Summer 05
Reedley College
COURSE: IS15
COURSE TITLE: Computer Concepts
COURSE TEXT BOOK:
Computer Concepts, 7th edition, Parsons & Oja, Course Technology, 2004

Three Lab manuals; Microsoft Word, Excel and Access
INSTRUCTOR:

Henry Duong 

Email:henryqduong@msn.com
COURSE OBJECTIVES: 
· To understand the computer’s potential – its strengths and limitations.

· 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.

· To know how to use four general applications – word processing, spreadsheet, presentation and database.
· To gain knowledge of programming concepts.
· To recognize the major contributors and developments of the microcomputer.

· To explore privacy and legal issues.

· To use E-mail and the Internet.
COURSE PREREQUISITE: 

None, but a keyboarding speed of 20 cwpm is recommended.
TESTING AND GRADING:



Grading:

Total 

Labs


10%

Participation


10%

Tests 


40%

Final


40%
Total


100%

CLASS ASSIGNMENTS:
Computer, Internet, Web & E-mail Basics

Read:

Chapter 1








Lab:

Windows XP 
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 
MAKE UP POLICY:
There will be no make-ups. If you know you will have to miss a test, you may make arrangements to take it early.

LATE WORK:
Work turned in after the deadline will be penalized 10% per day late.  No work more than 2 weeks late will be accepted
COURSE GRADE:
All points earned during the semester will be totaled and the final grade for the course will be based on this scale: 90% up A; 80-89% B; 70-79% C; 60-69% D; 59% F

ATTENDANCE:
Attendance is required.  Two weeks of absence (any 4 days) is sufficient grounds for the instructor to drop the student. Reinstatement, if requested, is at the discretion of the instructor.  If you wish to drop this course it is your responsibility to do so. The instructor may or may not drop a student.  Petitions for reinstatement are also the responsibility of the student.  
Absences reduce participation, therefore each absence will reduce the participation grade by 5 points. Any 3 tardys will count as one absence. A tardy is either to arrive in class late or leave before the class is dismissed.

STUDENT BEHAVIOR/CHEATING:
You are expected to conduct yourself with the highest moral and ethical behavior. Any cheating or plagiarism will be dealt with severely.  At the instructor’s discretion you may be given an F for the assignment or test or an F for the class. An academic dishonesty report will be filed with student services and will be added to your permanent record.  The instructor and the college take cheating as a very serious offense.

ELECTRONIC DEVICES:
Please set pagers or cell phones for silent operation or turn them off during lectures. If you must have a device on for a class period, discuss the situation with the Instructor before class starts.
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