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COURSE SYLLABUS

FALL 2003

Course: 

CIS 103

Title:

Computer and Software Applications

Meeting:
Mon., Wed. & Fri. (8:00 – 8:50 AM)

Location:
H121

Instructor: 
Joy Barua

Office: 

(808) 852-6100 ext. 130

Email:

jbarua@pacificgateway.org 

COURSE DESCRIPTION:

This course addresses the use of productivity software to provide solutions for business needs. Students will be introduced to the concepts of word processing, spreadsheet management, database management, and presentation software. Students will gain practical skills in using a popular office software package in order to become productive computer users and to prepare for advanced applications courses.

APPROVED TEXTBOOK:

Exploring Microsoft Office 2000 Professional Vol. I. Robert Grauer & Maryanne Baker. Prentice Hall. 
COURSE OBJECTIVES:

Upon completion of this course, students should be able to:

1. Create new files, open existing files, modify and save files, print files, and close files using MS Office applications (Word, Excel, Access & PowerPoint).

2. Demonstrate general word-processing techniques including cover letter creating and formatting and importing of files and objects.

3. Create, edit, and format a document with tables.

4. Create a spreadsheet with formulas for totals, payments, averages, and sums.

5. Build a spreadsheet and create charts based on the spreadsheet.

6. Create forms, tables, and reports from data in a database using Excel.

7. Demonstrate general spreadsheet techniques including creating worksheets and formatting of cell content, creating and running formula functions, and developing charts with labels.

8. Create a database using Access.

9. Demonstrate general database techniques including creating tables, simple queries, and simple forms and reports using Wizards.

10. Create presentation slides using PowerPoint.

11. Modify and enhance a presentation using Word, Excel, Access, and PowerPoint.

12. Integrate the various applications in the Microsoft Office Suite.

COURSE OUTLINE:

Week 1    Introduction to Computer Systems, Software & Basic Operations

Week 2
  Introduction to the Internet, Use of Email, Search Engines & WWW

Week 3    Creating and Editing Documents with Word

Week 4    Formatting a Document; Working with Tables

Week 5    Building and Editing Spreadsheets with Excel

Week 6    Formatting a Spreadsheet; Creating Charts

Week 7    Integrating Word and Excel

Week 8    Creating and Managing Data with Access

Week 9    Creating Forms and Reports

Week 10  Designing an interface and a DBMS

Week 11  Creating a Presentation with PowerPoint

Week 12  Integrating Word, Excel, Access, and PowerPoint
Week 13  Course Review 

Week 14  Final Exam

GRADING & EVALUATION:

Students must successfully complete all projects and tests and contribute to class participation.  Recognizing that this is an application-oriented (hands-on) course, students are highly encouraged to be present for all class sessions.  Please note that 20% of the course grade is assigned to “Attendance/Participation”.  Each incidence of absence will therefore adversely affect overall grade.  The instructor must be notified in the event of a foreseeable absence from class and the student must make necessary arrangements to make up for missed work.  NOTE: Absenteeism exceeding 20% or more will result in the lowering of overall grade by a letter grade.

Due dates for all projects and exams will be announced in advance to given students reasonable time for preparation and completion.  The instructor reserves the right to assign the final course grade regardless of the actual point totals.

BREAKDOWN OF POINTS:

	COURSE REQUIREMENTS
	% POINTS
	DETAILS

	Class Attendance/Participation
	20
	Based on total no. of meetings

	Projects
	20
	4 @ 5 points each

	Exams
	40
	4 @ 10 points each

	Group Presentations
	20
	1 @ 20 points each

	Total Points
	100
	


GRADING SCALE:

	GRADE
	PERCENTAGE

	A
	90 or >

	B
	80 – 89

	C
	70 – 79

	D
	60 – 69

	F
	Below 60


ACADEMIC HONESTY:

All university policies regarding academic honesty apply to this class.  Cheating and plagiarism will result in an automatic failing grade and immediate notification of the Academic Dean or appropriate Department Head.  Plagiarism includes (but is not limited to) writing a paper, which includes information, statistics, passages or quotes from another source without properly identifying the source.  This is a serious offense. If you are unsure about what plagiarism is, please consult your instructor OR any faculty member OR a university librarian.

COURSE & INSTRUCTOR EVALUATION:

Students will be able to evaluate the course & instructor at least once during the semester using the Chaminade evaluation form.

Computer & Software Applications

Page 1 of 2

