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Overview

Computers have become an essential part of our life.  They are found everywhere.  It is difficult to find a business or profession that does not rely on computers.  Hence, it is important to learn basic computing skills and gain knowledge to become computer fluent.  In the introduction to this course, we will look at the different types of computers and their functions.  We will discuss safe computing practices and ways to protect computers against hackers and various threats.  Students will:

· Define computer and four basic computer functions

· Identify different types of computers

· Describe hardware devices and their uses

· Identify types of software and their uses

· Describe network and define network terms

· Identify safe computer practices

Class Schedule: 

01:30 – 02:20 PM; M, W, F at room H121
Office Hours: 

02:30 – 03:30 PM; MWF at Kieffer Room 26

Instructor Information:
Dr. Maria Brownlow 

email: 


maria.brownlow@chaminade.edu
Contact:


808-739-8337 

Textbook:

	CS103 Computers and Applications Software (3 Credits)

Textbook: Robert Grauer, Mary Anne S. Poatsy, Michael Hulett, Cynthia Krebs, Keith Mast, Keith Mulbery, Lynn Hogan (ex.ploring) Microsoft Office 2010, Volume 1,  Pearson Education, Inc.,  ISBN: 013 612 2329 
In addition to this textbook, access to myITlab portal is required.  

1.   You can purchase a paper textbook from various sources and buy access code separately from myITlab.  

2.   You can also buy etextbook with access code from http://www.myitlab.com/
3.   You can wait until 1st day of the class if you have questions.  
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2. Catalogue Course Description
Introduction to the computer as a productivity tool.  Covers the basic concepts and uses of the Internet including email, FTP, and WWW; application packages including word processing, spreadsheet, presentation graphics, and database systems.  Offered every semester.
3. Basic Computer Concepts
Windows Operating System
Windows is a current version of the Windows operating system.  As you consider purchasing a new computer, it is very likely that your computer will be configured with Windows 7.  This section explores the basics of Windows 7.  Students will learn about the different versions of Windows, explore the Windows interface, identify components in windows and dialog boxes, and use the Help and Support features.  At the end of this section students should be able to:

· Describe Windows versions and features.

· Identify components of the Windows 7 interface.

· Work with windows and dialog boxes.

· Use Help and Support.

· Manage files and folders in Windows Explorer.

· Create, rename, and delete folders.

· Work with files.
· Select, copy, and move multiple files and folders.
· Use Windows Search.

· Manage the Recycle Bin.

· Change computer settings through the Control Panel.

4. Office Fundamentals
Microsoft Office is the most ubiquitous software in the world.  This productivity tool has been translated to a number of languages and MS Office System allows for the sharing information with other people in the world.  

Getting started with Office 2010
Students will be able to demonstrate how to:
· Identify common interface components

· Use Office 2010 Help

· Open a file
· Save a file
· Print a document

· Select text to edit 

· Insert text and change to the overtype mode

· Move and copy text

· Find, replace, and go to text

· Use the undo and redo commands

· Use language tools

· Apply font attributes

· Copy formats with the Format Painter

In this course, the MS Office suite will be used to learn about four of the most useful productivity tools: Word, PowerPoint, Excel and Access database.  

5. MS Word

This course will introduce students to MS Word concepts and use of word processing software on the personal computer.  Concepts covered will include creating, saving, printing, and editing word processing files; searching and replacing text; creating headers and footers; inserting and resizing graphic images; setting up tables; creating and applying styles; and creating mail merge letters. 
Learning Outcomes
· Students will create an integrated document containing text, tables and/or graphs/charts.

· Students will create a report with linked and/or embedded objects.

· Given the request to produce a written document, students will determine the appropriate form and then develop the document.

6. PowerPoint

Upon completion of this course, students should be able to organize and produce an effective on-computer or slide-generated presentation, complete with printed speaker notes and handouts plus overhead transparencies, using the basic features of a presentation graphics program.  Students will use master pages, template files, text formatting; color schemes, various drawing tools, the automated outline feature and animation dissolve sequence – to include incorporating photographs.

Learning Outcomes
· Given a storyboard or presentation outline, students should be able construct the appropriate set of presentation slides. 

· Students will create an integrated document, containing text, tables and/or graphs/charts, and create a presentation with linked and/or embedded objects.

7. Excel
Students will learn concepts and uses of spreadsheet software on the personal computer.  Business decision-making worksheet models will be created and modified by entering labels, functions and formulas.  Various formatting techniques will be applied to enhance the appearance of printed worksheets.  Students will also learn to display the worksheet data graphically with the charting capabilities of the software. 

Learning Outcomes
· Given a set of business data and analysis/presentation needs, students will design an appropriate workbook.

· Students should be able take existing worksheets and implement required revisions, inspect, assess and revise content and format to reflect changed requirements.

· Given the need to present data to a diverse audience, such as an annual stockholder meeting, Students should be able to create a chart/graph using an appropriate chart type for depicting the given data such as trends, proportions, etc.

· Students will take an integrated document, containing text, tables and/or graphs/charts, and create a report with linked and/or embedded objects.

8. Access Database

This course introduces the concepts and real-world applications of microcomputer relational database software.  Foundational database competencies, including building tables, defining fields, relating tables, entering and editing data, filtering, and sorting will be covered.  Students will query the database to select, calculate and summarize information.  Students will build and customize forms and reports.
Learning Outcomes
· Students will navigate a database
· Perform data manipulation using filters and sorts

· Use relations window and understand relational power

· Students will design databases using related data, create a query and use the query wizard
· Given directions, students will customize, analyze and summarize query data
· Students will learn to create professional and useful reports
9. Approximate Schedule

	Course Overview: Syllabus and myitlab Portal
	Week 1

	Basic Computer Concepts and Windows Operating System
	Week 1

	Office Fundamentals
	Week 1

	MS Word
	Week 2 & 3

	MS Word Exam
	Week 4 

	Power Point
	Week 4 & 5

	Power Point Exam
	Week 5

	Excel
	Week 6, 7, 8, 9 & 10

	Mid-level exercises and capstone cases
	Week 10

	Excel Exam
	Week 11

	Access Database
	Week 11, 12, 13, 14 &15

	Mid-level exercises and capstone cases
	Week 14 & 15

	Access Exam
	Week 15


Keys to Success

· Follow instructions and review all work for typographical, spelling and grammatical errors prior to submission
· Complete and submit your work within the time frame allotted 
· Be on time and attend each class; manage your time before entering the classroom because once class is in session late arrivals will disturb the focus of all others
· Prepare yourself to become a professional in today’s business world

· Get in the game, success is an objective to be achieved and not due to good luck

10. Course Teaching Approach
This course is designed to promote student participation through “hands-on” lab exercises and projects.  Lectures, demonstrations and videos will be used to assist in completing tests, quizzes and other assigned homework.  Students are responsible for reading recommended textbook chapters and participating in “hands-on” exercises in the classroom or paying attention to the instructor’s lead exercises.  
Applications, technology and audio-visual tools will make this course highly interactive and experiential.  The undergraduate course will be taught, as follows: 

a) A brief lectures, supported by PowerPoint presentations. 

b) Mid-level exercises, Capstone exercises or Mini Cases will be hands-on exercises in the classroom or assigned to student teams in an effort to develop team skills; each student will have an opportunity to make a project presentation.  
c) Hands-on in classroom and lab exercises comprised of challenging tasks will be performed and resolutions will be discussed in order to provide an overall approach for the concepts presented.
d) myitlab portal will be used for quizzes, tests and homework.  
11. Recommended Learning Strategies
1. Chapter Assignments must be read prior to each class.  Students familiar with chapter materials will more effectively participate in class by being prepared to offer critical comments and pose thoughtful questions.   
2. Review examples and solutions within each chapter to reinforce the understanding of presented concepts.

3. Complete tests and quizzes after each chapter to reinforce the learning material.  
4. Submit assigned homework on time.        

5. Contribute to and participate in team projects.  You will learn to become a confident public speaker and improve your presentation skills.

6. Take part in classroom discussions and ask questions.

7. Review supplementary materials in preparation for midterm and final exams.

8. Complete and return the final exam, as scheduled.

Class sessions are designed to promote student participation through the discussion of current events in the business world as they relate to the use of operations management for managerial decision-making processes.

	Grading your accomplishments:

Quizzes, tests, and homework 
             20%

Classroom participation

             20%

Final exam                                                    60%

 
	Grade scale:   
A = 100% – 90%
B =   89% – 80%
C =   79% – 70%
D =   69% – 60%
                              


Final grade for the CS103 course will be calculated as an average of the four applications grades.  Attendance is required.  The three lowest quiz grades will be dropped.  Homework will be posted on the myitlab portal.  Access code comes with your textbook.  Occasionally homework will be assigned via email attachment.  Assignments on myITlab portal must be completed within the same week as assigned.  The final grade will be computed by totaling the points from each graded item.  Tests or quizzes will be given with each chapter.  A request to make up an examination will be allowed only with prior approval from the instructor.  You must request the make up date before the scheduled examination date.   The final exam will be cumulative with an emphasis on the last section of material.   Contact me, at any time for an estimate of your current grade.
12. Policies

Late assignments

Any assignment turned in after the due date deadline is considered being late and will be graded accordingly.  Class begins on time.  Chronic tardiness will be viewed as absence from class.  Regular attendance is expected and essential for your progress in this class.  Although our textbook is excellent, the goal of lecture and discussion will be to provide the needed context to remove barriers to your understanding of the material.

Please refrain from eating in class

No makeup exams will be granted in the event of an absence.  If a student cannot attend a class in which an exam has been scheduled, the student must notify the instructor no later than the class prior to the scheduled exam.  In the event of illness, a Doctor’s note will be expected.

You are encouraged to work together; however, all graded material must be your own.  You are also expected to have read and to abide by the “Student Rules of Conduct” which are available in your copy of Chaminade University’s Student Handbook.  

Policy on cell phones and music devices  

Music Devices and Cellular Phones:  Unless specifically permitted by your instructor, use of music devices and cell phones is prohibited during all Natural Science and Mathematics classes at Chaminade as it is discourteous and may lead to suspicion of academic misconduct.  Students unable to comply will be asked to leave class.

ADA Accommodations:  Students with special needs who meet criteria for the Americans with Disabilities Act (ADA) provisions must provide written documentation of the need for accommodations from CUH Counseling Center (Dr. June Yasuhara, 735-4845) by the end of the third week of classes.  Failure to provide written documentation will prevent your instructor from making necessary accommodations.  Please refer any questions to the Dean of Students and review procedures at www.chaminade.edu/student_life/sss/counseling_services.php
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Greetings MyITLab Students,

The “Getting Started” period is critical to your students with MyITLab. Here are some timely resources to help ensure this success!


Student Getting Started Resources:

· Registering & Enrolling: Click here  for a video that shows your students how to register and enroll in their MyITLab course.


· Home Computer Set-up: Click here for a video that walks your students through downloading the One-Step Installer & Launch Tool.


· First Day of Class Handouts: Click here to locate a PowerPoint presentation and .pdf handout that walks your students through how to register for MyITLab.


· Mac Users: Click here to access our Mac Compatibility solution and getting started resources available for Mac users.


Interactive User Guides: Our searchable user guides offer step-by-step instructions and links to training tutorial videos, so you can read how to do something and then watch it being done! 

· Click here and go right to the Table of Contents to locate the topic you wish to learn more about!


If you haven’t already, check out the IT & MIS Community today and
join the conversation!

The Customer Experience Team’s goal is to help you have the best possible teaching experience with MyITLab, so please do not hesitate to contact us.


