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Location

· Chaminade University of Honolulu

· Room H121, Henry Hall

Schedule

· January 13 – May 6, 2004

· Tuesday and Thursday 8:00 – 9:20 AM

· Office hours: tbd

Course Description 

· Introduction to the computer as a productivity tool

· Computer elements

· Computer topics

· Computer applications

· Office 2000 – Office Productivity Software
· Word 2000 -- word processing 
· Excel 2000 – spreadsheet
· Access -- database management system
· PowerPoint – slide show presentation graphics .
· Internet concepts and applications 

· e-mail

· FTP – File Transfer Protocol

· World Wide Web

Objectives

Increasing productivity is the primary reason for studying computers. The objective is to gain skills and an understanding of computer applications to serve academic, career, and personal pursuits. To this end, students will:

· Improve skills in Windows and Office applications

· Create documents for school and work using Word

· Create spreadsheets for school, work and personal planning using Excel

· Create presentations using PowerPoint

· Create modest database and understand concepts of larger databases
· Improve skills with Internet

· Surf web and use search engine

· Use e-mail

· Use FTP
· Gain an overview of computer field & develop a "sense of computers & technology"

· Office productivity software

· Programming languages

· Hardware & software

· Industry applications from office to manufacturing and military

· Operating systems

· Graphics

· Certifications

· IT (Information Technology) and MIS (Management Information Systems)
· Understand architecture of computers and computer networks 

· Computer: PC, minicomputer, server, mainframe, embedded

· Networks: LAN, WAN, telecommunications, datacommunications 
· Improve academic and professional presentation using computer skills

· Develop resume and cover letter

· Develop letterhead and business card

· Develop lifetime financial plan

· Develop a "style"

Keys to Success

· Attend class

· TIME-ON-TASK: Spend 12+ hours per week studying and doing assignments

· Read chapters before class -- come to class prepared

· Don't try to cram – it doesn't work with math and technical courses

· Get in the game, be serious, success is an objective – WORK HARD

Service Term Project

· Service project 

· Short paper

· Work of art

· Demonstration 

· Analysis & report

Grades

	POINTS
	

	20
	Service Term Project

	40
	Attendance, Preparation & Participation

	40
	Homework & Projects

	60
	Three Exams at 20 points each


	A
	90-100%
	Outstanding scholarship and intellectual initiative.

	B
	80-89
	Excellent, consistent quality.

	C
	70-79
	Satisfactory competence in course work.

	D
	60-69
	Lowest passing grade. Not acceptable.

	F
	< 59
	Unsatisfactory. No credit.

	I
	--
	Grade deferred because work not completed due to circumstances beyond students control. Student and instructor must agree on plan to complete work.


Text

· Exploring Microsoft Office 2000 Professional Vol. I., Grauer & Baker, Prentice Hall, 2001.
Instructor

· Paul Masters

· 808.922.5258

· paulwmasters@msn.com
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