DAKOTA COLLEGE AT

BOTTIN EAU COURSE SYLLABUS

Course Prefix Number/ Title: CSA 101 - Introductionto Gomputers
Nu nmber of Qedits: 3 Gedits

Course [Description: General hardware and soft ware issues such as: ter ninol ogy, environnents.
Applications such as: word processing, spreadsheets, databases, Internet usage.

Pre-/ Co-requisites: None

Course (jecti ves:

o Sudents wll learnthe fundanentals of Nicrosoft Gfice and de nmonstrate ahilities through tasks
and exans
To expose students to practical exanples of the conputer as a usefu tod

e To acquaint students wththe proper procedures to create docunents, worksheets, databases, and
presertations suitable for coursework, professional purposes, and personal use

e To hel pstudents discover the underlying functionality of Mcrosoft (Ffice sothat they can
becone mnore productive

e To devel op an exercise-ariented approach that alows learning by doi ng

e To encourage i ndependent study

Instructor: Kayla O Toole

Office: NSC 102

Office Hours: By arrangenent

Phone: 701-228-5479

Email: kayla aod e @lakotacadllege. edu

Lecture/ Lab Schedule: Tuesdays @2:30 PMin TH 212 and Online

Text book(s): Qpen Educational Resources — Notextbook isrequired The ful version of Mlcrosoft
Office 365isrequired Thisis free for students to download The online version of M crosoft Gfice will
not work

Course Requirenents: Gades wil be calculated by dividngtaa poirts earned by tata points
available. You wll need access toa deskiop or laptop conputer totake this dass. You cannat use a

phone, tablet or Chronebook totake this dass.

Grading Assignnents and prgjects are graded seven days after the date due.

Grading Scale
e A=90100%
e B=8089%
e C=70-79%
e D =6069%
e F=059%



Tentative Course Qutline:

Mbdule 1

Topic What’s Due? Poai nts Due Date

Wl cone In-Person Qass - Intros & Overview 10 August 27
Syllabus Quiz 5 August 30
Online dass

D gital Literacy Discussion — Digital Literacy 10 Septe mber 3
Assignnent — Digital Literacy 20 Septe mber 3

The Irternet In-Person Qass — The Internet 10 Septe nber 3
Online dass

Online Safety and Security Skills Check — Safety & Security 10 Septe mber 9
Assignnent — Safety & Security 20 Septe mber 9

Operating Systens and Fle B .

M nage nert InPerson @Qass — Qperating Systens 10 Septe nmber 10
Online Aass
Assignnent — Hardware/ Software 10 Septe nber 16

VTS I SRR Case Sudy — Mvdule 1 30 Septe nmber 16
Exam— Mdule 1 30 Septe mber 16

Total Points Availableto Earnfor Mbdule L: 165
Mbdule 2

Topic What’s Due? Poi nts Due Date
InPerson Qass — Hyers 10 Septe mber 17
Online dass

rEEn tuel =R e s lstleies Skills Check — Newsl etters 10 Septe nber 23
Assignment — Hyers & Newsletters 20 Septe mber 23
InPerson @ ass — Research Papers 10 Septe mber 24
Online dass

M crosoft Wrd — Research Papers Skills Check — Research Papers 10 Septe nmber 30
Assignment — Research Papers 20 Septe nmber 30
In-Person G ass — Letters/ Labels 10 Oct ober 1

M crosoft Word — Letters and Labels Online Qass
Assignment — Labels 10 Oct ober 7
In Person Gass — Recap Véek 10 Cct ober 8
Online Qass

Mocrosoft Verd — Recap Veek Exam— Mdule 2 30 October 14
Case Sudy — Mbdule 2 30 Oct ober 14

Total Points Availabeto Earnfor Mvdule 2 170
Module 3

Topic What’s Due? Poi nts Due Date

In-Person @ ass — Wrksheets 10 Oct ober 15
. Online Aass

M crosoft Bxcel — (reating Worksheets Skills Check - W ksheets 10 Oct ober 21
Assignment - Wrksheets 20 Oct ober 21
_Irgbllz’:son @ ass- For mul as and 10 Oct ober 22

M crosoft Excel — For mul as, Functions Online d ass

i) T 23 Skills Check — For mul as and Tahl es ;8 gt ggg: gg
Assignment — For mulas and Tables

M crosoft Excel — Charts &What-If Inf’erson Qass — Charts 10 Oct ober 29

Anal ysis Onl_l ne dass
Assignment — Charts/ What-If 10 Nove nber 4
In-Person Gass — Recap Wek 10 Nove mber 5
Online Aass

AIEESET B IR s Exam— Mdule 3 30 Nove nber 12
Case Sudy — Mvdule 3 30 Nove nber 12

Total Points Available to Earnfor Mbdule 3: 230



Mbdule 4

Topic What’s Due? Points Due Date
In-Person Gass —Irtroto Access 10 Nove nmber 12
Online Aass
MIETESER: 8628 —|TOUE /a5 Discussion —Irtroto Access 10 Nove nber 18
Assignment - Access 20 Nove nber 18
In-Person Qass - Geating Presentati ons 10 Nove nmber 19
M crosoft Power Point — Greating Online Qass
Presentations Skills Check — Greating Presentati ons 10 Nove mber 25
Assignment — Greating Presentations 20 Nove mber 25
In- Person @ ass—Enhanci ng Presentati ons 10 Nove nber 26
. . Online dass
grﬂezreﬁﬁopn:mer FEIE = EEnE Assignnent — Enhancing Presentati ons 10 Dece nmber 2
Exam— Mvdule 4 30 Dece nber 2
Case Sudy — Mbdule 4 30 Dece nber 2
Total Points Available to Earnfor Mvdule 4: 160
Mbdule 5
Topic What’s Due? Points Due Date
InPerson @ass — Mdeo Conferencing 5 Dece nber 3
Co mimuni catiion Techndl ogies — Ir}I_Derson Qass — Emails 5 Dece nber 3
M deoconferencing & Emails 7@?“”9 L .
Skills Check — Enails and Mre 10 Dece nber 9
Assignnent—\M deo Conferencing Enails 20 Dece mber 9
In-Person Gass 10 Dece nber 10
Online Qass
W ap-up Véek Exam— Mvdule 5 30 Dece mber 19
Case Sudy — FAnal Prgect 50 Dece mber 19
Assignnent — FHnal Reflection 10 Dece nber 19
Total Points Availabe to Earnfor Mbdule 5: 140

CGeneral Education Conpetency/ Learning Qutconme(s) OR CTE Conpetency/ Depart nent
Learning Qutcone(s): Empl oys industry specific skillsin preparation for wor kpl ace readi ness.
Learning Qutcomne #2 Enploy nanage nent of i nformation procedures.

Relationshipto Ganpus Focus: A first, nature and technol ogy nay see mto be opposites, but people
by nature, are curious. This curicsity and quest for knowl edge has ledtothe developent of al

technal ogy. Inturnthistechnol ogy can be usedto care for the Earth and therefore, i nprove the quality of
life for al people

A assroom Polides:
e Sudents arerequiredto complete all dass activities.
e Cheating wll resut inthe automatic failure of this course.
o Al assignnents wll be submittedin Backboard
e Assignnentsthat arelate will have paints deducted accordingly. 10%for each day late. Once an
assignnent has reached a val ue of zerq, it wll nat be accepted
e Inconpletes are hand ed accordingtothe canpus pdlicy.

Student Enail Pdicy.

Dakata College a Bottineau isincreasingly dependent upon enail as an officid for mof co mmuni cation
A student’s canpus-assigned e nail address wll be the onl'y one recogni zed by the Ca npus for official
meilings. The liability for missing or nat acting upon i nportant infor nation conveyed via canpus e nail
rests wththe student.



Acade mc Integrity:.

Accordingtothe DCB Sudent Handbook, students are responsible for submtting their own work

S udents who cooperate onoral or witten examnations o work wthout aut horization share the

responsi bility for vidation of acade mic principles, and the students are subject todisci plinary action even
when one of the students isnot enrdledinthe course where the vidation occurred The Code detailedin
the Acade mc Honesty Dishonesty section of the Sudent Handbook wil serve as the guideline for cases
where cheating pagiarismor aher acade nmic i nproprieties have occurred

Disabilities or Special Needs:
Sudents wth disabilities or special needs (acade mic or aher wse) are encouraged to contact the
instructor and Dsahility Support Serwices.

Title 1 X

Dakata College a Bottineau ( DCB) faculty are commi tted to hel ping create a safe learning environment
for al students and for the College as a whole. Aease be aware that all DCB e npl oyees (a her than those
designated as confidentia resources such as advocates, counsel ors, dergy and healthcare provi ders) are
requiredtoreport infor nation about such discri mination and harass nent tothe College Title I X
Coordinator. This neans that if astudent tells afaculty ne mber about a situation of sexual harass ment or
sexual vidence, o ather related nisconduct, the faculty ne nber nust share that infor nation wththe
College’s Title I X Coordinator. Sudents wshingto speak to a confidential enpl oyee who does not have
this reporting responsi bility can find a list of resources onthe DCB Title | X webpage.



