital Media





Read:

Chapter 7








Lab:

Access Manual

Programming Concepts



Read: 

Handouts








Lab:

Programming Exercises
Presentations





Read:

Handouts








Lab:

PowerPoint Exercises
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