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INSTRUCTOR:
K. Anthony Goodeill, MISM. CCWM 
	MICROCOMPUTER APPLICATIONS 
Spring Semester 2008
Time & Day: 4:00 - 5:15 T, TH 
CIS  146 Course Syllabus
	Cell Phone: (256) 655-1733
Office Phone: (256)544-3010
Email: agoodeill@gmail.com
Office Hours: 3:00 - 4:00 (M-TH) or by appt

	Website: http://www.powernetamerica.com/tech/classes/


INTRODUCTION:
This course is designed to introduce the student to the process of thinking through the problem solving process. All updates will be listed on class website: http://www.powernetamerica.com/tech/classes/CIS146.html 
DESCRIPTION:
This course is an introduction to the most common software applications of microcomputers and includes "hands-on" use of microcomputers and some of the major commercial software. These software packages should include typical features of office suites, such as word processing, spreadsheets, database systems, and other features found in current software packages. Upon completion, students will understand common applications and be able to utilize selected features of these packages. 

Prerequisites:
This course is required for the AS Computer Information Systems program, AAS Computer Information Options I, II, and III. Students should consult the College Catalog for other courses required in this program major. For specific information on transferability of this course, please contact the Institution you plan to transfer.
	OBJECTIVES: 
	Office 2007 Component
• Access the Internet and learn to use the features of Web browsers, including browsing, searching, and utilizing hyperlinks.
• Utilize Windows XP and how to manipulate tasks within the Windows XP environment.
• Prepare business documents and correspondence using Word. Formatting, styles, layouts, and functions will be applied in various business situations to create memos, letters, announcements, newsletters, tables, envelopes, and labels.
• Analyze data using Excel. Analyze numerical data, prepare worksheets, develop formulas and functions, and generate charts in various business environments.
• Manage data using Access. Organize data into tables for storage, update and extract information, and generate reports to maintain accurate records in a business setting.
• Prepare presentations using PowerPoint. Present data and information in a colorful and well-organized format using features like transitions and animations, applying appropriate design templates and slide layouts, master slides, printing options, and image editing.
• Integrate objects and data. Learn to use the application that will most easily and efficiently create a document or object, and to export the object to the other programs within the suite.

Technology Component
• Learn how computers work and differentiate between the various types of computers 
• Identify the main components of a computer system including input and output devices and understand the computer processing cycle 
• Understand the different types of data storage and how they function 
• Differentiate between system software and application software


TEXT BOOKS:
Microsoft Office 2007 Illustrated Introductory, Windows XP Edition (Illustrated Series) (Illustrated Series) (Spiral-bound) (Paperback), David Beskeen (Author), Carol Cram (Author), Jennifer Duffy (Author), Lisa Friedrichsen (Author), Elizabeth Eisner Reding (Author),
ISBN-13: 978-1418860479
ASSIGNMENTS:
Assignments will come from each section covered.  The instructor will tell you what assignments are due and when they are due.  All assignments will be given due dates.  Any assignment turned in late will receive a grade of zero points.  Please be sure to include the page number and exercise number on the assignment when you turn it in. 

TESTS:
Approximately 3 tests will be given.  Each worth 100 points.
GRADING SYSTEM:
The grading system will be a total point scale.  If you do not complete all exercises and take all exams required, you will receive 0 points toward your each uncompleted exam, exercise or assignment.  If you turn in a project or assignment in late, each day it is late will deduct one grade level. (If you get an “A” on a paper and it is one day late, the final grade will be a “B”.)


ATTENDENCE POLICY: 
Regular attendance is expected. You will be allowed 2 days of unexcused absence, before deductions on your overall grade will be given. To have an excused absence, you must notify the instructor before the absence with a legitimate reason. Students are responsible for all class assignments covered during their absence. It is the student’s responsibility to find out what they missed, and get it turned in on time. If you miss more than 4 classes, your grade will change to a "W" for non-attendance and you will be dropped from the course. Withdrawal from the class can affect eligibility for federal financial aid. 


Students are responsible for activities missed during any absence, whether excused or unexcused, and make-up work will be governed by the instructor as stated in the course syllabus.  It is the student’s responsibility to keep a record of his/her absences and to understand specific policies detailed in each course syllabus.  Communication with the instructor concerning absences is essential.  Appeals of involuntary withdrawals are made at the divisional level to the division chairperson.

Military personnel who are involuntarily called to active duty for unscheduled and or emergency situations and those individuals called for jury duty will be excused.  Official documentation will be required.  College related events such as field trips, athletic competitions, and drama productions, which are documented by the college, will also be excused. Official documentation will be required.
WITHDRWAL:
A student, who wishes to withdraw from this class, may do so in accordance to the policy outlined in the College Catalog. 

CLASS SCHEDULE:
Week 1 – Introduction & Concepts

Week 2 – Windows XP
· Terminology
· Input/Output Devices
· File Management

Week 3 – Access 2007
· Database terms

· Components of a database

Week 4 – Access 2007
· Developing and managing a database

· Opening an existing database

Week 5 – TEST 1 (Chapter 1), Word 2007
· Components of the document window

· Toolbars and menu commands


Week 6 – Word 2007
· Planning a document

· Developing word processing documents


Week 7 – Internet / Intranets

· Searching
· Navigating 
· Bookmarks
· Intranets

Week 8 – Integration

Week 9 - TEST 2 (Chapters 4-6), Group Project

Week 10 – Excel 2007
· Components of spreadsheets


Week 11 – Excel 2007 
· Developing and working with spreadsheets

Week 12 – PowerPoint 2007  
· Components of presentation software


Week 13 – PowerPoint 2007
· Developing a presentation

Week 14 – Integration

Week 15 – TEST 3 - FINAL
GRADING POINTS:
Total points are an approximation of the anticipated assignments and tests.  The total points may increase if more assignments are given, or if the instructor chooses to give additional graded items like pop quizzes, for example.
	  50 pts – Attendance
100 pts – Test 1
100 pts – Test 2
100 pts – Final Test 


125 pts – Daily Questions / Participation 
225 pts – Group Project 
700 pts – TOTAL POINTS
	A = 90% - 100% (630 - 700)
B = 80% to 89% (560 - 629)
C = 70% to 79% (490 - 559)
D = 60% to 69% (420 - 498)
F = Below 59% (0 - 419)


	
	

	
	

	
	

	
	

	
	


DQ / Participation:
Discussion questions are designed to explore weekly topics and concepts.  We can enhance our understanding by sharing our thoughts and experiences with each other.  Generally, your responses to each discussion question should be at least 150 words in length.  You must turn in your weekly DQ no later than the next class where we will discuss the topic.


Class Participation is expected of you and means that you meaningfully contribute to class discussions.  A portion of your course grade will be based on your active and thoughtful participation in class discussions.  As much as possible, try to relate your "real world" experiences to the DQs. 
Assignments and discussion questions are NOT "participation".
Your class comments should add significantly to the discussion by suggesting other solutions, pointing out problems, or even totally disagreeing!  Your discussion will be evaluated based on:
1.  Quality of your participation 
2.  Ability of your comments to motivate others in a collaborative effort.

GROUP PROJECT:
This project will bring together different aspects that we have learned about during the class and utilize your writing skills. There are three components of the semester project. The components are:

1. Group Project Outline Due (Week 9 - TH)

2. 5 page paper, 
3. PowerPoint presentation w/ notes

4.  final working application project integrating Access database

5. Excel table embedded into document or presentation

6. Use Internet to research information for your paper and PowerPoint presentation.  
Use MLA paper format.  Please include notes in your presentation.
CONFERENCES:
If you wish to schedule a conference with the instructor to discuss your grade you may do so during my office hours or immediately before or after the class.  These meetings should be scheduled in advance.  
ACADEMIC 

Plagiarism, cheating, and other forms of academic dishonesty are 
INTEGRITY 
prohibited. In addition to other possible disciplinary sanctions, which 
STATEMENT 
may be imposed through the regular institutional procedures as a result of academic misconduct; your instructor will assign an "F" for the exercise or examination that evidences academic misconduct for the first offense and assign an "F" for the course for repeated offenses.

Academic honesty is highly valued at the Calhoun Community College.  Students must always submit work that represents their original words or ideas.  If any words or ideas used in an assignment do not represent the student’s original words or ideas, all relevant sources must be cited along with the extent to which such sources were used.  Words or ideas that require citation include, but are not limited to, all hard copy or electronic publications, whether copyrighted or not, and all verbal or visual communication when the content of such communication clearly originates from an identifiable source. 

OTHER MATTERS:
If you have a disability and think you will need some form of reasonable classroom accommodations to help you achieve your full academic potential, please Calhoun's Disability Services office in the Chasteen Student Center, Room 218 (Decatur Campus) or call (256)306-2630 or 306-2635. Huntsville Campus students may contact David Johnson, Office 101Q or phone 890-4720.


Game or Unauthorized Internet Use: It is unacceptable to play games during class. During the lecture or discussion portions of class you may not type, browse the Internet or have anything open unless we are discussing it at the time. 

All cell phones must be cutoff. This is educational time. Class does not need to be interrupted by a student leaving class to answer a cell phone call. The only exception to this is if you let me know at the beginning of class that you will be receiving an emergency call and you can put your phone on vibrate. If I catch any student with a phone on, they will be asked to leave the classroom, and it will count as an absence, and/or you will be sent to the Dean.
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