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Computer Literacy

CSI 110 Fall 2005
Section#001

Instructor:
Assistant Professor Harold G. Waterman

Office:
CALT 336

Phone:
410-777-2143

E-mail:
hwaterman@aacc.edu
Web Site:
http://ola3.aacc.edu/hwaterman
Office Hours:

	Monday:
	Tuesday:
	Wednesday:
	Thursday:
	Friday:

	11:00AM-2:00 PM
	
	11:00AM-2:00 PM
	
	By Appointment Only


Textbooks:
Computing Essentials 2006, Introductory Edition Course: Timothy O’Leary, & Linda O’Leary;  Mc Graw Hill – Irwin, 2005. ISBN 0-07-226157-9

Microsoft Office 2003 Word ( Excel ( Access ( PowerPoint( Outlook( Publisher. Introductory Pasewark & Pasewark , Thomson/Course Technology, 2005. ISBN 0-619-18353-5
Course Objectives:

This course serves as an introduction to the concepts, terms, and skills needed to use computer applications. Get hands-on training in the latest computer technology and an introduction to computers and how they work, designed for students with no prior training in computer use. Learn how to navigate and work within Windows XP. Topics include: hardware/software basics; use of applications software for word processing, spreadsheets and PowerPoint, input and output, processing (RAM); storage devices (hard drive/floppy/CD-ROM/tape drive). Learn to keep track of, and manage your files and documents.

Topics also include: communications and networking, management information systems, computer ethics, computer security, and systems analysis.  It includes approximately 10 hours of hands-on experience in a PC environment and some demonstrations of computer technology.  Proficiency is demonstrated through tests, lab exercises, homework assignments, and a final exam. 

Students who take this course will in addition be able to:

1. Understand basic computer technology concepts.

2. Explain and properly use today’s computer terminology.

3. To become proficient in the most commonly used software applications (using word processing, spreadsheet, Database, and presentation graphics packages).

4. Identify the components of a computer, hardware and software.

5. Explain and identify the basic components of data communications and the role of the Internet.

6. Understand the role of computers in our society.

	Course Components
	Points
	Total Points
	Grading

	8 Quizzes – 
	25
	200
	A = 900 – 1000

	4 Labs – 
	50
	200
	B=  800 – 899

	5 Internet Assignments 
	20
	100
	C = 700 – 799

	Midterm
	150
	150
	D = 600 – 699

	Final Exam – 
	250
	250
	F = 599% and below

	2 Extra Credit
	100
	200
	

	Total
	
	1100
	


Attendance Policy: Attendance and active participation in ALL classes are required in order to pass the course. Students are expected to attend class regularly, to arrive for class on time, and to stay for the entire class.  Students who arrive five minutes late or leave early may be counted absent.  If a student is absent for any reason it is their responsibility to get lecture notes from a classmate.  If you have a doctor’s appointment please let me know in advanced. The following penalties apply:

	Number of Absences
	Penalty

	0-2
	No penalty

	3
	50 points

	4
	100 points

	5
	150 points

	6 and up
	200 points


Important dates:

Last day to withdraw with a refund: September 7, 2005

Last day to change to an audit: September 22, 2005 

Last day to withdraw with a grade of W: November 18, 2005 

Course Schedule  
	Week
	Week of
	Lecture & Reading Assignment
	Labs and Quiz/Test

	1
	Aug 29
	Introduction
	PC Introduction

Logon Procedures

	2
	Sep. 5
	
Chapter 1, Information Technology, the Internet
(No Class Lecture will be on 9/8)
	Windows XP

	3
	Sep. 12
	
Chapter 2 – The Internet, the web, and E-Commerce
	Quiz #1

	
	
	
	IE Explorer

	4
	Sep. 19
	
Chapter 3 – Basic Application Software
	Quiz #2

	
	
	
	MS Word

	5
	Sep. 26
	
Chapter 4 – Specialized Application Software


	Quiz #3

	
	
	
	MS Word

	6
	Oct. 3
	
Chapter 5 – System Software


	Quiz #4

	
	
	
	MS Word

	7


	Oct. 10

	 Review Chapters 1-5
Introduction to Excel
	
MS Word Lab Due

	8
	Oct. 17
	
Midterm Exam


	
MS Excel

	9
	Oct. 24
	Chapter 6 – The System Unit

	MS Excel



	10
	Oct. 31
	
Chapter 7 – Input and Output

	Quiz #5


	
	
	
	MS Excel



	11
	Nov. 7
	Chapter 8 – Secondary Storage

	Quiz #6
 

	
	
	
	MS Excel

	12
	Nov. 14
	
Chapter 9,  Communications and Networks


	Quiz #7


	
	
	
	MS Excel Lab Due

	13
	Nov. 21
	Chapter 10, Privacy and Security 
Thanksgiving Break begins at 4:30 Nov 23 
No class Nov 24 
	MS PowerPoint



	14
	Nov. 28
	
Chapter 11  Your Future and Information Technology  


	Quiz #8

	
	
	
	MS PowerPoint

	15
	Dec. 5
	Chapter 11 and  Review for final

	MS PowerPoint Lab Due


COLLEGE AND CLASS POLICIES:  

1.     Please ask questions of the instructor anytime. Contact me by phone, email, or in person. See my schedule for regular office hours or call to make an appointment for a mutually convenient time.  I am here to help you learn and I take this responsibility very seriously.

2.
No food or drink is permitted in the computer laboratory.  This includes soda, coffee, water, sandwiches, candy, etc.

3.    ADA STATEMENT:
       Students who have need for special accommodation due to a physical or learning disability should contact the office of DISABLED SERVICES AT 777-2308. Students with disabilities who desire services and accommodations must provide current documentation. A member of the Disability Support Services office will give the student appropriate forms which are to be given to the student’s instructor. Please see p. 303 of current college catalog for complete policy.

4.
There will be assignments that will be used to enforce the readings and lecture material.  These assignments will be helpful in preparing the final project.  Late assignments will NOT be accepted without a documented excused absence.  The instructor must receive assignments submitted via e-mail no later than 11:59pm on the date they are due. Exams and tests may cover any previous material.  NO MAKE‑UP EXAMS OR TESTS WILL BE GIVEN UNLESS ARRANGEMENTS ARE MADE WITH THE INSTRUCTOR PRIOR TO THE ORIGINALLY SCHEDULED TEST DATE. 

5.
Tests are normally returned and reviewed the first class after the date on which the test was taken.  They are then placed in an unclaimed folder in the instructor's office and they are not brought to class again.  Similarly, materials that are handed out in class are handed out only once.  If you are absent when items are returned or handed out, it is your responsibility to obtain them from the instructor during office hours. 

6.
Lab exercises will be marked down one letter grade for each week late.  Any fraction of a week counts as an entire week.  ABSOLUTELY NO LAB EXERCISES WILL BE ACCEPTED AFTER May 11th.  No research articles will be accepted late. If the student fails to submit the research article on the due date they will lose full credit. EACH STUDENT MUST COMPLETE HIS/HER OWN INDIVIDUAL LAB EXERCISES.
7.
Students are responsible for material covered in class. You will be responsible for saving a copy of your labs, quizzes, and other assignment in the event that your work is not in the instructor’s possession. YOU ARE REQUIRED TO SAVE A BACK-UP COPY OF ALL YOUR WORK. If you miss a class, it is your responsibility to obtain information about the covered material from another student in the class. Here is a place to write down the names and telephone numbers of some of your classmates:

Name:



Phone:


Name:

                                                                              
Phone: 




8.
Students are expected to behave in a courteous and respectful manner toward the instructor(s) and toward other students in the class at all times.  Students are encouraged to ask the instructor(s) questions during the lecture presentation and to respond to questions posed by the instructor(s).  However, talking and whispering during lecture presentations is disruptive and makes it difficult for other students to hear the presentation.  Students who cannot behave courteously during a lecture presentation may be asked to leave.  Students who are asked to leave the room because of discourteous behavior will be counted absent.

9.
Beeping pagers and ringing cellular phones are very distracting in the classroom.  If you have one of these devices in class, please make certain that it will not make any noise during class.

10.
Each student who is enrolled in the class is assigned a grade at the end of the semester.  Therefore, if you cannot complete the course, make sure that you formally withdraw from the class.

11.
Lab is an important part of this course.  Students having access to an appropriate computer system may elect to do some of their lab exercises outside of assigned lab periods.  The best way to learn an application is to use it; therefore, EACH STUDENT MUST COMPLETE HIS/HER OWN INDIVIDUAL LAB EXERCISES.  

12.  ACADEMIC INTEGRITY POLICY:
Each student is expected to submit work of his/her own creation. While studying together is encouraged, work must be individually prepared.  Academic dishonesty in any form will not be tolerated.  Any incidents of such dishonesty will be promptly reported to the appropriate college officials and the plagiarized work will receive a grade of zero. Your success in meeting your academic goals is of the utmost importance to the college. Therefore, it is important that you are aware of a policy the college has designed to nurture academic honesty. Plagiarism, collaboration, copying, cheating and any other violation of the Academic Integrity Policy will be reported and handled in accordance with the college policy. A second incidence of academic dishonesty will result in a grade of F for the course. The College may impose other sanctions. The full text of the Academic Integrity Policy is available in the current student handbook, which is mailed to all registered students.

One final note—“professors don’t fail students—students fail students.”
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Don't gain the world and lose your soul, wisdom is better than silver or gold...None but ourselves can free our minds.


-Bob Marley





“Who needs education when we have bombs, all of my employees will have to learn Japanese “ 					Danny Devito


			“Other People’s Money”
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