 

13 January  – 7 May 2010 
Spring 2010
Lecturer : Mr. Lofberg
MWF     9:00 – 9:50am 
Location: EEP 307
Office : McLaury 316
Office phone : 394-2448
Office hours : MWF 1-1:50 pm
Email: John.Lofberg@sdsmt.edu

Course Name: Introduction to Computers

Credits: 3

Text: Office 2007, Introductory Concepts and Techniques, Windows XP Edition by Shelly, Cashman and Vermaat, 2008
Course Description: Overview of computer applications with emphasis on word processing, spreadsheet, presentation tools and internet based applications.  May not be used for credit toward an engineering or science degree (except Interdisciplinary Sciences and Associate of Arts).
Prerequisites: An inquisitive nature and an interest in learning.
Course Delivery: This course will be presented as an on-campus lecture with class discussion and lab exercises.
Course Web Site: sdmines.sdsmt.edu/csc105m
File Server Path:  F:\Dept\MCS\CSC105\Lofberg
Class Attendance is expected. Excessive absence may make it difficult for students to achieve expected levels of performance.  Keep up on the reading and do the work, as new concepts are built upon previous material. 

Homework: All homework will be submitted electronically.  Every file submitted must include the student’s name in the file.  All work must be submitted not later than the beginning of class on the due date and must be submitted to the correct destination.
Makeups: Makeup exams will be given ONLY if the student calls the instructor or the Math and Computer Science office at 394‑2471 BEFORE the exam is scheduled to begin and has a legitimate reason.  Leave your name, message and time of call on the answering machine if the office is closed.  If you must miss a test for a legitimate reason, I will gladly arrange for a makeup.  If you miss a test without a legitimate reason, I will gladly give you a zero.  You may be asked for documentation to verify an excused absence.
Cheating: If you cheat on a test or assignment, you may fail the course.  At the very least you may get a zero score on that test or assignment.  Discussing a problem with other students is a valuable learning tool, copying someone else’s work is not. 

Course evaluation: Grades for this course will be based on the average of exams (80% of grade) and completion of lab/homework assignments (20%).  Grades will be assigned as follows. 
	A  - 90   to  100
	C -  70   to   79.9

	B - 80   to   89.9
	D -  63   to   69.9

	
	F -   Less than 63


Student Outcomes: A student who successfully completes this course will be able to:

1. use Microsoft Word to create and edit documents.  The emphasis will be on formatting commands commonly required in technical writing.
2. create PowerPoint presentations, applying various formatting options and using transitions and animations.
3. use Microsoft Excel to create spreadsheets and charts, using formats, formulas, and linking multiple tabs.
ADA Statement: Students with special needs or requiring special accommodations should contact the instructor or Ms. Jolie McCoy, 394-1924 at the earliest opportunity.
Electronic Devices Policy:  Please turn off cell phones and pagers before class starts. There is to be no text messaging, no accessing email, no use of audio players and no headphone use during class.  Mute the speakers of any laptops/PDAs used in class. 
Freedom in learning: Under Board of Regents and University policy student academic performance may be evaluated solely on an academic basis, not on opinions or conduct in matters unrelated to academic standards. Students should be free to take reasoned exception to the data or views offered in any course of study and to reserve judgment about matters of opinion, but they are responsible for learning the content of any course of study for which they are enrolled. Students who believe that an academic evaluation reflects prejudiced or capricious consideration of student opinions or conduct unrelated to academic standards should contact the Dean of the College of Science and Letters to initiate a review of the evaluation. 

Tentative Schedule. The following is an approximate guide to the topics we will cover and the amount of time that will be devoted to each topic.  Changes, if any, will be communicated during the scheduled class periods.  

	Week
	Topic 
	Text

	1
	1/15
	Overview computers
	Office 2007 – COM 1-17

	2
	1/18
1/20
1/22
	Holiday – NO CLASSES
Computer Hardware & Number Systems
Computer Hardware              Last Add/Drop Day
	Office 2007 – COM 1-17

	3
	1/25
1/27
1/29
	Windows Explorer, 
File Structures

	Office 2007 – WIN 1-75

	4
	2/1
2/3
2/5
	Email,
Web applications

TEST
	

	5
	2/8 
2/10

 2/12
	WORD
	Office 2007 – WORD 1

	6
	2/15
2/17
2/19
	Holiday – NO CLASSES
WORD
WORD
	Office 2007 – WORD 2

	7
	2/22
2/24

2/26 
	WORD
	Office 2007 – WORD 3

	8
	3/1
3/3
3/5
	WORD 
WORD TEST
	Office 2007 – WORD

	9
	3/8 - 12
	SPRING BREAK NO CLASSES
	Office 2007 – PowerPoint 1

	10
	3/15 
3/17

3/19
	PowerPoint
	Office 2007 – PowerPoint 2

	11
	3/22
3/24
3/26
	PowerPoint
PowerPoint TEST
	Office 2007 – PowerPoint


	12
	3/29
3/31

4/2
	EXCEL   &  last day to drop with W
	Office 2007 – EXCEL 1

	13
	4/5
4/7

4/9
	EXCEL


	Office 2007 – EXCEL 2

	14
	4/12
4/14

4/16
	EXCEL
	Office 2007 – EXCEL 3

	15
	4/19
4/21

4/23
	EXCEL
	Office 2007 – EXCEL

	16
	4/26

4/28

4/30
	EXCEL Test
	Office 2007 – EXCEL

	17
	5/3
	FINALS WEEK
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Final exam   


  Friday, May 7th, 3 – 4.50  p.m
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