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SPRING 2005 SYLLABUS 

CS103 – Computers and Application Software
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Instructor

	Paul Masters

Office:
739-8550

Home: 
922.5258

pmasters@chaminade.edu


	Office:

30 Kiefer Hall

Office hours: 
MWF 3:30 - 5:00


By appointment



Class Location

· Room H121, Henry Hall

Schedule

· Instruction:
January 9 - April 28
· Section 3:
MWF 8 - 8:50 am
(Final exam Thurs May 4, 8:00-10:00 am)

· Section 2:
MWF 10 - 10:50 am
(Final exam Thurs May 4, 10:30-12:30 noon)

Text & Readings

· Exploring Microsoft Office XP Vol. I. Enhanced Edition., Grauer & Baker, Prentice Hall, 2003. ISBN 0-13-182405-8.
· Articles and material distributed in class. You are responsible for maintaining your own collection.
Catalogue Description

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

Summary Description 

· Introduction to computers 

· Basic architecture and organization of computers
· Computing fields & careers
· Applications

· Contemporary issues such as intellectual property

· Microsoft Office XP/2002 – Office Productivity Software
· Word -- word processing 
· Excel – spreadsheet
· Access -- database management system
· PowerPoint – slide show presentation graphics .
· Internet concepts and applications 

· Networks & World Wide Web 

· e-mail

· BLOG

· FTP

· Computer applications 

· Broad range including music, military, industry, business, medical, etc.

· Introduction to systems analysis and applications development with databases
Learning Outcomes
All outcomes will be demonstrated by students during the course of the term.

1. Create, store and modify Word, Excel, and PowerPoint documents

2. Use Windows to create folders, delete folders, copy files among folders

3. Use and modify an Access database including data, Forms, and Data Descriptions

4. Surf the Web and download files with FTP

5. Demonstrate an understanding of the widespread application of computers and databases

6. Send and receive e-mail

7. Identify the major components of computer hardware (CPU, Memory, I/O) and software (operating system, utilities, and applications.

8. Identify the major types of computers (PC, client, server, mainframe, embedded).

Objectives: Computers, Software, Literacy & Power Use

The objective is to improve skills and develop a broader understanding of computer applications and software. Students will:

· Improve skills in Windows and Office applications

· Create Word documents including business cards and a resume, spreadsheets including a lifetime budget, and presentations using PowerPoint plus present them to class

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

· Surf web and use search engine

· Use e-mail

· Review BLOGs

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

· Office productivity software

· Hardware & software

· Industry applications from office to manufacturing to military to MP3 music

· Operating systems

· IT (Information Technology), MIS (Management Information Systems), and software engineering concepts 
· Programming (maybe)
· Understand architecture of computers and computer networks 

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

· Networks: LAN, WAN, telecommunications, datacommunications 
· Improve personal, academic and professional skills

· Read instructions and translate to computer commands

· Develop resume and business card 

· Develop lifetime financial plan

· Research computers in their field

Approximate Time Allocation

This may change. 
· Intro & Hardware


2 weeks

· PowerPoint & presentation

2 weeks

· Windows



1 week

· Excel



3 weeks (including Lifetime Budget)

· Word



2 weeks

· Access



2 weeks

· Web, e-mail, etc.


1 weeks

· Project Presentations

1 week

· Tests & other topics


1 week
Homework Assignments

· Exercises, Multiple Choice, Practices, and  “On Your Own” from the text book

· REQUIRED: Save all project and assignment files in your H:\CS103\HW (or 
C:\ CS103\HW) folder – you must be able to reproduce copies of assignments on request. 

Probable Term Projects
· Personal Presentation – "All About Me": Present yourself to class using PowerPoint

· Lifetime Budget: Most important and difficult project. Plan your income, expenses, savings, home purchase, and net worth for the next 70 years

· Business Cards and Resume: Prepare your professional presentation to the world

· Presentation of Computer Ideas and Interesting Application: One of: 1) An interesting application in your field of interest, major, career plan, hobby, or other filed. 2) A new idea of yours. 3) An interesting application you found doing research. 4) A researched presentation of how Blogs, Wiki’s, social networks affect your field.

· Others: tbd

Course Requirements & Keys to Success

· Get your account squared away immediately -- username, password, e-mail

· Follow instructions 
· Do the work

· Attend class

· Do assignments on time

· Spend 6-9 hours per week studying and doing assignments

· Read chapters before class - come to class prepared

· Get in the game, be serious, success is an objective and accomplishment

Using Your Own Computer

· Using your own computer is OK but entails responsibilities

· You still must be able to operate the campus computers for in-class work

· You must have Office on your computer (Including Access; you can do Access homework on campus.)

· Software should be Office XP. Office 2000 is OK but you have to be ready for major differences between XP and 2000 instructions presented in the text book.

· You must be able to move files back and forth between you campus H:\ drive and your computer’s C:\ drive.

Grading
	POINTS
	

	50
	Assignments and Projects

	25
	Attendance, Preparation, & Participation

	25
	2 Exams (open book open note) and possible quizzes 

	(25)
	Negative points to lose by using computer in class, not following instructions, disrupting class, breaking rules, copying homework, etc.


	A
	85-100
	Outstanding scholarship and intellectual initiative.

	B
	70-84
	Excellent, consistent quality.

	C
	55-69
	Satisfactory competence in course work.

	D
	40-54
	Lowest passing grade. Not acceptable.

	F
	< 40
	Unsatisfactory. No credit.

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


Collaboration Policy

1. Teamwork is an important skill. You are encouraged to collaborate on assignments. Discussions with fellow students and friends are encouraged. 

2. If you have questions, ask friends, tutors, or teachers. 

3. Study groups encouraged but you must turn in separate solutions. Names of collaborators should appear on submissions. No group submissions. You must reach your own understanding of the problem and do your own assignment. 

4. No photocopies. 

5. Do not, under any circumstances, copy another person's work. This is a violation of academic integrity. Turn in the same homework as someone else, copy it, nearly copy it, etc. and get negative homework points and possible serious problems.
Classroom Computer Policy & Rules

· Computers turned off unless explicitly instructed to turn them on.

· When turned on, only do CS103 assignments 

· Don't use computers during lectures

· Computers off and ready to go at beginning of class

Reminders of University-Wide Policies

The following policies are summarized from the Student Handbook. Please be sure that you have reviewed these and the other policies in your Handbook.

1. Attendance

· Students are expected to attend all classes. The University assumes you are mature enough to be responsible for you own behavior.

· I must report any absence of two weeks or more to the Office of the Associate Provost and the Registrar.

· You should notify me when extended illness, athletics, or other circumstances prevent you from attending a class. You must make arrangements to complete missed assignments. Notification may be done by calling me, or via e-mail. Depending on circumstances I may modify deadlines. 

· Anyone who stops attending a course without officially withdrawing may receive a failing grade.

· Students with three or more un-excused absences may loose one letter grade.

2. Classroom Deportment

· You are expected to be punctual; un-excused tardiness will be considered an absence.

· Smoking and alcoholic beverages are prohibited in all classrooms, whether or not class is in session.

· No pets are allowed in class. Exceptions will be made in the case of seeing-eye dog.

· Radios, tape decks, headsets, televisions, and other personal audiovisual equipment not pertinent to the class are prohibited during class.

· Beepers and cell phones are prohibited during class except in extenuating circumstances for which you have received my approval in advance.

· And finally, I expect you to follow the University's "dress code" requiring footwear and appropriate shirts to be worn during all classes as well as in the library, cafeteria, and administrative offices.

· No food or drink in Henry 121

3. Academic Honesty

Students are responsible for promoting academic honesty at Chaminade by not participating in or facilitating others' participation in any act of academic dishonesty, and by reporting incidences of academic dishonesty (such as theft of tests, records, and other confidential materials, altering grades, and/or plagiarism) to their instructors.
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