Computer Literacy (IS 12) Syllabus
Reedley College – Spring 2008
Instructor:  Robert DeVoe-Peterson, MBA
Phone:  638-3641, ext 3264

Class Meets:  T/TH 8:00-9:50am, in BUS-49
robert.devoe-peterson@reedleycollege.edu
Office Hrs:  __________, in BUS-47


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 Supplies:
1. Computer Concepts, Introductory, 10th edition, Parsons & Oja, Course Technology, 2008
2. Lab manuals:  MS Word 2203 , and MS Excel 2003
3. Paper and pen or pencil
Attendance:
Attendance is required.  If you accumulate four (4) absences, you will be dropped from the class.  Reinstatement, if requested, is at the discretion of the instructor.  
Evaluation and Grading:
Quizzes (6)

180
(6 highest out of 7 @ 30 points each)

 

Exercises (40)

200
(5 points each)

Word & Excel Exams
  50

PowerPoint

  25

Total Possible

455
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 present it to the class.  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. 

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 OR ASSIGNMENTS.  If you miss an exam, for whatever reason, there is no makeup exam.  I drop one exam per person - the lowest score during the term.    

· No eating, drinking, or smoking is allowed in 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.

· Cell phones are not allowed in class with an audible alert.  Set them to vibrate mode, or turn them off.  Cell phones must be out of sight while in the classroom.  Twenty-five (25) points will be taken away and the cell phone will be requested from the offending student if a cell phone rings during the class session.

· MP3 players and PDAs must be turned off and out of sight while in class. 
· If a student is excessively disruptive during a class session they may be asked to leave.  If this occurs more than once, they may be dropped from the class.

Accommodations for Students with Disabilities:

If you have special needs as addressed by the Americans with Disabilities Act (ADA) please notify me immediately.  Reasonable efforts will be made to accommodate your special needs.

Holidays:
Martin Luther King Jr.


  January 21 (M)



Lincoln Day




  February 15 (F)



Washington Day



  February 18 (M)



Spring Recess 




  March 17-22 (M-S)

Notes: 

1) Last day to drop to avoid a “W”

  January 25 (Fri)
2) Last day to change to CR-NC grading
  February 8 (Fri)
3)  This schedule is subject to change, with prior notice

Tentative Assignments:

Introduction





Lab:

Windows XP Basics










Paint Exercise
Computers and Digital Basics


Read:

Chapter 1







Lab:

MS Word

Computer Hardware




Read:

Chapter 2







Lab:

MS Word

Computer Software




Read:

Chapter 3







Lab:

MS Word

Word Assignment




Lab: 

Word Exam
Operating Systems & File Management

Read:

Chapter 4







Lab:

Excel

Lans and WLANS




Read:

Chapter 5







Lab:

MS Excel

The Internet





Read:

Chapter 6








Lab:

MS Excel

Excel Assignment




Lab:

Excel Exam
The Web and Email




Read:

Chapter 7







Lab:

MS PowerPoint

Digital Media





Read:

Chapter 8







Lab:

MS PowerPoint
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