Reedley College

Summer 2009
06/15/09 – 08/07/09
Course:

IS 15 COMPUTER CONCEPTS 77011 Syllabus
Class meets:
Online

Instructor:  
David L. Atencio, BA Computer Science/MBA

Email: 

david.atencio@reedleycollege.edu
Phone:

638-3641 ext 3410 cell 355-9628

Office Hours:
Optional (TBD)

Text Books and Study Material: 

1. Understanding Computers, 12th Ed

2. Microsoft Office Excel, and Word 2007
3. Microsoft Office 2007 (Trial or Full version)
1.   Course Description and Information:
This course is an on-line course, which 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).  

Since this is an on-line course it requires a higher level of attention to detail and critical thinking skills to complete elements of the course.  Students are to complete all assigned projects, assignments, and tests online.  It is critical that work be done on schedule so that work does not pile up and becomes difficult to complete. 

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:  Although this is an online course and “in-person” attendance is not possible, participation is required.  “Attendance” is determined by participation in discussion board topics, and lab/homework assignment completion.  Students are required to participate in all discussion items assigned during the week. To achieve successful completion of the course, it is critical for the students taking this course to participate regularly.  I reserve the right to drop you if you have more than six unexcused, discussion board topics.

4. Learning Methods:

a. Computer Based Training

b. Required reading

c. Online Class projects and assignments (lab work)

5. Outcomes assessment:
Understanding Computers: Quizzes (5 @ 10 points each) 
50 points 

Understanding Computers: Class assignments

 (10 @ 10 points each)




100 points 
Office 2007 assignments: (5 @ 20 points each)

100 points


Office 2007 projects:
CP 1






20 Points

CP2






120 Points

CP3






20 Points

CP4






20 Points  
Final Exam





100 points

Discussion Board
 (16 @ 20 points each)


320 points








-----------

Total






850 points

Grading scale:

90-100% = A
80-89% = B
70-79% = C
60-69% = D
<60% = F

6. Final Drop Date:  The final drop date for this class is: TBD (usually the first week)
7. Examinations and assignments:  All examinations must be completed individually.   Students may make use of the help feature of any application provided in their computers.   Students may use their books and notes for all examinations.  I will keep open the previous week, current week and one future week at all times for assignments and exams. Once a week is closed out it will be too late to make up the work.
8.  Schedule:

	Week
	Microsoft Office 

Illustrated Series

	Understanding Computers
	Homework/Lab Assignments

	Week 1
06/15/09
	MS Word 2007- Unit A
	Read:

Chapter 1- Introduction to the World of Computers Chapter 2- The System Unit
	Class orientation, Intro to Blackboard, syllabus review, district policies, companion website.  Overview of a computer system.  Windows Operating system. Intro to Office 2007.  
 UC 1:  Why computers matters, Understanding Computers
UC 2:  Hardware
Intro to Outlook 
Discussion topics
Quiz # 1



	Week 2

06/22/09
	
	Read:

Chapter 3 & 4 Storage, Input/Output
	UC3: Storage
UC4: Input and Output
Discussion topics
Quiz # 2




	Week 3

06/29/09


	
	Read:

Chapter 5- System Software & 6- Application Software
	
Read Chapter 2 – UC 1

UC5: System Software
UC6:  Application Software
Discussion topics
Quiz # 3
Extra credit - Excel tens


	Week 4

07/06/09


	
	Read:

Chapter 7- Computer Networks & 8- The Internet and the World Wide Web Chapter 9- Internet and Network Security 
	
Read Chapter 3& 4, UC 

UC7: Networks and the internet  
UC8: Internet and the web 



Fri: BB 7 & 8, Quiz # 4. 

UC9:  Network and Internet security 

Discussion topics
Quiz # 4

	Week 5

07/13/09
	You will need file “WD B-1.docx”, for Word Unit B


	Read:

Chapter 10- Multimedia and the Web Chapter 11- E-Commerce,14- Databases,15- Computer Security and Privacy 

	UC10: Multimedia and the Web   
Word Unit B

Discussion topics
Quiz # 5 
Intro to class project. 




Read Chapter 5 and 6 – UC.

	Week 6

07/20/09
	You will need file “WD C-1.docx” for Word Unit C

You will need file “WD D-1” for Word Unit D

You will need file “EX B-1” for Excel Unit B


	
	Word Unit C

Word Unit D

CP1 Basic programming

Discussion topics
Extra Credit - Outlook V-card 

Extra Credit – Compressed files 

Extra Credit - Wedding Budget



	Week 7

07/27/09
	You will need file “EX C-1 for Excel Unit C


	
	Excel Unit C 
CP2 Access project:

You will need excel file “guestlist”

1. Import data to access database

2.  modify table

3. create form

4. create queries 

5. Generate report

CP3 Mail merge.  

Extra Credit – Six month budget

Discussion topics

Read Chapter 9 & 10 - UC.  


	Week 8

08/03/09
	Power Point

 Final
	
	 CP4 Power point 
Discussion topics
FINAL
The final date to turn in the final and all other work is August 6, 2009.  Final grades will be posted on August 7th


