COSC 1301 Personal Computing-Keefe
Page 1 of 5

AUSTIN COMMUNITY COLLEGE
DEPARTMENT OF COMPUTER STUDIES AND ADVANCED TECHNOLOGY
Course Syllabus: COSC 1301 Personal Computing – synonym # 04717
Spring 2010

Instructor:  James Keefe
Office: SMC Computer Lab Office Phone: 353-7224
Class Meeting Times: lecture: 5:30pm- 8:00pm; lab Tuesday: 8:10pm- 9:00pm Tuesday
Class Meeting Place: SMCC 523(ACC San Marcos Center at San Marcos High School)
Office Hours: 9:00 – 10:00 pm. Tuesday
E-mail:  jkeefe@austincc.edu
ACC Website: http://www.austincc.edu/jkeefe

Course Description:  A hands-on course for the development of skills needed to use personal computer systems for business, individual, and educational applications. Learn word processing, database management, spreadsheet development, and how to use the operating system. Keyboarding skills are not required, but are helpful. This course may not be applied toward a Computer Science or Computer Information Technology degree.

Pre-requisite:  Reading-R

Approved Course Texts:  

Microsoft® Office 2007 Illustrated: Introductory Premium Video Edition, 1st Edition
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Beskeen, Cram, Duffy, Friedrichsen, Eisner, Reding. 
Course Technology, Inc., 2010.
ISBN-10: 0324827083  ISBN-13: 9780324827088
772 Pages    Spiral Bound








Instructional Methodology: The course will have both lecture (50%) and lab (50%).
Course Rationale: This course is a Computer Literacy Skill based course that prepares the students to be proficient in Microsoft Office Products.
Course Objectives/ Learning Outcomes:
The COSC 1301 Personal Computing course helps you develop personal productivity skills with the use of microcomputers for the following applications:

TOPIC
SOFTWARE
Operating System
Microsoft Windows XP
Word Processing
Microsoft Word 2007
Spreadsheet Development
Microsoft Excel 2007
Database Management
Microsoft Access 2007
Presentation Development
Microsoft PowerPoint 2007
WWW Browsing
Microsoft Internet Explorer
Web Page Creation
Microsoft Office 2007

You will learn how to integrate information across applications.  You will develop your computer literacy with an increased knowledge of computing concepts and terminology.  You also will develop skills in disk and file management using a graphical user interface (Microsoft Windows XP).

Scans Competencies:

C8
Uses computers to process information.
C19
Applies Technology to Task:  Understands overall intent and proper procedures for setup and operation of equipment.
F5
Listening:  Receives, attends to, interprets, and responds to verbal messages and other cues.
F10
Seeing Things in the Mind’s Eye:  Organizes and processes symbols, pictures, graphs, objects, and other information.
F11
Knowing How to Learn:  Uses efficient learning techniques to acquire and apply new knowledge and skills.
F16
Self-Management:  Assesses self accurately, sets personal goals, monitors progress, and exhibits self-control.

Grade Policy: Grade will be based primarily on lab application of skills.


Percentage Weight of Grade Components

Exam #1: 	25% of grade

Exam #2: 	25% of grade

Exam #3 (final exam): 	25% of grade

Assignments/projects/quizzes: 	25% of grade

 Grade Scale (% of weighted total points)

90.0% - 100%
A
80.0% - 89.99%
B
70.0% - 79.99% 
C
60.0% - 69.99%
D
0%      - 59.99%
F


Course/Class Policies:

Academic Integrity
A student is expected to complete his or her own projects and tests.  Students are responsible for observing the policy on academic integrity described in the Current ACC Student Handbook, under “Student Discipline Policy, Section C”.

“Acts prohibited by the college for which discipline may be administered include scholastic dishonesty, including but not limited to cheating on an exam or quiz, plagiarizing, and unauthorized collaboration with another in preparing outside work.  Academic work submitted by students shall be the result of their own thought, research or self-expression.  Academic work is defined as, but not limited to tests, quizzes, whether taken electronically or on paper; projects, either individual or group; classroom presentations, and homework”.  

The penalty accessed will be in accordance with the current ACC Student Handbook policy. See http://www.austincc.edu/handbook/policies4.htm for more information.

Incomplete
A student may receive a temporary grade of “I” (Incomplete) at the end of the semester only if ALL of the following conditions are satisfied:
	The student is unable to complete the course during the semester due to circumstances beyond their control. 

The student must have earned at least half of the grade points needed for a “C” by the end of the semester. 
The request for the grade must be made in person at the instructor’s office and necessary documents completed. 
To remove an “I”, the student must complete the course by two weeks before the end of the following semester.  Failure to do so will result in the grade automatically reverting to an “F”.

Freedom of Expression Policy:

The department faculty expects each instructor and student to respect the right of others to express their views related to classroom discussions.

Attendance / Withdrawal Policy:

Students are expected to attend classes on time and will be held responsible for all material covered in class. A missed class is not an excuse for late work. Regular attendance helps ensure satisfactory progress towards completion of the course.  

It is the student’s responsibility to complete a Withdrawal Form in the Admissions Office if they wish to withdraw from this class.  The instructor may withdraw students from this class if their absences exceed 10% of the total number of class meetings, whether or not the missed meetings are consecutive.  It is NOT the responsibility of the instructor to withdraw the students from their class even though the instructor has the prerogative to do so under the above listed circumstances.

For more detailed information, check the ACC Registration calendar.

ALERT:  New state law for new students.  No more than six course withdrawals throughout your undergraduate education, regardless of how many colleges you attend.  Students who entered college before fall 2007 are not affected.  Ask a counselor for details. 

Students with Disabilities Policy:

“Each ACC campus offers support services for students with documented physical or psychological disabilities.  Students with disabilities must request reasonable accommodations through the Office for Students with Disabilities on the campus where they expect to take the majority of their classes.  Students are encouraged to make this request three weeks before the start of the semester.  (Refer to the current ACC Student Handbook)”

Testing Center Policy (Open Campus Sections Only): http://www2.austin.cc.tx.us./testctr/

Exams and Assignments:

Exams must be taken on the date set for each exam. Make-up exams may be approved at the discretion of the instructor, for unavoidable emergencies. Each student must take all exams. Exams are closed book/notes unless specified otherwise. Exams may consist of hands on software exercises and/or objective (multiple choice or fill in blanks questions). Exams may consist of any material covered in lecture, on homework/labs, or during in-class exercises.

The Instructor will retain all exams and exam materials. Students are welcome to inspect their exams. All grade disputes should be resolved within one week after being returned to the class by the instructor, or the instructor will consider the original grade as final.

Graded homework assignments (“Labs”) must be completed by the date due. Late assignments will be penalized by 20% for each day late, up to the date of the exam testing that material, at which time the labs will not be accepted late. Assignments are to be turned in at class time, but will be accepted at the ACC office at SMC in cases if the student is not able to attend class. No assignments will be accepted for credit after the last class meeting.

Students are required to maintain throughout the semester:
	A backup copy of each computer assignment online using the student’s personal area of Blackboard “Digital Dropbox” is required. An additional backup copy on a USB drive is recommended.

A copy of each graded assignment that has been returned by the instructor.
 	
In cases of a documented emergency situation that prevents the student from attending class, a student may submit a copy assignment to the instructor via Blackboard Digital Dropbox (“Send”). This is not a substitute for required printed work, which should be submitted when the student returns to class, but may provide proof that the student completed the assignment on time. 

Students are expected to check Blackboard Announcements and Assignments on a regular basis. This is especially important if a student has missed a class. Specifications for homework assignments will be posted on Blackboard under the Assignments area as a general rule. 

Students with Disabilities Policy:

“Each ACC campus offers support services for students with documented physical or psychological disabilities.  Students with disabilities must request reasonable accommodations through the Office for Students with Disabilities on the campus where they expect to take the majority of their classes.  Students are encouraged to make this request three weeks before the start of the semester.  (Refer to the current ACC Student Handbook)”

Testing Center Policy (Open Campus Sections Only) 

	http://www2.austin.cc.tx.us./testctr/ 

A Special Note about Holidays:

 ACC does not necessarily observe the same holidays and days off as local school districts do,
 so be sure and mark your calendars for ACC class days. If it is necessary for the school to close due to inclement weather or for other reasons, ACC will make the announcements on the typical radio and TV stations and the ACC website (www.austincc.edu).



Course Schedule: 
	
(Note: The following dates may be changed by the instructor as circumstances require)




Date
Topic/Text Reading
 January 19
Orientation; Web and World Wide Web Browsing*  
 January 26
MS-Word part A; MS-Office Introduction
 February 02
Excel A, B; 
 February 09
Excel part C; Web Page Creation*
 February 16
Excel part D
 February 23
Exam #1
 March 02
MS Access A
 March 09
MS-Access B
 March 16
ACC Spring Break – class does not meet
 March 23
MS-Access C and D
 March 30
Integration Topics
 April 06
Exam #2
 April 13
MS-Office, MS-Word B, C 
 April 20
MS-Office; MS-Word C, D 
 April 27
MS-PowerPoint;  Web Browsing
 May 04
MS-PowerPoint
 May 11
Exam #3 – Final Exam – Word, PowerPoint, Integration


*note: Web Browsing, Web Page Creation and Operating System topics may be covered throughout the course


