DAKOTA COLLEGE AT

BOTTIN EAU COURSE SYLLABUS

Course Prefix/Nunber/Title CSA 101 —Introductionto Conputers

Nu mber of Gedts: 3Gedts

Course Descri ption: Generd hardware and soft ware issues such as: ter nnnd ogy, environnments.
Applicati ons such as: word processi ng spreadsheets, databases, | nternet usage.

Pre-/Co-requsites: None

Course Ohj ecti ves:

e Students wll learnthe funda mentas o Mcrosoft (fice and de nonstrate ahilities through tasks
and exans

e To expose students to practicd exanpl es of the conputer as a usefu tod

e To acquai nt students wththe proper procedures to create documents, worksheets, databases,
and presentati ons stitabd efar coursework, prof essi onal purposes, and personal use

e To hd pstudents dscover the underlyi ng functi onality of Mcrosoft (fice sothat they can
becore nore productive

e To devd op an exerdse oriented approach that dlows learn ng by dd ng

e To encourageindependent study

Instructor: Kayla OTod e

Office NsC 102

Office Hours: By arrangement

Phone: 701-228 5479

E mail: kayl a otod e @akotacdl ege edu

Lecture/Lab Schedu e Oiline

Text book(s): Open Educationa Resources — No textbookisrequred The ful version of Nicrosoft (ffice
365isrequred Thisisfreefor students to downl oad The online version of Nicrosoft (fice wil not
wor k.

Course Requrenents: Gades wll be cdcuated by dividngtotd pdnts earned by tatd pd nts
availad e You wll need access to a desktop or laptop conputer totakeths dass. You cannot use a

phone, tad et or Chronmebook totake this dass.

Grad ng Assignments and prg ects are graded seven days after the date due.

Grad ng Scd e
e A=90100%
e B=8089%



e C=7079%
e D=6069%
e F=059%

Tentati ve Course QOutli ne:

Topic

Wel come

Dgtd Literacy

The I nternet, Safety, and Security

Operati ng Systens and Fle
VB nage ment

Har dwar e and Soft ware

Modu e 1
What’s Due?
I ntros
Syilabus Quiz
D scussion — Dgtd Literacy
Assignment — Dgtd Lliteracy
D scussi on - The | nternet
Skills Check —Safety &Security
Assignnment —Safety &Security
D scussion - Oper ati ng Syste s
D scussi on — Har dwar e/Soft ware
Case Study — Modu e 1
Exam— Modu e 1

Totd Pdnts Availadeto Earnfor Mdu e 1:

Pai nts
5
5
10
20
10
10
20
10
10
30
30

160

Due Date
August 30

Septe mber 10

September 17

Septe mber 24

Septe mber 24

Topic

M crosoft Word — Hyers & Newsl etters

M crosoft Word — Research Papers

M crosoft Word — Letters and Labds

What’s Due?

Skills Check — Hyers

Skills Check — Newsl etters
Assignment — Hyers & Newsl etters
Skills Check — Research Paper
D scussi on — Research Paper
Assi gnment — Research Paper
Skills Check — Letters

Skills Check — Labd s

Exam— Modu e 2

Case Study — Modul e 2

Totd Pdnts Availadeto Earnfor Mbdu e 2

Pai nts
10
10
20
10
10
20
10
10
30
30

160

Due Date

October 1

Oct ober 8

Oct ober 15

Topic

M croscoft Excd — Greati ng Worksheets

M crosoft Excd — For mul as, Functi ons
and Tal es

M crosoft Excd — Charts & What-If
Anal ysis

What’s Due?

Skills Check - Wérksheets
Skills Check - Wérksheets
Assignment - Worksheets
Skills Check — For mul as

Skills Check - TaHd es

Assi gnment — For mul as and Tall es
Skills Check — Charts

Skills Check - What-If Analysis
Exam— Modu e 3

Case Study — Mbdu e 3

Totd Pdnts Availad eto Earnfor Mbdu e 3:

Modu e 4

Pai nts
10
10
20
10
10
20
10
10
30
30

160

Due Date

Oct ober 22

Oct ober 29

Nove mber 5

Topic
M crosoft Access —Introto Access

M crosaoft Power Pa nt — Greating
Present ati ons

What’s Due?

Skills Check —Introto Access

D scussion —Introto Access
Assignnment - Access

Skills Check - Creati ng Presentati ons
Skills Check — Creati ng Presentati ons

Pai nts
10
10
20
10
10

Due Date

Nove mber 12

Nove mber 19



Assi gnment — (reati ng Presentati ons 20

Skills Check - Enhanci ng Present ati ons 10
M crosoft Power Pd nt —Enhanci ng Skills Check - Enhanci ng Present ati ons 10 Nove mber 26
Present ati ons Exam— Modu e 4 30
Case Study — Modu e 4 30
Totd Pd nts Availab eto Earn for Mbdu e & 160
Topic What’s Due? Paints Due Date
Co mmuni cati on Technd ogi es — Skills Check — M deo Conf erend ng 10 Dece rber 3
M deoconferend ng Assi gnment—M deo Conf erending 20
Skills Check — E nails 10
Co mmuni cati on Technd og es — Emails D scussi on — Enails 10 Dece nber 10
Assignment - Enails 20
Exam— Modu e 5 30
W ap-up Week Case Study —Fnd Prg ect 50 Dece nber 19
Assignment —F nad Refl ecti on 10
Totd Pd nts Availabd eto Earnfor Mbdu e 5 160

Generad Educati on Conpetency/Learn ng Outcome(s) OR CTE Conpetency/Depart nment
Learn ng Outcome(s): Enp oys i ndustry specific skillsin preparati onfor workg ace read ness.
Learn ng Outcone #2 Enploy managenent o i nfor mati on procedures.

Rel ati onsh pto Canpus Focus: A first, nature and technd ogy nmay see mto be opposites, but peop e
by nature are curious. This curi osity and quest for know edge has ledtothe devd opnent o dl

technd ogy. Inturnthstechnd ogy can be used to care far the Earth and therefore i nprove the quaity
of

lifefor dl peop e

d assroom Pdid es:
e Students arerequiredtocompl ete dl dass actiities.
e Cheating Wil resutinthe automaticfalue o ths course
e Al assignments wil be submttedin Backboard
e Assignments that arelatew !l have pad nts deducted accord ngy. 10%for each daylate Once an
assignment has reached ava ue of zerg it Wil not be accepted
e Inconpletes are hand ed accord ng tothe canpus pdicy.

Student Ensil Pdicy:

Dakota Cdlege at Bottineauisincreasi ngy dependent upon ensil as an offidd for mof communi cati on
A student’s ca npus-assi gned enail address wll be the oy one recognized by the Canpus for dffidd
mailings. Theliaklityfor missing or not acti ng uponimportant i nfor mati on conveyed vi a canpus enail
rests wththe student.

Acadenic Integrity:

Accord ngtothe DCB Student Handbook, students are responsi d efor subntting ther own work
Students who cooperate on ord or witten exaninations or work wthout authorizati on sharethe
responsi Hlity for vid ati on of acade nic prind d es, and the students are sulj ect to dsd di nary acti on
even when one o the studentsis not enrdledinthe course where the vidationoccurred The Code
detaledinthe Acade nic Honesty/ D shonesty secti on of the Student Handbook will serve as the

gu ddinefor cases where cheating dagaris mor ather acade nmici npr opri eti es have occurred

Disabilities or Specid Needs:



Students wth dsaklities or specid needs (acade nic or ather wse) are encouraged to contact the
istructor and Dsakility Support Servi ces.

Titlel X

Dakota Cdlege at Botti neau ( DCB) facuty are comnitted to hd @ ng create a safel earni ng environment
for dl students and for the Cdlege as a whd e Hease be awarethat dl DCB e npl oyees (at her than
those desi gnated as confi denti d resources such as advocates, counsd ors, d ergy and healthcare

provi ders) arerequiredtoreport i nfor mati on about such dscri nhnati on and harass ment tothe Cdl ege
TitlelX Coord nator. Ths means that if astudent tdlsafacdty nmember about a situati on of sexual
harass ment or sexual vidence o ather rd ated nmisconduct, thefacuty nmember must share that

ifor mati on wththe Cdleg€e s Titlel X Coord nator. Students wsh ngtospeak to a confi dentid

e npl oyee who does not have this reporti ng responsi llity canfind alist o resources onthe DCB Titlel X
webpage.



