MiSU-BOTTINEAU

Course Outline

Name of instructor: Russ Gagnon


Course Title and Number: Introduction to Computers CSCI 101


Credits: 3 


Prerequisite: none
	Course Description: This course provides an overview of microcomputer applications including computer concepts and hardware, Microsoft Windows XP, Microsoft Office XP including Microsoft Word, Microsoft Excel, Microsoft Access, Microsoft PowerPoint, Microsoft Outlook, OLE, creating Web pages, and integration of the applications.


	Required Text: Technology in Action: Introductory Second Edition, Evans, Martin, Poatsy,Prentice Hall, ISBN: (0-13-148905-4) and Beskeen/Cram/Duffy/Friedrichsen/Reding, Pinard, Microsoft Office® 2003, Second Edition - Illustrated Introductory, Course Technology, 2006, (0-619-26840-9).

SOFTWARE : Microsoft Office 2003, Internet Explorer 6, and Windows XP will be used. Another operating system may be used, but students may notice some differences in the appearance of certain dialog boxes.

Two 3 ½” floppy disks or a USB Drive (recommended)Microsoft Office 2003: Introductory Concepts and Techniques, Windows XP Edition Shelly Cashman Vermaat  
(ISBN: 0-619-20024-3) 

Two 3 ½” floppy disks 



	Course Objectives: MSU-B General Ed goals 1,2,3,4, and 9 apply throughout these objectives, at the end of the course, the student will be able to: 

1.
Become computer fluent

2.
Understand and Identify Hardware/Software uses by a computer

3.
Be proficient using Operating System, and File Management tasks.

4.
Understand computer security issues and keep them safe from hackers and viruses.

5.
Understand mobile computing using Laptops, MP3 players, Personal Digital Assistants, and Tablet PCs.

6.
Define the Office 2003 Suite

7.
Create a document with Word 2003

8.
Build a worksheet with Excel 2003

9.
Create a presentation with PowerPoint 2003

10.
Browse the World Wide Web with Internet Explorer and Netscape

11.
Integrate Office information

12.
Manage office tasks with Outlook 2003





	Course Content: In this course, you will learn the most important topics of Computer Hardware/Software usage, and Microsoft Office 2003. You will first learn about essential computer concepts.  Next, you will learn more advanced skills for Word, Excel, Access and PowerPoint. You will learn how to integrate Office documents in four units that follow the Excel, Access, Word, and PowerPoint sections. The last section of the course provides an overview of Outlook, see objectives. 


	Course Requirements and Evaluation: 
GRADING:  Assignments, quizzes, and tests are computed for total points.

90-100= A     80-89=B     75-79=C     65-74=D     below 65=F





MSU – Bottineau

CSCI 101—Introduction to Computers
Course Syllabus
Instructor:  
Mr. Russ Gagnon

Office: 

Administration Building Room 152

Office Hours:
By appointment please

Phone: 

Office 858-4340, Home: 852-3463 before 9 p.m.

E-mail:

russ.gagnon@minotstateu.edu

Course Description

This course provides an overview of microcomputer applications including computer concepts and hardware, Microsoft Windows XP, Microsoft Office XP including Microsoft Word, Microsoft Excel, Microsoft Access, Microsoft PowerPoint, Microsoft Outlook, OLE, creating Web pages, and integration of the applications.

Textbook and supplies
Microsoft Office® 2003, Second Edition - Illustrated Introductory; Beskeen/Cram/Duffy/Friedrichsen/Reding, Pinard; Course Technology, 2006, (0-619-26840-9).
SOFTWARE : Microsoft Office 2003, Internet Explorer 6 or 7 and Windows XP will be used. Another operating system may be used, but students may notice some differences in the appearance of certain dialog boxes.

Two 3 ½” floppy disks or a USB Drive (recommended)
OBJECTIVES: At the end of the course, the student will be able to: 

1. Become computer fluent

2. Understand and Identify Hardware/Software uses by a computer

3. Be proficient using Operating System, and File Management tasks.
4. Understand computer security issues and keep them safe from hackers and viruses.

5. Understand mobile computing using Laptops, MP3 players, Personal Digital Assistants, and Tablet PCs.

6. Define the Office 2003 Suite
7. Create a document with Word 2003

8. Build a worksheet with Excel 2003

9. Create a presentation with PowerPoint 2003
10. Browse the World Wide Web with Internet Explorer and other browsers
11. Integrate Office information

12. Manage office tasks with Outlook 2003

MSU-B General Ed goals 1,2,3,4,and 9 apply throughout these objectives.
GRADING:  Assignments, quizzes, and tests are computed for total points.

90-100= A     80-89=B     70-79=C     65-69=D     below 65=F
Teaching Methods
1. Lectures/Demonstrations: The first half of each class will be used to highlight the important material within each unit using interactive discussions, group work, handouts, and computer demos.  You are expected to read each assigned project prior to the lecture. Lectures will be short, to the point, and will discuss the highlights of the Project for that week.
2. Labs: The last half of each class is dedicated to hands-on learning, facilitated by the instructor. You will work at your own pace during this portion of the class to solidify the lesson material or to begin work on the weekly projects. 
3. Projects: I anticipate that each project and activity from the end of the unit discussed during that week will be assigned.
4. Quizzes and Tests: Unannounced quizzes will not be available to be made up. It is anticipated that there will be five tests and a final. Students missing a preannounced test without making prior arrangements will not be allowed to retake the test. 

5. Preparing for Examinations: Attend lecture and read the chapters. At least 90% of the questions are taken directly from the reading material. 
Course Policies:
1. Missed Classes: Attendance is expected.  Unannounced quizzes, tests, and class projects can be made-up only when students are excused by the instructor prior to class.  You are responsible for the activities of each class period.  If you know of a conflict ahead of time, you are welcome to submit projects early.  Excessive unexcused absence will result in an “F” for the course.  Excessive absence is that amount of missed classroom time that affects learning.
2. Assignments: All assignments are due at the beginning of class on the date due unless specified prior. Late assignments receive one-half credit minus errors and must be turned in before the final.  Make sure your name, and exercise number appear in the upper-right corner. If an exercise has multiple sheets, then staple them together. Disorganized assignments (pages out of order, mislabeled, unreadable, etc.) will be penalized. If there are multiple sheets to be handed in, sequence them according to the order you were told to print them in the exercise instructions.
3. Academic Dishonesty: Plagiarism and cheating are serious offenses and may be punished by failure on exam, paper or project; failure in course; and/or expulsion from the university. For more information, refer to the "Academic Dishonesty" policy in the student handbook.
4. Need for Assistance: If you have any condition, such as a physical or learning disability, for which you need extra assistance, please see me immediately. If you have already met with Student Development personnel, please provide me with information regarding your special needs as soon as possible so that appropriate accommodations can be made.

5. Electronic Devices:  Turn off or mute cellular phones and pagers. 
