Reedley College







Summer 2005

Course Outline
IS15 Computer Concepts
Instructor:  Jeremy Sutton

Course Schedule #: 78283

Tuesday, Wednesday, Thursday Classes

6:00 pm to 8:50 pm

Room BE 49

Course Objectives:
You are about to embark on an exciting journey learning about the incredible world of computers.  By the end of this course you will know: 

Common computer terminology and theory
The basics of Windows GUI
How to access the internet and find all kinds of things
How to use a word processor
How to use an electronic spreadsheet
How to use a database management program
How to design and write simple computer programs
Required Texts:

New Perspectives on Computer Concepts; Course Technology; June Jamrich Parsons, Dan Oja , 7th ed.


Microsoft Office Word /2002 Brief; Course Technology; Jennifer Duffy
Microsoft Office Excel /2002 Brief; Course Technology; Elizabeth Reding
Microsoft Office Access /2002 Brief; Course Technology; Lisa Friedrichsen
All are required and will be used.

Supplies:


You will need at least three 3 ½” microfloppy diskettes or one 100 or 250 KB Zip disk or a USB memory stick. You will also need 3 Scantron form 886 and 1 Scantron form 882 (for the Final).

	Day
	Parsons / Oja Text
	Lab Assigned

	6/14
	Intro / the PC / Windows OS
	“First Day”

	6/15
	Chapter Orientation
	Windows Lab

	6/16
	Chapter 1
	Email Lab

	6/21
	Chapter 1 
	Web Lab

	6/22
	Chapter 2
	Word Lab A

	6/23
	Chapter 2
	Word Lab B

	6/28
	Chapter 3
	Word Lab C

	6/29
	Chapter 3
	Word Lab D

	6/30
	Test #1 Ch 1-3
	Excel Lab A  

	7/5
	Chapter 4 
	Excel Lab B

	7/6
	Chapter 4
	Excel Lab C

	7/7
	Chapter 5
	Excel Lab D

	7/12
	Chapter 5
	Lab Test # 1

	7/13
	Chapter 6
	PowerPoint Lab

	7/14
	Chapter 6
	Visual Basic

	7/19
	Chapter 7 
	Access Lab A

	7/20
	Chapter 7
	Access Lab B

	7/21
	Test #2 Ch 4-7
	Access Lab C

	7/26
	Presentations
	Access Lab D

	7/27
	Presentations
	Lab Test # 2

	7/28
	Presentations
	

	8/2
	REVIEW
	

	8/3
	>>> Take The Final <<<
	


Grading:
Points
Number 
Total

Labs
10 each
18
180

Lab Test
20
2
40
Assignments
20
2
40

Tests
50
2
100

Group Projects
10
2
20

Group Presentation
50
1
50

Participation


70

Final
100
1
100
Total



600

Make-up Policy:


There will be no make-ups. If a test or quiz is missed the next one will count double. If you know you will have to miss a test or quiz, you may make arrangements to take it early.

Late Work:

Work turned in after the deadline will be penalized 1 point per day late.  No work more than 3 class sessions late will be accepted.  Assignments may be submitted via the Internet if the student wishes, however, the instructor is not responsible for lost or misdirected e-mail.  Grades will be determined by when the work was received by the instructor.

Course Grades:


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 6 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. The deadline for dropping this course without receiving a “W” is June 21st. The deadline for dropping this course with receiving a “W” is July 7th.After that date you will be assigned a letter grade. 

Absences reduce participation; therefore each absence will reduce the participation grade by 5 points. Any 3 tardies 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.

Instructor Name:
Jeremy Sutton

Office:


N/A

Phone:


(559) 244-5999 Extension 9571 Voice mail only.

e-mail:


jsuttonfcc@sbcglobal.net 

Office Hours:

by appointment 






