
 
 

 

Course Prefix/Number/Title: CSCI 101 / 19051 / Introduction to Computers  

Number of Credits: 3  

Course Description: This course provides students with an overview of general hardware and 

software issues such as terminology and environments. The focus on the use of application 

software includes word processing, spreadsheets, databases, and presentation software.  

Pre-/Co-requisites: None  

Course Objectives: 

•  Students will learn the fundamentals of Office 2019 and demonstrate abilities by  

completing a variety of tasks and assessments 

• To expose students to practical examples of the computer as a useful tool 

• To acquaint students with the proper procedures to create documents, worksheets,  

databases, and presentations suitable for coursework, professional purposes, and personal  

use 

• To help students discover the underlying functionality of Office 2019 so that they can  

become more productive 

• To develop an exercise-oriented approach that allows learning by doing 

• To encourage independent study 

 

Instructor: Linda Conn 

Office: Swain 218  

Office Hours: M – F, 8:00 a.m. to 4:00 a.m.  

Phone: (701) 858-3028  

Email: linda.conn@ndus.edu  

Lecture/Lab Schedule: MWF 12:00-12:50 p.m. Memorial Hall 228 

 
Textbook(s): 
ISBN-9780135417812, 

Go! With MS Office 365, Intro, Gaskin/Vargas/Geoghan/Graviett 

 
 



Course Requirements: 
class discussion, 

participation, and demonstration. Course material will be posted on Blackboard in addition to readings, 

assignments, announcements, and important dates & deadlines. Students are advised to regularly consult 

the Blackboard site for this course. Daily points are earned each class period by attendance and 

completion of assignments 
and activities. 

 

Tentative Course Outline: 
ï Microsoft Office 365 and Windows 10 

ï Office 365 Apps 

o Microsoft Office Features 

o Windows Features 

o File Management 
 

ï Microsoft Word 

o Creating Documents with Word 

o Creating Cover Letters and using Tables to Create Resumes 

o Creating Research Papers 

o Newsletters, and Merged Mailing Labels 
 

ï Microsoft Excel 

o Creating a Worksheet and Charting Data 

o Using Functions, Creating Tables, and Managing Large Workbooks 

o Analyzing Data with Pie Charts, Line Charts, and What-if Analysis Tools 

 

ï Microsoft Outlook 

o Getting Started with Microsoft Outlook 2019 

o Email etiquette 

o Forms, Filters and Reports 
 

ï Microsoft PowerPoint 

o Getting Started with PowerPoint 

o Formatting PowerPoint Presentations 

o Enhancing a Presentation with Animation, Video, Tables and Charts 
 

ï Office Integrated Projects 
Integrating Word, Excel, Access, and PowerPoint 

 

Proposed Weekly Class Schedule  

Week Topics Required Reading  Assignment Due 

1/10 

Week 1 

Introductions, syllabus, 

No Class Monday, 

January 10th (classes 

start after 4pm on this 

day) 

 Introductory 

discussion  

Signed syllabus 

agreement 

Intro Assessment 

Intro to Office 365 

1/17 

Week 2 

In class lecture, 

discussion and lab work 

  



 No School Monday, 

January 17th MLK Day 

 

1/24 

Week 3 

 

In class lecture, 

discussion and lab work 

 

  

1/31 

Week 4 

In class lecture, 

discussion and lab work 

 

  

2/7 

Week 5 

In class lecture, 

discussion and lab work 

 

  

2/14 

Week 6  

 

 In class lecture, 

discussion and lab work 

 

 

  

2/21 

Week 7 

 

In class lecture, 

discussion and lab work 

University Closed 2/21 

No Class 

 

  

2/28 

Week 8  

 

Midterm Exam None Midterm Exam  

3/7 

Week 9 

In class lecture, 

discussion and lab work 

 

  

3/14 

Week 10 

Spring 

Break 

 

No Classes this 

week/Spring Break 

University Closed 

 

  

3/21 

Week 11 

 

In class lecture, 

discussion and lab work 

 

  

3/28 

Week 12 

 

In class lecture, 

discussion and lab work 

 

    

4/4 

Week 13 

 

In class lecture, 

discussion and lab work 

 

  

4/11 

Week 14 

 

No School Friday  4/15 

University Closed 

  

4/18 

Week 15 

In class lecture, 

discussion and lab work 

 No School Monday University Closed  

  



 

4/25 

Week 16 

 

In class lecture, 

discussion and lab work 

 

  

Final Week 

5/2-6 

 

Final Project   

 

Class Assignments 

Attendance/Participation 40 (2.5 per class) 

Intro Computer Assessment  

Daily Activity Assignments 20 

Midterm 50 

Final 100 

_________________________________________________________________________ 

Grading Scale 

90-100% A 

80-90% B 

70-80% C 

60-70% D 

0-60% F 

 

 

General Education Goals/Objectives: In this class, the goal is to prepare the student for Com 

110, which is a required General Education course. 

Program Objectives: 

1. Read Critically to understand content, draw inferences, synthesize information and 

evaluate message and form. 

2. Compose polished writing by way of inventing, drafting, revising and editing-applying 

rules and conventions for standard, edited English (spelling, usage, mechanics). 

3. Demonstrate personal style and technique when creating visual works of art. 

4. Use information effectively and ethically 

5. Synthesize information, utilize listening skills and critical thinking to engage in 

intellectual discussions 

6. Critique others’ work as a group, self-analysis, and/or through writing. 

7. Plan and exhibit a display of class projects when applicable. 

8. Recognize and/or evaluate formal characteristics, synthesize originality and historical 

information. 

 

Relationship to Campus Theme: Dakota College at Bottineau has the theme Nature, 

Technology, and Beyond.  In this class, we will include these items in our reading and writing. 

 

Classroom Policies:  

Attendance-Attendance is required as we only have a short time to learn the material.  We will 

have attendance worth points in every class, which will help your grade.  If there is an illness or 



emergency, absences will be tolerated as long as you email me ahead of the start of class.  I will 

then give you a small assignment to make up for the in class points. 

Cell phones-You may bring your cell phone.  If you get an important call, take it in the hall. 

Your full attention will be needed during class, so although we can use our phones to look up 

items we are discussing or researching, please do not use it for entertainment.  Pay attention to 

class.  I reserve the right to dismiss you from class if your use of phone or electronics distracts or 

disturbs the class. 

Respect-Treat each other and the teacher with respect.  I in turn will treat you with respect.   

Food and drink-Food and drink is welcome in class.  Clean up after yourself if you spill. 

Rest-If you need to excuse yourself for the restroom, that is fine.  You don’t need to ask. 

 

Student Email Policy:  

Dakota College at Bottineau is increasingly dependent upon email as an official form of 

communication. A student’s campus-assigned email address will be the only one 

recognized by the campus for official mailings. The liability for missing or not acting 

upon important information conveyed via campus email rests with the student.  

 

 

Academic Integrity:  The academic community is operated on the basis of honesty, integrity 

and fair play.  It is the expectation that all students, and members of the college community 

adhere to the highest levels of academic integrity.  Violations of academic improprieties will be 

handled using the guidelines outlined in DCB’s Student Handbook.  Late work will be accepted 

up to one week before finals but 10% will be taken off the total points.  

Plagarism: It is the responsibility of participants to avoid practices that may be considered acts of 

academic dishonesty including, but not limited to, dishonesty in quizzes, tests, or assignments; 

claiming credit for work not done or done by others; hindering the academic work of other 

students; misrepresenting academic or professional qualifications within or without the 

University; and nondisclosure or misrepresentation in filling out applications or other University 

records. 

Incidents of academic dishonesty may be documented by the faculty member with a copy of the 

documentation maintained by the department/division chair. A letter of explanation will be sent 

to the student. Cheating may affect the student in accordance with the faculty member’s grading 

policy. The student may appeal the faculty member’s penalty to the department chair. Student 

disciplinary action may result in accordance with the Student Conduct Policy, found in the 

Student Handbook. Academic dishonesty would include, but is not limited to, the following 

types of behaviors:  

a) Misrepresenting another individual’s work as one’s own, e.g. plagiarism from 

hard copy or the Internet.  

b) Copying from another student during an exam.  

c) Altering one’s exam after grading for the purpose of enhancing one’s grade.  

d) Submitting the same paper to more than one class.  

e) Use of any material or device not approved by the instructor during an exam.  

f) Turning in reports intended to be based on field collection data but which are, in 

fact, not.  



g) Failure to respect the confidentiality of persons served or studied and to maintain 

the professional standards for ethical conduct as set forth in The Handbook of 

School Psychology published by the national Association of School 

Psychologists.  

What does this mean for this course?  

In terms of written work, this means that participants have the responsibility to make it very clear 

in all written work what portion of the work the participant wrote and what was written by other 

people. For example, it is perfectly acceptable, and even encouraged, that participants use 

materials and ideas provided by others, such as lesson planning web sites, workshop leaders, 

mentor teachers, or curriculum guides. However, participants need to indicate (such as in a 

footnote) where they got the information that they are adapting for the assignment. In the long-

term, this will be VERY helpful, as participants may not remember the source of the ideas and 

might need or want to go back to that source for additional copies or more ideas. 

Additionally, the work participants turn in for this class must be specifically written for the 

assignments in this course, this semester -- participants may not turn in work (either in whole or 

part) that they have used for a grade in another course, or that was previously turned in by others 

students in this course.  

So, participants must make the original source of their ideas explicit in course assignments and 

must complete exams independently. If participants have any concerns or questions about how to 

appropriately indicate what is their own work and what is derived from the work of others, 

please see the instructor during office hours, or if that time is not convenient, call or email the 

instructor to set an appointment time. Failure to accurately reference original sources falls under 

the category of academic dishonesty and will result in the following: 

The first time a problem of this sort appears in an assignment, the instructor will assume that it is 

unintentional and will ask the participant to re-write the assignment. Points may be deducted 

from the assignment at the instructor’s discretion. The participant will be required to meet with 

the instructor to learn how to avoid this problem in future assignments. The second time this 

problem is noted in an assignment, the participant will be assigned 0 points for that assignment. 

If the problem appears for the third time, the participant will be assigned a failing grade in the 

course. 

 

 

Disabilities and Special Needs:  If you have any condition, such as a physical or learning 

disability, for which you need extra assistance, please inform 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. (see 

more below) 

Title IX 

MSU faculty members are “mandatory reporters,” which means that once we are apprised of 

violence or harassment based on sex and gender, we are required to report the incident to the 

Title IX office on campus, regardless of whether the student wants this information reported or 

not. It may very well be that you would like the information reported, but you do not know 

whom to approach about this information, in which case our mandatory reporting requirements 



will be desirable to you. However, if you just wanted to talk about an incident but do not want it 

reported, neither you nor I have any choice in this matter, and once divulged, I must report it. 

This is just to let you know about the kinds of requirements under which we all are operating. 

Title IX makes it clear that violence and harassment based on sex and gender are Civil Rights 

offenses subject to accountability and support. If you or someone you know has been harassed on 

the basis of sex and gender or assaulted, you can find the appropriate resources on/off Minot 

State University’s campus. These resources include: 

Lisa Dooley, Title IX Coordinator 

Memorial Hall, 4th floor, Room 412 

701-858-3447 

lisa.dooley@minotstateu.edu 

MSU Counseling (Confidential) 

Counseling Services  

Lura Manor-south lower level 

701-858-3371 

Health Services 

Lura Manor-south lower level 

701- 858-3371 

Domestic Violence Crisis Center (Confidential) 

24/7 Crisis Line: 701-857-2200 

24/7 Rape Crisis Line: 701-857-2500 

MSU Campus Safety & Security  

701-858-HELP (4357) 

Minot Police Department 

911/701-852-0111 

Keep Us Safe Web Site 

ADA Accommodation Statement 

In coordination with the Disability Support Service, reasonable accommodations will be 

provided for qualified students with disabilities (LD, Orthopedic, Hearing, Visual, Speech, 

Psychological, ADD/ADHD, Health Related, TBI, PTSD and Other). Please meet with the 

instructor during the first week of class to make arrangements. Accommodations and 

alternative format print materials (large print, audio, disk or Braille) are available through the 

Access Services: located on the lower level of the Gordon B. Olson Library as part of the 

Academic Support Center (ASC).  

mailto:lisa.dooley@minotstateu.edu
http://www.minotstateu.edu/title9/keepusafe.shtml


To schedule an appointment, please login to Starfish or email us 

at access.services@minotstateu.edu for availability. 

▪ Login using your Campus Connection login and password 

▪ Search “Access Services” 

▪ Click on “Schedule Appointment” 

Erika Brorby 

Access Services Coordinator 

701-858-3372 

erika.brorby@minotstateu.edu 

Office Hours: Monday-Friday 8:00 am – 4:30 pm 

Phone: 701-858-4233 

access.services@minotstateu.edu 

 

7.) Other: 

Communication Requirements: The instructor will respond to course communications within 

48 hours. Students are expected to meet the same standard. 

 

 

 

I ___________________________________have read and agree to this syllabus. 

https://minot.starfishsolutions.com/starfish-ops/support/login.html
mailto:access.services@minotstateu.edu
mailto:erika.brobry@minotstateu.edu
mailto:access.services@minotstateu.edu

