Course Syllabus

COSC 1301 Personal Computing


AUSTIN COMMUNITY COLLEGE

DEPARTMENT OF COMPUTER STUDIES

Course Syllabus:  COSC 1301 Personal Computing

Fall 2010
Section 038 CYP5 Room 2129 Saturday 8:45am-12:25pm
Instructor:  
W. Allen Hu


Adjunct Professor, Computer Studies
Office Telephone:  Cell phone  (512) 239-9693
Office:

Office Hours:
CYP5 Room 2129
 Saturday 12:30pm – 1:30pm



or by appointment
E-mail:  whu@austincc.edu
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, presentation software, and how to use the operating system. Keyboarding skills are not required, but are helpful. May not be applied toward a Computer Science or Computer Information Technology degree.

Pre-requisite:  Reading-R

Approved Course Text:: 
Microsoft® Office 2007 Illustrated: Introductory Premium Video Edition, 1st Edition
 Beskeen/Cram/Duffy/Friedrichsen/Reding, Course Technology, Inc, 2010. ISBN-10: 0324827083 | ISBN-13: 9780324827088 
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(Hint: if you’re having trouble finding (or affording) the book, you might try www.amazon.com or www.half.com and search for the ISBN number.
Course Materials:  

Though not absolutely required, you will find it helpful to have some removable storage media to transfer data from the classroom computers to your home computer.  Classroom computers use any/all of the following:
· Any USB storage device – highly recommend a 256MB or bigger flash drive “memory stick”
· CD/R Disks – Our lab computers allow writing or “burning” your CDs
Instructional Methodology: The course consists of 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.   When mastered, these products should give you the tools in a basic computer literacy toolbox for use in all your other courses or in a modern office environment.  It is a required course for many ACC degree programs and serves as a prerequisite to many other courses in the Computer Science Department.
Course Objectives/ Learning Outcomes:

The COSC 1301 Personal Computing course helps you develop automated personal productivity skills in 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 7


You will learn how to integrate information across Microsoft Office 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 Microsoft Windows XP.
If you plan to use your own computer to work on the activities of this course, then you should have the software listed in the table above, otherwise known and marketed as the Microsoft Office 2007 Suite.  IF YOU DO NOT HAVE THIS SOFTWARE, you should use the computers in the Computer Studies Computer Lab at your campus.  Microsoft makes a (relatively) low-cost product called the “Office Student/Teacher Edition”.  That package contains everything we need, except Microsoft Access.  
Grade Policy: Grade will be based on lab application of skills.  This is a “hands-on” course and you will be expected to demonstrate your mastery of skills by creating documents, spreadsheets, data bases, presentations and web pages.

Course Grade 

Your final course grade is the weighted (by total points) average of the following grades: 

· Exam 1 (Computer Concepts, Windows XP, Internet Explorer)

· Exam 2 (Microsoft Word) 

· Exam 3 (Microsoft Excel and Integration of Excel and Word)
· Exam 4 (Microsoft Access)
· Exam 5 (Microsoft PowerPoint )

No other components add to your grade. There is no graded homework, but you are encouraged to do homework assignments to ensure your proficiency.
Exams: 

All five exams are hands-on computer projects which must be completed in the classroom or computer lab.  The first exam emphasizes terms and concepts and is a mixture of “hands on” and multiple choice/True-False/matching/fill-in-the-blank.  For all exams, you may use your textbook, your notes, or the Windows/Office “Help” feature as references. However, you may not seek or use the aid of another person. 

Exam late-completion policy:  Plan to take the exams on the dates shown in the attached schedule.  In order to allow for extraordinary circumstances, you may take an exam late, but late exams will have points deducted as follows:

· Up to one week late - 10% deducted from your exam grade.
· One week to two weeks late - 20% deducted 

· Beyond two weeks late -you will receive a grade of zero (0%) for the exam. 

You may not take Exam 5 after the last day of classes unless you apply for and are granted an “I” grade for the course.
Course/Class Policies:

Lecture Behavior

I have one guiding class rule:  Respect one another.  This rule involves you, me, and your fellow students.  Web surfing, solitaire-playing, internet chatting, paper-writing, phone texting, conversations by students during lecture are the most common violations of this rule.  Once lecture begins, please use your computer only for following the class lesson and either listen or pretend to listen.
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:

1. The student is unable to complete the course during the semester due to circumstances beyond their control. 
2. The student must have earned at least half of the grade points needed for a “C” by the end of the semester. 
3. The request for the grade must be made in person to the instructor and necessary documents completed. 
4. 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 and will be held responsible for all material covered in class.  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.  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.  Don’t expect me to withdraw you if stop attending.  If you don’t take all the exams and don’t withdraw, you’ll likely fail the course.  
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)”.   Students with disabilities who believe that they may need accommodations in this class are encouraged to contact the Office of Students with Disabilities (OSD) as soon as possible to better ensure that such accommodations are implemented in a timely fashion. The OSD will complete the Approved Accommodations & Academic Adjustments form. You must present this completed form to me so I know what accommodations and adjustments to make to accommodate your disabilities. You must do this at the beginning of the semester. You should expect a reasonable amount of time for me to make changes to the course to accommodate you. 

 
Missed Exam Deadline:

If you do not take an exam by the scheduled deadline and have NOT made prior arrangements with me, then I will give you an opportunity to take a make-up exam as soon as possible. However, late exams are penalized in scoring.  See "Exam Late-Completion Policy” above. 
In order to waive the 10% or 20% score reduction on the make-up exam, you will need to meet the following conditions. 

• You must have experienced an unforeseen and sudden emergency. 

• You must present documented proof of your emergency. 

• You must contact me in person, by phone, or by e-mail on or before the exam administration date and time. 

Course Preparation/Study/Learn/Homework Cycle:

This is a hands-on course.  You can’t learn the material just from reading the book or listening in class.  Course mastery will come only with a combination of reading, listening and doing.  Here’s my suggestion for handling this course:

1. Read the course material before class.  This will give you a general idea of what we’re going to cover.  We’ll follow the book very closely.  If you have a computer at home or in the lab, it’s best to read the material while sitting at the computer.  If not, keep in mind that the text is extremely detailed (e.g., “type this word, press this key”) in its presentation and it’s easy to “lose sight of the forest for the trees”.  Try to get a sense of what we’re trying to accomplish, rather than understanding each mouse click.  If you can’t read the material in front of a computer, then at least read the introductory paragraphs at the beginning of the chapter and at the top of every even-numbered page, prior to the “Steps” section.
a. Each of the lessons (after the 1st two) uses a “Project File” as input.  All project files are available to you on the lab’s network storage I:\Data Files drive or they are downloadable from the textbook’s web site, www.course.com .  Project files for lectures and assigned lab exercises are available on Blackboard
b. “Terms” are very important.  Exercise your understanding of the terms used by doing the “Concepts Review” at the end of each chapter on your own..

c.   Each class will have a folder on the lab’s network storage under I:\whu. I will make the correct answers to all the exercises available to you in each class folder in a file called “Lab Solutions 

2. Follow along at your computer in class.  I will go over the text material during the lecture portion of class.  I teach this course “with mouse in hand” and we will go over almost every mouse-click described in the text exercises.  We’ll move quickly through the material in class and it’s easy to get behind if you haven’t prepared by pre-reading the material.  You can preview or review the classroom discussion using the Video Companion DVD that comes with your textbook.
3. Do the Lab Exercise in the Lab portion of class.  I will assign a lab exercise for each lab period.  For most classes, the lab exercise consists of the “Skills Review” at the end of each text chapter.  Don’t leave the lab until you understand each step and ask me for help, if needed.  Project files for the assigned lab exercises are available on Blackboard.
4. Do the homework on your own after class.  Although homework is not graded, you should plan on finishing at least one of the “Independent Challenges” or “Visual Workshops” at the end of each chapter.  I have suggested the most appropriate homework projects in the attached Lesson Assignment handout.  I won’t collect or grade your homework, but will be happy to discuss any problems or questions with you.  Note most of the Exam projects will come directly from some of the Independent Challenges and/or Visual Workshops.
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.


Course Schedule:


Attachment 1
Lesson Assignments:


Attachment 2
12/16/2010
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