Computer Literacy (IS 12) Syllabus
Reedley College (Web) – Spring 2007
Instructor:  Robert DeVoe-Peterson, MBA
Phone:  638-3641, ext 3264

Class Meets:  Web - Blackboard
Office Hrs:  On-line
www.reedleycollege.edu, (click on Blackboard link)
Course Description:
IS 12 provides a fundamental introduction to computers and their usage. Basic principles of hardware and software; shopping for a personal computer; social issues associated with the role of computers in the world today; and an introduction to word processing, spreadsheets, Internet principles and usage.  (Not for Business Majors – Business Majors need to take IS 15)

Course Outcomes:
Upon completion of this course, students will be able to
A)  apply the appropriate computer expertise in completing tasks using software to successfully address a specific need.

B)  perform basic operations using the essential computer hardware and software configurations.

C)  create basic word processing documents, spreadsheets files and reports, and presentations.

D)  name some of the pioneers of the microcomputer, software and hardware manufacturers.

E)  read basic computer related literature with sufficient vocabulary development to understand the material.

F)  understand the privacy and legal concerns that are unique to the use of computer technology.

G)  access the Internet for research, email and other forms of communication.

Required Text and Software:
1) Computer Concepts, Introductory, 9th edition, Parsons & Oja, Course Technology, 2007
2) SAM 2003 Assessment and Training for Microsoft Office 2003 Software
Requires Resources:

Computer, internet access, email address, and audio headset (or earphones)
Participation:
Weekly on-line participation is required.  You are required to make two (2) posts to the class forum every week.   
Evaluation and Grading:
Quizzes     (7)

210
(30 points each)

 

Exercises (25)

250
(10 points each unit)

PowerPoint 

  10
Word


  10
Excel


  10
Forum Posts (34)
  68
(2 points each)

Total Possible

558
Grade Distribution:
90-100%

A

80-89.4%

B

70-79.4%

C

60-69.4%

D

59% and below

F

Final Exam:  Refer to current Reedley College Class Schedule

Projects:
A PowerPoint presentation will be required.  After the instructor approves the topic, you will create a PowerPoint project and submit it to the instructor.  Your presentation should have 13 to 16 slides, and should take 5 to 10 minutes to present.  Ten (10) points will be given for creating the presentation. 

A Word and an Excel assignment will also be given at the conclusion of the appropriate course material to assess skill attainment.   Ten (10) points will be given for each assignment.

Policies and Procedures:

You are required to make two (2) posts to the class forum every week.  Possible topics may include, but are not limited to, questions about the lecture material and the SAM tutorial software.  You will need to view the online lectures for each chapter.  You are also required to complete the SAM training and assessment projects in Windows XP, Word, Excel and PowerPoint.
The textbook and SAM training software are mandatory.  If you do not have these items by the end of the second week, you will be dropped from the course.

Campus Holidays:
Martin Luther King Jr. Holiday

January 15th  (M)




Presidents’ Day Holiday


February 16-19th  (F-M)




Spring Recess




April 2-8th  (M-S) 

Notes: 

1) Last day to drop to avoid a “W”


January 26th  (F)

2) Last day to change to CR-NC grading

February 9th  (F)
3) This schedule is subject to change, with prior notice

Tentative Assignments:

Introduction





Lab:

Windows XP Basics
Computer, Internet, Web and E-mail Basics

Read:

Chapter 1







Lab:

SAM software

MS Word
Computer Hardware




Read:

Chapter 2







Lab:

SAM software









MS Word
Computer Software




Read:

Chapter 3







Lab:

SAM software










MS Word

Word Assignment

File Management, Virus Protection, and Backup
Read:

Chapter 4







Lab:

SAM software










Excel

Internet and LAN Technology


Read:

Chapter 5







Lab:

SAM software










MS Excel

Web Pages, Web Sites, and E-Commerce

Read:

Chapter 6








Lab:

SAM software










MS Excel
Excel Assignment

Digital Media





Read:

Chapter 7







Lab:

SAM software










MS PowerPoint

PowerPoint Assignment
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