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Course Syllabus

Course Name: FUNDAMENTALS OF COMPUTER APPLICATIONS
Course Number: CISM 2201 - CRN 10143 – Maymester – MTWRF – 9:00-11:40am
Course Description: A course designed to assure a basic level of computer applications literacy to include word processing, spreadsheet, presentation software, database, LAN, e-mail, and Internet utilization.
Pre-requisites/Co-requisites: None.
Course Learning Outcomes:

As a result of this course, the student should be able to do the following:

1. Understand how information technology aids business decision making.  

2. Identify the components of a typical microcomputer system.  

3. Identify and describe the most widely used general microcomputer software applications, the difference between application software and system software and understand the role of operating system software.  

4. Demonstrate knowledge of computer hardware and software, including “multimedia” and be familiar with the legal, ethical, and privacy issues relating to the use of hardware and software in a business environment.

5. Be familiar with computer networks and know the basic components of communications system to include e-mail, user interfaces, communications and the Internet.  

6. Effectively use application software which includes: 

· word processing 

· spreadsheet 

· database management

· presentation software

General Education Outcomes:

Communications: Oral and written communication will be characterized by clarity, critical analysis, logic, coherence, persuasion, precision, and rhetorical awareness. Ability to communicate in various modes and media, including the proper use of appropriate technology; 
Quantitative Reasoning and Mathematics: quantitative reasoning and mathematics will be characterized by logic, critical evaluation, analysis, synthesis generalization, modeling, and verbal, numeric, graphical, and symbolic problem solving. Ability to identify and properly use appropriate technologies for scientific inquiry and communication including collecting and analyzing scientific data; 
Scientific Reasoning: Scientific reasoning will be characterized by understanding and applying scientific method, laboratory techniques, mathematical principles, and experimental design to natural phenomena. Ability to identify and properly use appropriate technologies for scientific inquiry and communication including collecting and analyzing scientific data;
College Policy on Class Attendance:

http://www.abac.edu/catalog/2009_2010/AcademicPolicy.pdf
College Policy on Academic Dishonesty:

http://www.abac.edu/catalog/2009_2010/AcademicPolicy.pdf
If there is a student in this class who has specific needs because of learning disabilities or any other disability, please feel free to contact the instructor.

INSTRUCTOR:

Linda R. Truman - ltruman@abac.edu
WEB SITE:

http://www.abac.edu/ltruman/
OFFICE:

113 Conger Hall - 229.391.4840

OFFICE HOURS:
Times by appointment.

Required Texts and Materials:

· Townsend, Skills for Success with Microsoft Office 2007, Pearson, First Edition, 2008.
· Gaskin, Coyle, GO! Basic Computer Concepts Getting Started, Pearson, 2008.

· Gaskin, Ferrett, GO! Windows Vista Getting Started, Pearson, 2008.

· Gaskin, Ferrett, GO! Internet Explorer 7.0, Pearson, 2008.
· MyITLab Access Code.  You can not reuse a student's access code from a previous semester. Students will first login to MyITLab under the guidance of the instructor in class.  
· Storage Media:  USB drive/flash drive/jump drive is required to save your work while in class as well as to turn in your projects that are completed outside of class. Make very sure you have a labeled storage media available at each and every class meeting unless otherwise specified. 
· Microsoft Office 2007 Suite, Internet Explorer, and Windows Vista will be used & provided in ABAC labs.
· Stallions e-mail account.

Teaching Methods: 
· Students should plan to take notes. Discussion and questions via e-mail are encouraged.
· Assignments and quizzes may be given to help ensure students stay up with assigned material.
· Exams will be closed book/note and will test assigned readings and material discussed in class or on-line.
· All course materials will be distributed via the Internet unless otherwise noted. 
Weekly Schedule: The following is a tentative schedule which is subject to modification at the discretion of the instructor.  Announcements made in class or on website are binding on all students whether you are in attendance or not.

	Date
	Topic
	Exams

	5/12
	Introduction to Course, Concepts, Vista, Managing Files, IE 7.0
	

	5/13
	Buy book & study
	

	5/14
	Exam covering Concepts, Windows, Internet; Office Features; Word
	Exam 1

	5/17
	Word
	

	5/18
	Word
	

	5/19
	Excel
	

	5/20
	Excel
	

	**5/21**
	Excel
	

	5/24
	Exam covering Word & Excel; Access Intro
	Exam 2

	5/25
	Access
	

	5/26
	Access
	

	5/27
	Access
	

	5/28
	PowerPoint
	

	5/31
	PowerPoint 
	

	6/1
	Exam covering Access & PowerPoint
	Exam 3

	6/2
	Final Exam
	Exam 4


**** Note: May 21, 2010 is the last day to drop a course without academic penalty.

Grading Policy: Grades are determined as follows:

Exams



50%
Assignments 


40%
Attendance & Participation
10%
The grade is determined by totaling all points received by the student and then dividing that total by the total points possible.  Final grade distributions will be as follows:


A
(90% or higher)

B
(80% or higher)


C
(70% or higher)


D
(60% or higher)


F
(Less than 60%)

Business Admin Majors: This course is required in Area F of the University System of Georgia Core Curriculum. You should not expect it to transfer to a School of Business in a senior college or university within the system unless your grade is a “C” or better.

Exams: There are few valid reasons for missing an exam.  THERE ARE NO MAKEUP EXAMS. In the event of one planned missed exam, the student must document the excuse in writing prior to missing the exam.  If I agree that the excuse is valid, the grade on a comprehensive final exam will be used in lieu of the missed exam.    That is, the comprehensive exam will count 200 points (100 points for the missed exam + 100 points for the last exam).  All other missed exams will result in a grade of 0.
Assignments: Assignments are considered an integral part of this course. You are required to use Office 2007 to complete your assignments. Please note that unless otherwise specified all assignments are individual assignments, meaning that you are expected to do all the work by yourself and not in collaboration with others. All students are responsible for these assignments whether in attendance or not. All assignments must be turned in at the start of the class.  ASSIGNMENTS WILL NOT BE ACCEPTED LATE FOR ANY REASON.  

Attendance Policy: Regular attendance is expected. Lectures may include information not included in the text and will pinpoint the concepts that are the focus of exams. Assignment due dates and other important announcements made in class will be binding for all students, whether in attendance or not. Some assignments will be in-class and are to be turned in at the end of class.  Those students who are not present will receive a 0 for the assignment.  There are no makeup in-class assignments. 
The Attendance & Participation Grade will be used to reward those students who choose to come to class on a regular basis. This grade will be negatively affected for every absence (0 absences = 100; 1 absence = 90; etc). This grade is also used to assess appropriate and professional behavior in the classroom setting.
Students arriving late to class will earn a one point deduction per tardy from the Attendance & Participation Grade.
Cell Phones, ipods, and Internet usage: Turn off all cell phones and ipods during class hours. Students should make themselves unavailable during class to outside calls or messages and refrain from any form of entertainment, including Facebook, email, and gaming. Should student behavior become distracting to the class in any way, a five-point deduction will be made to the Attendance & Participation Grade per instance.
Academic Dishonesty: Students caught cheating on exams will receive at the minimum, 0 points for the exam/assignment.  Students copying individual assignments or not doing the assignment oneself will receive, at a minimum, 0 points for the assignment. 
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