	FCS 2250 Computer Applications

Revised January 2006

	Semester:
	Spring 2006

	Class:
	Wednesdays 5:00 to 7:30 p.m.

	Instructor:
	Sharon Lake, Instructor

269-671-4134 (leave message on answering machine)

E-mail: sharonlake2005@yahoo.com 

	Office Hours:
	Wednesdays by appointment

	Course Description:
	Students will learn how computers work and the vocabulary of computing. Students will also learn to use Windows XP; the Internet and E-mail; word processing, spreadsheet, and presentation software. Students will also create a newsletter or brochure using Publisher.

	Required Text:
	Microsoft Office 2003- Introductory Concepts and Techniques Second Edition

Shelley Cashman Series, Course Technology ISBN# 0-619-25485-8

	Modes of Instruction:
	Self-paced. Discussion, demonstrations, hands-on activities, individual written assignments, unit, midterm, and final tests.

	Standards of Academic Honesty:
	Each student is expected to support academic honesty standards by neither giving or accepting assistance on tests, by submitting only his or her own work for credit, and by proper use of computer resources, including respect for software copyrights. Violations of the standards of academic honesty will result in appropriate disciplinary action. Such disciplinary action may include a failing grade in the course, reassignment of work, dismissal from the curriculum, probation or dismissal from the University.


	PROGRAM GOALS: 

The goals of this course are to enable students to:

	1.
	Define and understand computer technology.

	2.
	Use the Windows XP Operating System.

	3.
	Explore the Internet and search engines. 

	4.
	Communicate using E-mail.

	5.
	Use Microsoft Word software for word processing applications.

	6.
	Use Microsoft PowerPoint software to create presentations.

	7.
	Use Microsoft Excel software for spreadsheet applications.

	8.
	Use Microsoft Publisher to create a newsletter or brochure.


	Course Requirements and Points (for Undergraduate Credit)

	Assignment
	Possible Points

	Basic Computer Terminology
	25

	Windows Handout Diagram
	10

	Windows Terminology
	25

	Internet Assignment
	15

	URL Database Table
	25

	Internet Search Test
	30

	E-mail Activity
	10

	Word Lab Exercises (2)
	30

	Word Test
	20

	Mid-Term Exam
	50

	PowerPoint Demonstration (5 Extra Credit Points)
	0

	PowerPoint Lab Exercises (4)
	60

	Excel Lab Exercises (3)
	45



	Excel Lab Exercise (up to 5 Extra Credit points)
	0

	Excel Terminology
	25

	Excel Test
	30

	Publisher Demonstration (5 Extra Credit Points)
	0

	Publisher Terminology
	25

	Publisher Project

	50

	Final Exam
	100

	Total Points
	575

	Course Grade and Criteria for Undergraduate Credit

	Grade
	Criteria

	A
	4.0   
	(93% or more)
	 535 - 575 pts.

	BA
	3.5   
	(85% - 92%)
	 489 – 534 pts.

	B
	3.0   
	(80% - 84%)
	460 - 488 pts.

	CB
	2.5   
	(75% - 79%)
	 431 - 459 pts.

	C
	2.0   
	(70% - 74%)
	 403 - 430 pts.

	CD
	1.5   
	(65% - 69%)
	 374 - 402 pts.

	D
	1.0   
	(60% - 64%)
	345 - 373 pts.

	F
	Failing
	(59% or less)
	344 pts. or less


Demonstrations
( Extra Credit is given for attendance at demonstrations.


( Demonstrations will cover skills/tips to complete requirements/projects.
Tests/Exams
( Open book tests. All tests must be taken in class.


( Midterm and Final Exams are at designated times–open book allowed.
Due Dates
( All assignments and tests must be turned in on or before due date.

( Each week an assignment is late will be a 5 percent grade reduction. 

( All assignments and tests (except Final Exam) must be completed and turned in on or before Class 14 (April 19) in order to receive any credit. 

( Any work turned in after April 19 will not be accepted or receive a grade.
	Schedule of Assignments

	Session and Date
	Assignment

	Class 1

Wednesday, January 11
	Student Information Form

Class requirements and structure 

Introduction to computers

	Class 2
Wednesday, January 18
	Windows 

	Class 3
Wednesday, January 25
	Internet 

	Class 4
Wednesday, February 1
	Internet Search Test 

E-mail message to instructor

Begin Word 

	Class 5
Wednesday, February 8
	Word 

	Class 6
Wednesday, February 15
	Word Test 

E-mail response to instructor

	Class 7
Wednesday, February 22
	Midterm Examination in Lab 

Check with Instructor for Time.

	Class 8
Wednesday, March 8
	PowerPoint 

Advanced PowerPoint Demonstration

	Class 9
Wednesday, March 15
	PowerPoint 

	Class 10
Wednesday, March 22
	Excel 

	Class 11
Wednesday, March 29
	Excel 

	Class 12
Wednesday, April 5
	Excel Test

Begin Microsoft Publisher 

Microsoft Publisher Demonstration

	Class 13
Wednesday, April 12
	Microsoft Publisher 

	Class 14
Wednesday, April 19
	Microsoft Publisher 
All assignments and tests are due.

No Late Assignments will be accepted.

	Class 15
Wednesday, April 26
	Final Examination in Lab 

Check with Instructor for Time.


