IS 15  Computer Concepts
FALL 2012
Instructor:  C. M. Petrillose


Instructor:  C. M. Petrillose – Mr. “P”

email:market33@comcast.net 
Monday 6 – 9:55 
FA12 Bus-49




IS 15  Code 52504
SCCCD

Reedley College Fall 2012
IS 15 Computer Concepts

Course Syllabus & Outline

Summary & Objective:

IS 15 Computer Concepts course is designed to be an introduction to computers and their use.  It is felt that you have had some exposure or experience with computers.  During the course we will cover software and hardware aspects of computers and their use.  “Hands on learning” will be emphasized including  Application Packages such as  MSWord, MS Excel, MS Access, and MS PowerPoint.   Programming fundamentals will be discussed.  Other areas of interest include Internet & Communications,  File Structures, Systems Security, and Networks.  Some assignments will be internet accessed, including email!
Text: 
Computer Comcepts 2011, Parsons/ OJA  

Microsoft Office 2010  Brief , Illustrated Series Word, Excel, Access, & Powerpoint.
Supplies:  
 Flash Memory Drive (USB)
4GB min. recommended


Scantron sheets 882-E(9+)
50 each side
Grading: 
CC 201l/  TOPIC Quizzes,    



   8 @ 50 points each

    400
  
MS Word, Excel, PPT & Access “Visual Workshops” 15 @ 25 points each
    375
     
PowerPoint Assignment: (Team Effort)



Research Report







    100

Presentation







    
    200
Final - Comprehensive







     200







Total Points :                           1275
Bonus Points 

Student Learning Outcomes (SLO) (see later in syllabus)


Pre Online Quiz - SLO

-
 points


Post Online Quiz - SLO
 
-
 points

“TOPIC” Crossword Puzzle  7 @ 25 pts =  175 possible points.  Suggest performing these prior to the corresponding TOPIC quizzes.
Crossword Notes:  Instructor will provide blank copies of crossword puzzles with corresponding questions for each TOPIC.  For terminology review, these crossword puzzels will be available several weeks prior to correspondoing TOPIC quizzes.
Some Course Details     
Office training for Word, Excel, Access, & Powerpoint will be accomplished using the appropriate modules in the Office 2010 text.  (Word A, B, etc)  Follow the “hands on” procedures as described in these modules to enable accomplishing the corresponding “Visual Workshop” for each module.
Saving files as requested in applicable modules will be made to a folder “you make” in your Flashdrive (Suggest calling it “MSOffice Training” in IS15 folder.)  From time to time your instructor will view your training progress from this folder and make recommendations as needed.  You will do well on your Visual Workshops if you keep up with your module progress.
Most CC “TOPICS” that “we cover” in the text will have a crossword puzzle that may be completed and submitted to your instructor in print copy form.  You will receive up to 25 bonus points for each one received.  (See crossword notes above)
______________________________________________________________

PowerPoint Assignment        (Team effort means two(2) students) 

Research Report consisting of “any” computer subject on hardware, software, 
or an internet topic of interest to this class.  Use Arial, 12 pt, and (5)minimum 
and (10) maximum pages, doublespaced using appropriate report footnotes, 
endnotes, etc. Title page, separate tables, graphics, and appendix are not 
included in page count. 

Presentation (ppt) will be prepared for the above Research Report that has at 
least 8 and no more than 15 slides. Present this slide show to the class in 
approx. 10  but no more than 20 minutes.  Bullets for text;  graphics and 
photographs within slides are incouraged.  Please no paragraphs of text on 
slides.  Use as many 
techniques for these presentations as possible;   
animations, transitions, etc.  
No noise, sounds or background music!

A Report & Presentation instructor hand out will be made available to each team 
as we approach this work.  Also, you will be able to review in class former 
student reports & presentations that your instructor felt deserved high marks.
Exams:  

There will be seven (7) TOPIC quizzes each using a Scrantron for results. (TF, MC) Each TOPIC quiz wii be valued at up to 50 points for a total of 350 possible points. 

There will be fifteen (15) MS Office “Visual Workshops” one (1) for each module section (A, B, etc.) worth 25 points each. Allowing four (4) modules for each office type, except Access, with only A,B, & C. This equals a total of  15 module “Visual Workshops” @ 25 points each for 375 points. 
There will be a Final comprehensive exam from the CCText “TOPICS” we covered.  This will require one Scantron sheet for results, and will be worth 200 points.  Only true/false and multiple choice questions will be asked. (100 Qs @ 2 sides )                   
All quizzes and the final are “closed”  notes and book!!
Student Learning Outcomes (SLO)

Course Outcomes:

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

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

C.
create basic word processing documents, spreadsheets, database 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.

Course Objectives:
In the process of completing this course, students should:

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 – Explorer or Netscape.
Americans with Disabilities Act     
In keeping in compliance with the Americans with Disabilities Act (ADA Section 504 of the Rehabilitation Act), if a student has a verified need for an academic accommodation or materials in alternate media (e.g., Braille, large print, electronic text, etc.) please contact your instructor as soon as possible.

Cheating and Plagiarism  
Cheating:  Cheating is the practice of fraudulent or deceptive acts for the 
purpose of improving a grade or obtaining a course credit.  Typically, 
such acts occur in relation to quizzes or examinations.  It is the intent of 
this definition that the term cheating not be limited to quiz and 
examination situations only, but that it include any or all actions by the 
student which are intended to gain an unearned academic advantage by 
fraudulent or 
deceptive means.

Plagiarism:  Plagiarism is a specific form of cheating that consists of the use 
and the misuse of a published and/or unpublished work(s) of another 
person(s) by falsely representing the material so used, as one’s own 
work.



***
In this class, and in keeping with Board Policy 541(d), severe sanctions 
for cheating will range from a score of “0” on a quiz, examination, and/or a 
research paper to a course grade of “F”.  In severe cases, it is the 
instructor’s right to recommend suspension or expulsion in accordance 
with the Disciplinary Procedures in the Student Conduct Standards and 
Grievance Procedures Handbook.
Course Grading:  The final grade will be determined by percent and the letter grade 
assigned as follows: Your YTD grade will be provided when asked as needed 
from the instructor. ( Usually Monday After Quiz )

90 - 99%
A


80 - 89%
B


70 - 79%
C


60 - 69%
D


below 60%
F

School Policies:  The normal dress code requires shoes or sandals and a shirt to be 
worn at all times.  No eating or drinking allowed in the computer lab.  Other 
policies and rules apply as governed by the State Community College District.


Notes: (1)  there are no make up quizzes….If you can’t make a 
session because of a serious reason, please make arrangements to take 
the quiz at an earlier time.  (2) the instructor reserves the right to 
change the schedule, homework, and material covered in the text and 
within this syllabus and timeline.
October 12 (Friday):    Last day to drop class (letter grade assigned after 
this date)


Holidays (No Class):  Monday Sept 3,Nov. 12.
[image: image1.emf]


Finals Week:   Dec – (10-14).




IS 15 Computer Concepts
Fall 2012
COURSE TIMELINE – a good estimate only
Aug 13

Course Introduction, Objectives, Syllabus review, Computer 


ConceptsReview e.g. text and instructor expectations.
Introduction to Computers -  Presentation
Start  MS Office Word modules A & B Training
          Aug 20


     The Internet & WWW -  Presentation

MS Word A & B Visual  Workshops 

Complete MS Word C & D Training
          Aug 27                    Introduction to Computers & The Internet & WWW  -  Quizzes
           
          














MS Word C & D Visual Workshops  
          Sept 3


Holliday  Labor Day
          Sep 10                Components of the System Unit – Presentation

MS Access A & B Training 


MS Access A Visual Workshop

      Sep17                 Components of the System  -  Quiz

Complete MS Access C Training

MS Access  B Visual Workshop
                MS Access C Visual Workshop
   
Sept24


Input – Presentation






MS Excel A & B Training

MS Excel A Visual Workshop
           Oct 1
                         Output – Presentation  

MS Excel C & D Training   


MS Excel B Visual Workshop
            Oct 8
          

Input – Output   Quizzes   

MS Excel  C & D Visual Workshops
            Oct 15
                    Storage – Presentation

MS Powerpoint A & B Training 

MS Powerpoint A Visual Workshop
            Oct 22
          

Operating Systems & Utility Programs – Presentation


MS Powerpoint C & D Training  

MS Powerpoint B Visual Workshop
            Oct 29
          

Storage – Operting Systems & Utility Programs - Quizzes  


MS Powerpoint C Visual Workshop
            Nov 5
          

Communications and Networks – Presentation






MS Powerpoint D Visual Workshop

      Nov 12                        Holiday – Veterans Day

      Nov 19


Programming Fundamentals – Presentation

     



Communications and Networks  -  Quiz





Computer Software Programming Discussion.

      Nov 19 (Cont)

All MS Office Visual Workshops must be completed this week for 


                               CREDIT.

Select teams of Two (2) and a topic for your research report on Computer Technology.   (Remember that the instructor must approve the topic.)


Instructor Powerpoint Presentation Example.


Samples of student presentations!
            Nov 26
 
          Team Members will be identified w/research report topic  

                            
in writing before leaving class Monday!
   

Complete written “Research Report” and start/continue work on 



the powerpoint presentation using this report!  A schedule will be 



forthcoming from the instructor for team presentations.
          
Complete  Team PPT presentation for the above Research Report.  Remember Title page slide will show a photo of each team member– no exception!  (Instructor offers to  take head/sholder photo of each student for this purpose)
               Dec 3

            Complete  Powerpoint Presentations!

Dec 10 
           Final Quiz  -  Due 
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Good Luck in Your Future Academic Endeavors!!
You earned part of it in IS 15  !!!

PAGE  
8
Instructor:  Mr. “P” 
         Prefer email contact: market33@comcast.net


