Computer Literacy (IS 12 Online) Syllabus
Reedley College – Summer 2008
Instructor:  Robert DeVoe-Peterson, MBA
Cell Phone:  (559) 392-4576
Web site:  www.MyITLab.com 
Class meets:  100% Online


E-mail:  robert@devoe-peterson.com 
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 Texts:

1. Go! Technology in Action complete 4th ed., Evans, Martin and Poatsy, Pearson Prentice Hall, 2008

2. MyITLab access code to www.myitlab.com
3. Microsoft Office 2007 Prof (180-day license)

“Optional” Text:

1. Go! With Microsoft Office 2007 introductory, Gaskin, Ferrett, Vargas and Marks, Pearson Prentice Hall, 2008 
(Some students find this hard copy text of what is online at www.myitlab.com very helpful for preparing for lab exams)
Contact Phone Numbers:

Reedley College Admissions …… (559) 638-0323

Reedley College Bookstore …….. (559) 638-0334

MyITLab:

Web based simulation training and testing program for Microsoft Office 2007 and course content management application at www.myitlab.com.  
Required Equipment:

1. PC with Windows 2000, Windows XP (Service Pack 2) or Windows Vista 

2. Broadband Internet connection, i.e., either Cable or DSL (Dial-up will not suffice)  

Attendance:
Attendance is required.  Attendance will be taken through your participation on the MyITLab.com web site.  If you accumulate two (2) weeks of non-participation, you will be dropped from the class.  Reinstatement, if requested, is at the discretion of the instructor.  

Evaluation and Grading:
Forum Posts (24)

   480
(20 points each)
Exams
(8)


   800
(100 points each)
Word Labs (12)

 1200
(100 points each)
Excel Labs (12)

 1200
(100 points each)
PowerPoint Labs (6)

   600
(100 points each)
Web Page (1)


   200
Total Possible


 4480 

Grade Distribution:

A = 90–100%
B = 80–89%
C = 70–79%
D = 60–69%
F = 59 & less

Final Exam:  July 28th – July31st (Online)

Policies and Procedures:

Assignments will be given out 2-weeks at a time to accommodate summer schedules.  It is your responsibility to manage your time properly so that all your work is completed by the due date.
Computer problems, software issues, spyware and virus infestations are not excuses for not getting your work done on time.  It is your responsibility to find alternate ways to get to the online class if your computer crashes.  For instance, if your main computer fails, you could use a computer at Reedley College, at the public library, or at work to access your account on www.myitlab.com.

Failure to attend the online class on a regular basis will adversely affect your performance in this course.  Your attendance is monitored by your participation in the Forums (Discussion Board – Weekly Posts area) of www.myitlab.com.  You are required to make three posts each week to be counted present.

Plagiarism or cheating of any kind may result in a grade of “F” for the course.  There are no makeup exams or assignments.  

Notes: 
1) Last day to drop to avoid a “W”

June 18th (Wed.)

2) Last day to change to CR-NC grading
June 23rd (Mon.)

3) This schedule is subject to change; updates will be at www.MyITlab.com
Assignments:  (up-to-date assignments are online at www.MyITLab.com)
	Week
	Topics Presented
	Reading Assignment
	Microsoft Applications

	Week 1
(June 9th)
	Why Computers Matter to You: Becoming Computer Fluent
	Go! Tech in Action: 
Chapter 1


	Word – Projects 5A and 5B
Training and Exams 

	Week 2
(June 16th)
	Looking at Computers: Understanding the Parts
	Go! TIA: Chapter 2
	Word – Projects 6A & 6B
Training and Exams

	All assignments for weeks 1 & 2 due by Friday, June 20th, by 10:50pm

	Week 3
(June 23rd)
	Using the Internet: Making the Most of the Web’s Resources
	Go! TIA: Chapter 3
	Word – Projects 7A & 7B
Training and Exams

	Week 4
(June 30th)
	Application Software: Programs That Let You Work and Play
	Go! TIA: Chapter 4


	Excel – Projects 9A & 9B 
Training and Exams

	All assignments for weeks 3 & 4 due by Friday, July 4th, by 10:50pm

	Week 5
(July 7th)
	Understanding and Assessing Hardware: Evaluating Your System
	Go! TIA: Chapter 6
	Excel – Projects 10A & 10B 
Training and Exams

	Week 6
(July 14th)
	Networking and Security: Connecting Computers and Keeping Them Safe from Hackers and Viruses
	Go! TIA: Chapter 7


	Excel – Projects 11A & 11B 
Training and Exams

	All assignments for weeks 5 & 6 due by Friday, July 18th, by 10:59pm

	Week 7
(July 21st)
	Mobile Computing: Keeping Your Data on Hand
	Go! TIA: Chapter 8
	PowerPoint – Projects 15A & 15B
Training and Exams

	Week 8
(July 28th)
	Behind the Scenes: A Closer Look at System Hardware
	Go! TIA: Chapter 9
	PowerPoint – Project 16A Training and Exams

Web Page – Project 1

	All assignments for weeks 7 & 8 due by Thursday, July 31st, by 10:59pm
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