Reedley College
Spring 2008
1/07/08 – 5/16/08
Course:

IS 15 51041 COMPUTER CONCEPTS 
Class meets:
MWF 12:00pm – 1:05pm
Instructor:  
David L. Atencio, BA/MBA

Email: 

david.atencio@reedleycollege.edu
Phone:

638-3641 ext 3410(if no answer:  leave a detailed message)
Office Hours:
TBD
Text Books and Study Material: 

1. Understanding Computers 11th Ed
2. 2 Lab manuals:  MS Word, and MS Excel 

1.   Course Description and Information:
This course provides an introduction to computer and information systems concepts and terminology, an overview of hardware, and software (systems and applications including word processing, spreadsheet, database,  presentation and programming), the history of the microcomputer, privacy and legal issues, and telecommunications (email and Internet).  
Much in Information Systems industry require a great deal of attention to detail and critical thinking skills to succeed, therefore much in this course will require you to demonstrate attention to detail and the ability to read and understand instructions.  Students will benefit greatly by collaborating with others in the course.
2. Course Learning  Objectives and Outcomes:
Objectives:

a. Understand the computer’s potential, its strengths, and limitations.

b. Recognize the functional elements of the hardware and know how to use the basic elements of the Windows operating system and selected utility programs.

c. Skillfully use four general applications – word processing, spreadsheet, database, and presentation.

d. Identify the major contributors and developments of the microcomputer.

e. Explore privacy and legal issues.

f. Demonstrate how to use email and the internet – Explore and Netscape.

Outcomes:

g. Apply the appropriate computer expertise in completing tasks using software to successfully address a specific business need.

h. Perform basic operations using the essential computer hardware and software configurations.

i. Create basic word processing documents, spreadsheets, database files and reports, and presentations.

j. Name some of the pioneers of the microcomputer, software and hardware manufacturers.

k. Read basic computer related literature with sufficient vocabulary development to understand the material.

l. Understand the privacy and legal concerns that are unique to the use of computer technology.

m. Access the Internet for research, email and other forms of communication.

3.  Attendance:  Attendance is required and the instructor reserves the right to take roll at any time during the duration of the class period.  To achieve successful completion of the course, it is critical for the students taking this course to attend all classes.  I will drop you if you have more than six unexcused, absences.

4. Learning Methods:

a. Lectures – used to provide bring all students to a level playing field of learning

b. Required reading

c. Class projects and Blackboard assignments (lab work)
d. Textbook assignments (lab work)
5. Reading and Lab Assignments:  Assigned chapters MUST be read prior to attending class.  Students are required to complete class/lab assignments in class.  You may collaborate with fellow students on lab assignments.  Late lab assignments will not be accepted.   
6. Outcomes assessment:
Understanding Computers: Quizzes (5 @ 10 points each) 
50 points 
Understanding Computers: Black Board Assignments
(10 @ 10 points each)




100 points *



Lab Manual:  Projects (4 @ 10 points each)


40 points *
Integrated class project assignments: (10 @10 points each)
100 points *
Midterm






20   points

Final Exam/demonstration




50   points
Participation





40 points **







-----------

Total






400 points
* Lab work required
** Participation includes:  Lab work participation; collaboration with other students; completion of non graded class projects.
Grading scale:
90-100% = A
80-89% = B
70-79% = C
60-69% = D
<60% = F
7.    Final Drop Date:  The final drop date for this class is:  January 25, 2008 to avoid “W”, March 7, 2008 to avoid “Letter Grade”.
8. 
Examinations and assignments:  All examinations must be completed individually.  Collaborative work, including sharing books and notes, will not be allowed during examinations.  The use of books and notes will be allowed during examinations, unless specifically stated otherwise by the instructor prior to the examination.  Students may make use of the help feature of any application provided in the classroom computers.   Make up examinations, projects, assignments, and lab work is only granted with advance notification, and subject to point depreciation of 15 percent.  Otherwise – late work will not be accepted.
9.    Policies:  Campus code requires that shoes or sandals and appropriate attire be worn at all times on                                      

campus.  Eating, drinking, and smoking are not allowed in the classroom or computer labs.  Cell phone must be turned off or in the silence mode while class is in session.  A student will be subject to discipline if she or he:

· Prevents other students from pursuing their authorized curricular or co-curricular interests.

· Interferes with or disputes faculty and administrators who are fulfilling their professional responsibilities.

· Prevents classified employees from fulfilling their prescribed duties.

· Deliberately endangers the safety of persons or the security of college property.

· Violates Reedley College computers and networks usage policy.

10.   Special needs students:  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 or Section 504 of the Rehabilitation Act, please contact me as soon as possible.
        11.  Class schedules:

Week 1  
1/07
Mon: Class orientation, Intro to Blackboard, syllabus review, district policies.
Wed: Overview of a computer system; Windows Operating system.  Fri: OS cont…; Intro to Office 2003.


First lab assignment
Week 2 
1/14

Mon: Intro to Office Cont… Wed: Why computers matters.
Fri: BB 1, Quiz # 1




Read Chapter 1 Intro to the world of computers - UC
Week 3

1/21

Mon: Holiday. Wed: Hardware.  Fri: BB 2

Read Chapter 2 - UC
Week 4

1/28

Monday: Storage. Wed: Input and Output, BB3.  Fri: BB4,
Quiz # 2

Read Chapter 3& 4, UC 


Week 5
2/4
Mon: System Software, BB 5.  Wed: Application Software, BB6. Fri: Excel tens, Quiz # 3.



Read Chapter 5 and 6 – UC.


Week 6

2/11

Mon: Networks and the internet.  Wed: Internet and the web.




Fri: BB 7 & 8, Quiz # 4. 

Read Chapters 7 & 8 – UC. 
Week 7 

2/18

Mon: Holiday. Wed: Network and Internet security;
Multimedia and the Web.  Fri:  BB 9, Quiz # 5

Read Chapter 9 & 10 - UC.  
Week 8 

2/25

Mon: E-Commerce, BB10.  Wed: Databases and Database 

management systems.  Fri: Computers and society , Intro to class project.
Read Chapter 11, 14 & 15 – UC.  

Week 9
3/3
Mon: Intellectual Property & Ethics. Wed: Outlook VCARDS, Intro to DB, file compression, data extraction. Review for Midterm. Fri: Midterm.




Read Chapter 16 - UC

Week 10

3/10

Microsoft Word

Mon: Word Unit B – Lab manual
Wed: Word Unit D – Lab Manual.  Fri: CP1 – Develop Project outline.  

Week 11

3/24

Microsoft Word

Mon: Word Unit H – Lab manual.  Wed: CP 2 Wedding 






Announcement
Fri: CP2 Cont… 

Week 12

3/31

Microsoft Excel





Mon: Excel Unit B - Lab Manual
Wed: CP3– Guest List.  Fri: CP3 Cont…
Week 13

4/7

Microsoft Excel 





Mon: Excel Unit C – Lab Manual




Wed: CP4 – Wedding Budget, Fri: CP5 - 6 Month Budget
Week 14

4/14

Microsoft Access

Wed: CP6 – Access Table, input form. Fri: CP6 Cont…

Week 15

4/21

Microsoft Access

Mon: CP7 – Edit tables& form.  Wed:  CP8 Create queries (3 – Chicken, Hotel & Gift)

Week 16

4/28

Microsoft Access Cont… Basic Programming
Mon: CP9 – Hotel Report.  Wed: CP10 - Mail Merge 

Fri:  No class

Week 17

5/5

Microsoft PowerPoint

Intro to Programming.  Create presentation 

Week 18

5/12

Final – Present Power Point 
Legend: 


UC = Understanding Computers


BB = Blackboard Assignment


CP = Class Project








