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C1S 10310: Computers and Application Software Saturday 12:30
July 5, 2000 to September 13, 2000

-

Through a combination of lectures, daily lab exercises, and 2 project assignments, this cour se will
cover a set of Microsoft Office applications on the personal computer. The set will includethe
following Windows-based applications. &) word-processing; b) spreadsheet; c) database
management; d) presentation graphicse) Web browser, and f) e-mail. An overview of computer
basics and Windows 95 will precede theintroduction of these sets.
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The courseisintended to help students:

Use aword processor application to create and edit letters, reports, and other forms of
documents and then print them

Use a spreadsheet application to produce simple accounting and other computational style
tables, and create graphs based on such data

Use a database management application to create, edit, move, sort, merge, and select data
recor ds and produce formatted reports

Use a presentation graphics package to create electronic slidesasaidsfor formal presentations
Become familiar with the World Wide Web (the I nternet) as a sour ce of infor mation

Be ableto use electronic mail (email)

Text

Exploring Microsoft Office 97 Professional Vol. I, by Robert Grauer and
Maryanne Baker. Prentice Hall, 1998

Requirements

CIS 10310 isa "hands-on" course. Most of your learning will come through doing the lab
exercises. Lectures and demonstrations are designed to help you complete the exercises and 2
projects. You areresponsible for reading the chaptersfor each exercise before the class session.

Twolab exercisesaredueat the end of each class  Projects and exercises should beturned in at
he beqinni f the dl lued

The following will be considered in calculating your semester grade.
Refer to the section on Gradin for details.
L ab exercises (20)

Projects (2)
Tests (4)



Class Participation (Attendance)
Final Exam

Projects

In addition to the daily |_ab Exercises, there are Twa Project Assgnments. which involve less
specific instructions and mor e research on your part. They will be graded on the quality of work
and evidence of carethat went into their completion, in addition to their completeness. Their
descriptions and due dates can be found in the Course Schedule.

Projects Assgnments should be turned in at the beginning of classon due dates. A penalty will be
assessed for late assignments. Projectsturned in after itsdue date arelate. A half lower grade
will be given for an assignment if it isturned in at the next class after the due date and each week
thereafter. (It isyour responsibility to be sureyou have the assignment and the assignment is
turned in on time.) Minimum credit will be given for assignmentslate by mor e than two class
periods after the due date, to distinguish them from those never submitted.

L ab Exercises

Classtime will be used for lecture, demonstrations, tests, and the completion of exercises. You
are expected to complete the required lab exercises, asindicated in the Course Schedule. These
aredueat the end of the class session. Thereare atotal of 20 for the semester. You are expected
to spend time outside regular classtimeto complete all the exer cises and the 2 projects. Late lab
exer cises will be accepted but will receive alower score. Be sureto identify all your
submissions, as described below to obtain credit.

Write the following information in the left upper-corner on all your papersfor credit.
Creditsfor your submissionswill not be guaranteed without thisinformation.

Name: Mary Dawn

Class: CS 103-01

Lab No.: No. 1 (asindicated in Class Schedule and NOT in book.)

Exercise 1: MSWord (p 13-20)

Date Due: 4/3/00 (asindicated in the Course Schedule for the class session. Not the day
submitted)
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Each student is expected to complete hisor her own assignments. Although modern work
environmentsrequireteamwork, one of the main goalsin thisclassisfor each student tolearn the
basic skillsin computer usage through individual practice. You must distinguish between
consulting and discussing problemswith your friends from copying their work. The penalty for
copying tests, lab exer cises, and project assignmentsisagrade of F for all parties involved, for the
first offense; for the second offense, an F for the course.



Attendance

Regular class attendanceisimportant for several reasons.

1. You areresponsiblefor all materials-discussed in class.

2. Tousetheassigned lab time effectively, while direct help from theinstructor isavailable.

3. Comingto classregularly isgood for practicing using the softwar e, even if you arelearning
them mostly by your self.

4. University regulationslimit the number of absences freshman may take. Attendance will be
taken at all class sessions. (See the next section for attendance scor es.)

5 Make-up testswill be considered, with prior notice, only for excused absencesfor serious
reasons. Besuretoinform theinstructor when you foresee that you must missatest. A
missed test dueto an unexcused absence receives a grade of 0.

Tests

Thereare 4 tests scheduled for theterm, in addition to the final exam. The 4 testswill be taken
mainly from the multiple-choice homework questions and lab exercisesin the textbook. TIheir
datesareindicated in the Course Schedule.

In general, there are no make-up tests. Special caseswill be considered for valid reasons, but
arrangements must be made befor e the scheduled test datesand not after. A half grade lower for
the test will be given for each class period for which an exam has not been taken.

Gradin

The semester grade will be based on the following:

Class Participation (Attendance) 1.0 pointsx 10 = 10 points
Tests 50 pointsx 4 = 200 points
Projects 25 pointsx 2= 50 points
Lab 7 pointsx 20 140 points
Einal Exam 100 paoints
Total 500 points

Thefollowing guidelines will be used in determining the final grades.
A:>=90;: B:>=80; C: >=70; D: >=60; F: < 60

Office Hours

Although | have no office hoursthere are a number of ways| can be contacted:

Email isthe simplest: finwadent @netscape.net
If urgent | can be contacted at Fort Shafter: 438-6100 after 5:30 p.m.



Resources

The following are some resour ces that may be of interest to you.

Student Data Disk

Exercisefiles provided by the authors can be found at this Prentice Hall Web page. On the
opening page, select the Office 97 image, select Student Data Disk on the menu bar, select
Exploring Office 97, Volume | in the table, and download both files.

Dictionary of Computer Terminology

You can search for almost any term related to the computer and the Internet, and this sour ce will
provide you with an explanation and related links.

The World Wide Web Consortium (#3C)
The official organization for the standardization of HTML, Cascading Style Sheet (CSS),
Document Object Model (DOM), etc.

Students need to bring disksto classto save their work and to copy thefilesto dothelab
assignmentson. The projects also must be on disk.



