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Indiana University Southeast
Computer Science Department 

C106 – Introduction to Computers and their use

Course Syllabus – Spring 2010
	INSTRUCTOR: Carolyn Granda
	EMAIL: cgranda@ius.edu

	OFFICE: Life Sciences 118
	WEBSITE: http://homepages.ius.edu/cgranda

	OFFICE HOURS: MW 12:30-1:00PM
                                  MW  3:00-3:30PM
	PHONE: 812-941-2154

	                                 or by appointment
	FAX: 812-941-2637


COURSE DESCRIPTION
This course is an introduction to the Computers and their use. It introduces several software as well as hardware concepts, prepares the student to become a user of the computer, and gives them all the basic knowledge so that they can work on most of the software packages after successful conclusion of the course. The principle objective of the course is to expose students to the computer as a useful tool. It also motivates the student to continue studies for a future computer specialist. 

During this course the student will gain an understanding of: computer terminology and concepts, hardware and software components, Microsoft Office including Windows, word processing, spreadsheets, and databases. Knowledge of the World Wide Web will also be introduced.

COURSE PREREQUISITE

None

REQUIRED TEXT and MATERIAL
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GO! Office 2007 Introductory, Shelley Gaskin, 
Prentice Hall, 2008
ISBN 13: 978-0-13-135675-7
ISBN 10: 0-13-135675-5
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Tech in Action, Sixth Edition, Evan et al, 
Prentice Hall, 2010 

ISBN 13: 978-0-13-245261-8
ISBN 10: 0-13-245261-8
 

myITLab access code via the bookstore bundle or via the myITLab website.

One USB/Flash/Thumb Drive at least 1 GB (preferably two if possible)
One (1) Pocket or Clip Folder for notes/handouts
Optional Software: Microsoft Office 2007
This software is not required to purchase. It is available in the computer labs on campus. However, if you wish to purchase Microsoft Office, check with the University bookstore as it carries the complete version at a very nominal price.
EVALUATION

Semester grades will be based on the grades shown below. 

	Labs
	50%

	In-Class Exercises/HW
	20%

	Exams
	25%

	Class Participation
	5%


GRADING SCALE

	A+
	97 – 100 %
	A
	93 – 96 %
	A-
	90 – 92 %

	B+
	87 –   90 %
	B
	83 – 86 %
	B-
	80 – 82 %

	C+
	77 –   80 %
	C
	73 – 76 %
	C-
	70 – 72 %

	D+
	67 –   70 %
	D
	63 – 66 %
	D-
	60 – 62 %

	F  - Below 60


STUDENTS WITH DISABILITIES

Special arrangements can be made for students with disabilities. Those requiring academic adjustments of any class work or seating arrangements should give the instructor written proof of the disability within 2 weeks of the beginning of the semester or disability incident. Contact Mike Shipton (mshipton@ius.edu), Office of Services for Students with Disabilities, Room LB022 for additional help.

TURNING IN LABS (200 points per lab) 
All application projects should be completed using Microsoft Office. Lab assignments will be handed out in class and should be completed and returned on a specified date.  They are due at the beginning of the class period. Late labs will be penalized according to the following scale:

up to 24 hours

             10% reduction 

24-48 hours


 20% reduction

48-72 hours

  
 30% reduction

over 72 hours

  
 Not accepted
Submit all work as directed by your instructor. Also, please keep in mind that it takes time to fairly grade everyone’s projects.  Lab grades will be posted as soon as possible. But, it is recommended that you keep a copy of ALL work (at the very least) until you see a grade posted in the grade book (preferably until the end of the term).

EXAMS (200 points each)
There will be four timed exams over Word, Excel, Access, and PowerPoint. You will be tested using the myITLab software. Although, you can use your book or notes, it would be to your advantage time wise to know the material BEFORE beginning the exam. Exams CANNOT be made up without an EXTREME reason.
TIA CHAPTER HW/QUIZZES (50 points each):

Homework will be assigned with each chapter in the Tech in Action book.  They will usually entail completing work in the back of each chapter, quizzes, and/or doing outside work.

CLASS PARTICIPATION
Class attendance and punctuality are essential to the learning process.  Attendance will be recorded several times throughout the term.  Points are awarded for attendance AND class participation.  Participation constitutes alertness in class, following along with the class lecture or topics covered for the period, and non-disruptive behavior.  Completing non-course work on the computers is NOT permitted during class time.  Evidence of doing so will cause no points to be awarded. Points are deducted for coming to class late and leaving early. No points are given when you are absent unless you have a valid doctor excuse/reason when you return. At the end of the semester, 5% of these points will be counted as part of your overall grade.

USE OF CLASS TIME TO COMPLETE PROJECTS/WORK

Due to in-class examples and labs you are not to complete outside classwork during class time unless all lecture is complete for the day and the required unit of work have been completed. Evidence of completing outside work during lecture time will be grounds for no points awarded for classroom participation.

ACADEMIC DISHONESTY
While some discussion of labs may be beneficial in the learning process, do not copy someone else’s work.  This is software piracy and will be treated as such.  Any such notification and proof of copying of programs will result in a grade of zero (0) for ALL parties involved.

Indiana University Southeast’s policy on cheating and plagiarism is consistent with the definition of plagiarism provided by Webster's Ninth New Collegiate Dictionary:


to plagiarize is to;

· steal and pass off (the ideas or words of another) as one's own; 

· use (a created production) without crediting the source; 

· to commit literacy theft; 

· present as new and original an idea or product derived from an existing source. 

Indiana University Southeast also considers a student to be guilty of plagiarism if the student allows their original work to be used by another student for academic credit.

Note: Refer to the Bulletin for complete details of the Indiana University policy.
COURSE SCHEDULE – Exact due dates can be found on Oncourse.

	Semester

Week of
	Chapters

Tech   book
	Lab Work 
Office 2007 book 
	Labs Due

	1
	1 
	Windows 
	   

	2
	2 
	  
	  

	3
	3 
	WordProcessing (WP) 
	Lab #1 - Windows 

	4
	4
	  
	  

	5
	5
	IUS  Web Pages 
	Lab #2 – Word 
                  & Exam

	6
	6
	  
	  

	7
	7 
	Spreadsheet  
	Lab #3 - Web Pages

	8
	8
	  
	  

	9
	9
	Database 
	Lab #4 – Spreadsheet 
                   & Exam

	10
	10
	
	

	11 
	11
	PowerPoint 
	Lab #5 – Database 
                   & Exam

	12
	
	
	

	13
	12
	Integrated Project
	Lab #6 – PowerPoint 
                   & Exam

	14
	
	 
	

	15
	13
	  
	Lab #7 - Integrated Project 

	16
	  
	  
	


Note: This course schedule is subject to change at the discretion of the instructor due to time constraints or other extenuating circumstances.

IMPORTANT DATES TO REMEMBER

	Date
	
	Event

	January 11     
	-
	First day of Spring classes

	January 16      
	-
	Last day to add classes

	January 18
	-
	*** No Classes – Holiday ***

	February 26
	-
	Mid Term Grade Notification

	March 19
	-
	Last day to drop without academic penalty

	March 22-27
	-
	*** No Classes - Spring Break ***

	April 26
	-
	Last day of regular class meetings

	April 28 – May 4
	-
	Final Exams

	May 7
	-
	Grades Due


I have read and agree to the requirements, schedule, deadlines, grading scale, and penalties as outlined in the syllabus above.
Name:   

________________________________________________________________

Course & Section:
________________________________________________________________

Date:
 

________________________________________________________________
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