CS-103-01		Fall  2011
Introduction to Computers and Software applications

Barbara Belle, Kieffer Hall Rm. 4  Phone:  739-4664  Email: bbelle@chaminade.edu

Course Description:
Introduction to the computer as a productivity tool. Covers the basic concepts and uses of the Internet as well as application packages including: word processing, spreadsheet, presentation graphics, and database management system

Course Objectives:
· To continue learning of basic skills begun in high school; by doing some work in the classroom but also to apply those skills by doing diligently other projects. 
· To gain advance level of knowledge and deeper understanding of concepts as they apply in a business or non-profit organization.
· To have experience with using Computer Based Training
· To learn critical thinking skills that will prepare you for life beyond Chaminade
· To motivate you to reach beyond your comfort level, so you can realize a dream of working in the organization of your choice.

Course Topics:
· Access				5 weeks 
· Excel				5 weeks
· PowerPoint topics		1 weeks + In class Presentations 1 week 
· Word				2 weeks
· Other short topics as they arise.

Textbooks: 
· Exploring Microsoft® Office 2007 by Grauer, Hulett, Krebs, Lockley, Mulbery, Scheeren, Microsoft Office 2007, Volume 1, Third Edition.  
· You will also need an access code to myITlab portal for Exploring Microsoft Office 2007 applications.
Note: Student has a choice to buy a used textbook and then purchase an access code for $75.00 on the web, which comes with electronic textbook included.  Beware: purchasing uded textbook online or from others will probably not come with an access code.  

Supplementary Materials: 
· Flash drive (or other external storage device) to store homework and special projects.  All homework (also called HOEs) will be available ONLY through the myITlab portal.  Homework has assigned due dates stored in myITlab.com and will be uploaded for grading.  The majority of class projects are also paperless (unless special printing instructions are given) and must be submitted through the website: chaminade.e-college.com.
· Important Website address:
· http://chaminade.ecollege.com  - used for Special Projects.  Including description of project details and upload of completed work.
· http://myitlab.com – used to complete and submit Hands-On Exercises (HOEs)
Course code: CRSABWK-228720
·  Hardware Required: PC with MicroSoft Windows operating system. Reliable internet connection. Able to run Active X program for setup of MyITlab. 

Software Required: MS Office Professional (including MS Access)

Please let me know ASAP if you have difficulty to get access to hardware or software; both are available in the Academic Achievement Center, Sullivan Family Library.
Grading: 
Class Attendance & participation	 15
Hands-on Exercises (accepted ON TIME only!)	 30
Major projects/other assignments  
Access = Database queries and reports	 15
Excel = Lifetime budget Project	 20
PowerPoint = Presentation	   5
Word Processing
Service Learning Project (Brochure, flyer, newsletter)	 10
Quizzes (including Meet your Instructor)	10
	_____
Total points	100

Class Participation and Attendance:
Your attendance is key to your success in this course.  You will be given time to work on HOEs and Special Projects so you only hurt yourself if you are not able to be present. Punctuality is important, since we only meet for 50 minutes at a time; we cannot waste time getting started.  Lost time can never be regained. You need to arrive on time and be prepared to learn.  Repeated tardiness will be counted as an absence.

Assignment Schedule: 
· Homework Assignments and Special Projects will be scheduled within MyITlab following the textbook Chapters. 
· It is very important to do your homework by the due date; myITlab and e-college websites are available 24/7.  
Students with documented disabilities will be allowed additional time.  I will also consider special circumstances but a very limited number of situations will be acceptable.

My expectations for you:
· Use your Chaminade email account provided. 
· Take responsibility for your own success
· Read chapter before class
· Come to class
· Complete all assignments on-time
· Ask questions or seek help ASAP when you need it.

This class is not as conceptually “hard” as many of your other college courses.  It does involve MANY small assignments and takes serious time management skills to keep up with the constant homework assignments and special projects.  You will need 4 -6 hours per week, I recommend you plan to spend 2 -3 hours twice a week.

Some assignments are very simple (Hands on exercises) and can be done in 15 or 20 minutes.  Other special projects are going to take some common sense and you will need to  P L A N   A H E A D.

It is the student’s responsibility to self identify with the Director of Personal Counseling in order to receive disability accommodations.  Only those students with appropriate documentation will receive services.  Contact the Director of Personal Counseling at (808) 739-4603 or email:  jyasuhar@chaminade.edu.
Academic Achievement Program (AAP):  If you are having trouble with the assignments, you can request assistance from the Academic Achievement Program (AAP) in the Student Services Building.   You need to stop by in advance to sign-up for these services.  Hours for the AAP office: Mon. thru Thurs. 7:30am – 6:00pm
Fri 7:30am – 4:30pm

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.
GRADING SCALE:
	GRADE
	PERCENTAGE

	A
	90 or >

	B
	80 – 89

	C
	70 – 79

	D
	60 – 69

	F
	Below 60




Core Academic Beliefs
'A'A is a Hawaiian word that is commonly applied to the sharp, brittle lava that is frequently found on Hawaiian lava fields.  This type of lava is difficult to cross and presents a challenge for anyone attempting to do so.  It is not surprising that the word also means to challenge, to set upon a new venture, to brave new thought and ideas, to be fearless in the face of unfamiliar philosophies and times.  The faculty issues a challenge to academic excellence.  It is meant to stimulate growth, foster analysis, and thought, greater organize your past, present and future.  This challenge will require you to enunciate these ideas to yourself and others as you move towards the completion of your chosen major.

The faculty of Chaminade University of Honolulu pledges our commitment to the five Core Academic Beliefs.  These beliefs are grounded in Marianist tradition.  We pledge to you: 
· An Education for formation in Faith
· An Integral and Quality Education
· An Education in the Family Spirit
· An Education for Service, Peace and Justice
· An Education for the Adaptation and Change.

Technical Support
· MyITlab support: Email 24/7. Submit your Support request via our online Help request form or call 800-677-6337 Students can call technical support for assistance Monday through Friday, 12:00 PM to 8:00 PM EST
· eCollege helpdesk: helpdesk@chaminade.ecollege.com, or call: (866) 647-0654.
· eCollege Account creation: call 808-739-8327 or email jnakason@chaminade.edu.
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