
Course Prefi x/ Nu mber/ Title: CSCI 101 – Introducti on to Comput ers 

 

Nu mber of Credits: 3 Credits 

 

Course Descri pti on: General hardware and soft ware issues such as: ter mi nol ogy,  environments. 

Appli cati ons such as: word processi ng, spreadsheets, dat abases, Internet usage.  

 

Pre-/ Co-requisites: None 

 

Course Obj ecti ves:  

• St udents will learn t he funda ment als of Mi crosoft Office and de monstrate abilities through tasks 

and exa ms 

• To expose st udents t o practical exa mpl es of the computer as a useful tool  

• To acquai nt st udents wit h the proper procedures t o creat e documents, worksheets, databases, and 

present ati ons suitabl e for course wor k, professi onal purposes, and personal use 

• To hel p students discover the underl yi ng functi onalit y of Mi crosoft Office so t hat they can 

become more producti ve 

• To devel op an exercise-orient ed approach t hat allows learni ng by doi ng 

• To encourage i ndependent st udy 

 

Instruct or: Kayl a O’ Tool e 

 

Offi ce: NSC 102 

 

Offi ce Hours: By arrangement  

 

Phone: 701-228-5479 

 

Email: kayl a. ot ool e @dakotacollege. edu 

 

Lect ure/ Lab Schedul e: Tuesdays @12: 30 PM i n TH 212 and Onli ne 

 

Text book(s): Open Educational Resources – No text book is required. The full versi on of Mi crosoft 

Office 365 is required. This is free for st udents t o download. The onli ne versi on of Mi crosoft Office will 

not work.  

 

Course Require ments: Grades will be calcul ated by divi di ng t otal poi nts earned by t otal poi nts 
availabl e. You will need access t o a deskt op or lapt op comput er to take t his class. You cannot use a 

phone, tabl et or Chromebook t o take t his class. 

 

Gr adi ng: Assi gnments and projects are graded seven days after the dat e due.  

 

Gr adi ng Scale:  

• A = 90-100 % 

• B = 80-89 % 

• C = 70-79 % 

• D = 60-69 % 

• F = 0-59 % 



Tent ati ve Course Outline: 

Mo dul e 1 
Topi c What’s Due? Poi nts Due Date 

Wel co me 
In- Person Cl ass - Intros & Overvi ew 

Syll abus Qui z 

10 

5 

August 27 

August 30 

Di gital Literacy 

Onli ne Cl ass 

Di scussi on – Di gital Literacy  

Assi gn ment – Di gital Literacy 

 

10 

20 

 

Sept e mber 3 

Sept e mber 3 

The Internet In- Person Cl ass – The Internet 10 Sept e mber 3 

Onli ne Safet y and Securit y 

Onli ne Cl ass 

Skills Check – Safet y & Security 

Assi gn ment – Safet y & Security 

 

10 

20 

 

Sept e mber 9 

Sept e mber 9 

Operati ng Syste ms and File 

Ma nage ment  
In- Person Cl ass – Operati ng Syst e ms  10 Sept e mber 10 

Har dware and Soft ware 

Onli ne Cl ass 

Assi gn ment – Hardware/ Software 

Case St udy – Modul e 1 

Exa m – Modul e 1 

 

10 

30 

30 

 

Sept e mber 16 

Sept e mber 16 

Sept e mber 16 

Tot al Poi nts Avail abl e to Earn for Modul e 1: 165  

Mo dul e 2 
Topi c What’s Due? Poi nts Due Date 

Mi cr osoft Wor d – Fl yers & Ne wsl etters 

In- Person Cl ass – Fl yers 

Onli ne Cl ass  

Skills Check – Ne wsl etters 

Assi gn ment – Fl yers & Ne wsletters 

10 

 

10 

20 

Sept e mber 17 

 

Sept e mber 23 

Sept e mber 23 

Mi cr osoft Wor d – Research Papers 

In- Person Cl ass – Research Papers 

Onli ne Cl ass  

Skills Check – Research Papers 

Assi gn ment – Research Papers 

10 

 

10 

20 

Sept e mber 24 

 

Sept e mber 30 

Sept e mber 30 

Mi cr osoft Wor d – Letters and Labels 

In- Person Cl ass – Letters/ Labels 

Onli ne Cl ass  

Assi gn ment – Labels 

10 

 

10 

Oct ober 1 

 

Oct ober 7 

Mi cr osoft Wor d – Recap Week 

In- Person Cl ass – Recap Week 

Onli ne Cl ass  

Exa m – Modul e 2 

Case St udy – Modul e 2 

10 

 

30 

30 

Oct ober 8 

 

Oct ober 14 

Oct ober 14 

Tot al Poi nts Avail abl e to Earn for Modul e 2: 170  

Mo dul e 3 
Topi c What’s Due? Poi nts Due Date 

Mi cr osoft Excel – Creati ng Worksheets 

In- Person Cl ass – Wor ksheets 

Onli ne Cl ass  

Skills Check - Wor ksheets 

Assi gn ment - Wor ksheets 

10 

 

10 

20 

Oct ober 15 

 

Oct ober 21 

Oct ober 21 

Mi cr osoft Excel – For mul as, Functi ons 

and Tabl es 

In- Person Cl ass- For mul as and 

Tabl es 

Onli ne Cl ass  

Skills Check – For mul as and Tabl es 

Assi gn ment – For mul as and Tabl es 

10 

 

10 

20 

Oct ober 22 

 

Oct ober 28 

Oct ober 28 

Mi cr osoft Excel – Charts & What -If 

Anal ysis 

In- Person Cl ass – Charts 

Onli ne Cl ass  

Assi gn ment – Charts/ What-If 

10 

 

10 

Oct ober 29 

 

Nove mber 4 

Mi cr osoft Excel – Recap Week 

In- Person Cl ass – Recap Week 

Onli ne Cl ass  

Exa m – Modul e 3 

Case St udy – Modul e 3 

10 

 

30 

30 

Nove mber 5 

 

Nove mber 12 

Nove mber 12 

Tot al Poi nts Avail abl e to Earn for Modul e 3: 230  



Mo dul e 4 
Topi c What’s Due? Poi nts Due Date 

Mi cr osoft Access – Intro t o Access 

In- Person Cl ass – Intro t o Access 

Onli ne Cl ass  

Di scussi on – Intro t o Access 

Assi gn ment - Access 

10 

 

10 

20 

Nove mber 12 

 

Nove mber 18 

Nove mber 18 

Mi cr osoft Power Poi nt – Creating 

Present ati ons 

In- Person Cl ass - Creati ng Present ati ons 

Onli ne Cl ass  

Skills Check – Creati ng Present ati ons 

Assi gn ment – Creati ng Presentations 

10 

 

10 

20 

Nove mber 19 

 

Nove mber 25 

Nove mber 25 

Mi cr osoft Power Poi nt – Enhanci ng 

Present ati ons 

In- Person Cl ass–Enhanci ng Present ati ons 

Onli ne Cl ass  

Assi gn ment – Enhanci ng Present ati ons 

Exa m – Modul e 4 

Case St udy – Modul e 4 

10 

 

10 

30 

30 

Nove mber 26 

 

Dece mber 2 

Dece mber 2 

Dece mber 2 

Tot al Poi nts Avail abl e to Earn for Modul e 4: 160  

Mo dul e 5 
Topi c What’s Due? Poi nts Due Date 

Co mmuni cati on Technol ogi es – 

Vi deoconferenci ng & Emails 

In- Person Cl ass – Vi deo Conferenci ng 

In- Person Cl ass – Emails 

Onli ne Cl ass  

Skills Check – Emails and More 

Assi gn ment –Vi deo Conferencing/ Emails 

5 

5 

 

10 

20 

Dece mber 3  

Dece mber 3 

 

Dece mber 9 

Dece mber 9 

Wr ap-up Week 

In- Person Cl ass 

Onli ne Cl ass 

Exa m – Modul e 5 

Case St udy – Fi nal Project 

Assi gn ment – Fi nal Refl ecti on 

10 

 

30 

50 

10 

Dece mber 10 

 

Dece mber 19 

Dece mber 19 

Dece mber 19 

Tot al Poi nts Avail abl e to Earn for Modul e 5: 140  

 

General Educati on Co mpet ency/ Learni ng Out come(s) OR CTE Co mpet ency/ Depart ment 

Learni ng Out come(s): Empl oys i ndustry specific skills in preparati on for workpl ace readi ness.  

Learni ng Out come #2: Empl oy manage ment of i nformati on procedures.  

 

Rel ati onshi p to Ca mpus Focus: At first, nat ure and technol ogy may see m t o be opposites, but peopl e 

by nat ure, are curi ous. This curi osit y and quest for knowl edge has led t o t he develop ment of all 

technol ogy. In t urn t his technol ogy can be used t o care for the Eart h and t herefore, i mprove t he qualit y of 

life for all peopl e. 

 

Cl assroom Policies: 

• St udents are required t o compl et e all class acti vities. 

• Cheati ng will result in t he aut omatic fail ure of this course.  

• All assi gnments will be submi tted i n Bl ackboard.  

• Assi gnments t hat are late will have poi nts deduct ed accordi ngl y. 10 % for each day late. Once an 

assi gnment has reached a val ue of zero, it will not be accept ed.  

• Incompl etes are handl ed accordi ng t o t he ca mpus policy.  

 

St udent Email Policy:  
Dakot a College at Botti neau is increasi ngl y dependent upon e mail as an official for m of communi cati on. 

A st udent’s ca mpus-assi gned e mail address will be t he onl y one recogni zed by t he Ca mpus for official 

maili ngs. The liability for mi ssi ng or not acti ng upon i mportant i nfor mati on conveyed vi a ca mpus e mail 

rests wit h t he st udent.  

 

 



Acade mi c Int egrit y:  
Accordi ng t o t he DCB St udent Handbook, st udents are responsi bl e for submitti ng their own wor k.  

St udents who cooperate on oral or written exa mi nati ons or work wit hout aut horization share t he 

responsi bility for vi olati on of acade mi c pri nci pl es, and the st udents are subj ect to di sci pli nary acti on even 

when one of the st udents is not enrolled i n t he course where t he vi olati on occurred.   The Code detailed i n 

the Acade mi c Honest y/ Di shonest y secti on of the St udent Handbook will serve as the gui deli ne for cases 

where cheati ng, plagi aris m or ot her acade mi c i mpr oprieties have occurred.  

 

Di sabilities or Special Needs: 
St udents wit h disabilities or speci al needs (acade mi c or ot her wi se) are encouraged to cont act the 

instruct or and Di sability Support Servi ces.  

 

Title I X:  
Dakot a College at Botti neau ( DCB) facult y are commi tted t o hel pi ng create a safe learni ng environment 

for all st udents and for the Coll ege as a whol e. Please be aware t hat all DCB e mpl oyees (ot her t han t hose 

desi gnat ed as confi dential resources such as advocat es, counsel ors, clergy and healthcare provi ders) are 

required t o report infor mation about such discri mi nati on and harass ment t o t he Col lege Title I X 

Coor di nat or. This means t hat if a st udent tells a facult y me mber about a sit uati on of sexual harass ment or 

sexual vi olence, or ot her relat ed mi sconduct, the faculty me mber must share t hat infor mati on wit h t he 

Coll ege’s Title I X Coordi nat or. St udents wishi ng t o speak t o a confi dential e mpl oyee who does not have 

this reporti ng responsi bility can fi nd a list of resources on t he DCB Title I X webpage.  

 

 


