CS 115: Workshop: Product Applications
STUDENT COURSE OUTLINE

Classes: MWF 9.00 am - 9:50 pm, Room MS 210 
Instructor: Geetha Natarajan 
Web site : http://www.geocities.com/geetha4
E-Mail : capstoneatccsu@yahoo.com
Office hours: MWF 8.30am-9.00am

Course Description: This course provides the background necessary for understanding the role of information systems in organization and for using computer tools and technology in solving business problems.  Theoretical concepts will be applied to real world applications.  An overview of microcomputer applications includes a brief introduction to computer concepts, Microsoft Windows, and Microsoft Office. Microsoft Office software (Word, Excel, PowerPoint, and Access) will be used during this course.  In addition to classroom hours, students will need to spend several additional hours per week working on a PC to complete assignment.

Required Certification:  Each student is required to obtain the Microcomputer Lab certification in order to use the facilities. You may either attend the scheduled workshops or use the online Tutorial to get certified.  This process is the student’s responsibility to complete.
Required Textbooks: Microsoft Office XP Enhanced Edition (Introductory): Introductory Concepts and Techniques, Shelly Cashman,  Vermaat, ISBN 0-619-20002-2
Course Policies: 

· In case you are late or absent it is your responsibility to get the course notes, handouts, and laboratory assignments 
· Students will not be given an incomplete grade in the course without sound reason and documented evidence. In any case, for a student to receive an incomplete, he or she must be passing and must have completed a significant portion of the course
· In compliance with the Americans with Disabilities Act (ADA) all qualified students enrolled in this course are entitled to “reasonable accommodations.” Please notify the instructor during the first week of class if any accommodations are needed for the course.
Academic Expectations:

· Make sure your name and the project number appear on all assignments. All projects should be submitted on the floppy or CD-ROM together with printout of it. If an exercise has multiple sheets, then staple them together. If there are multiple sheets to be handed in, then sequence them according to the order you were told to print them in the exercise.
· Missed tests MUST BE MADE UP, by arrangement with the instructor.
Final Grade Computation:

	Tests
	5
	10 points each
	30% of Final Grade

	Projects
	4
	100 points each
	40% of Final Grade

	Lab Work
	
	10 points each
	30% of Final Grade


Course Topics

	Date
	Topic

	09/01
	Introduction to Computers [Pages COM-1 to COM-8]

	09/03
	Introduction to Computers [Pages COM-9 to COM-18

Introduction to Windows [Pages INT 1.04 – INT 1.09]
Lab Work  [Pages INT 1.10 – INT 1.26]

	09/08
	Windows Explorer, File Management, Introduction to Office XP
Lab Work [Pages INT 1.28 – INT 1.43]

	09/10
	Lab Work [Pages INT 1.44 – INT 1.60]

	09/13
	Test 1 on Introduction to Computers and Introduction to Windows 2000 Professional and Office XP

	09/15
	 MS Word [Pages WD 1.06 – WD 1.32]

	09/17
	Lab Work [Pages WD 1.33 – WD 1.60]

	09/20
	MS Word  - Modifying a flyer and Creating an announcement

	09/22
	MS Word Creating a Research Paper [Pages WD 2.04 – WD 2.31]

	09/24
	Lab Work [Pages WD 2.32 – WD 2.55]

	09/27
	MS Word Creating a Resume [Pages WD 3.04 – WD 3.26]

	09/29
	MS Word Creating Letterhead [Pages WD 3.27 – WD 3.40]

MS Word Creating a Cover Letter [Pages WD 3.41 –  WD 3.60]

	10/01
	Creating Web Pages using Word [Pages WDW 1.01 – WDW 1.13]

	10/04
	Lab Work – Cases and Places

	10/06
	Project 1 due,  Test 2 on Microsoft Word [Pages WD 1.06 – WD 3.60]

	10/08
	MS Excel – Creating a Worksheet and Embedded Chart [ Pages E 1.06 – E 1.55]

	10/11
	Lab Work – Cases and Places

	10/13
	MS Excel – Formulas, Functions [Pages E 2.06 – E 2.25]

	10/15
	MS Excel – Formatting and Web Queries [Pages E 2.25 – E 2.64]

	10/18
	Lab Work – Emelyne’s Secret Emporium Monthly Accounts Receivable Balance Sheet [Page E 2.71]

	10/20
	MS Excel – What-if Analysis, Charting and Working with large worksheets [Pages E 3.04 – E 3.31]

	10/22
	MS Excel – What-if Analysis, Charting and Working with large worksheets [Pages E 3.32 - E 3.65]

	10/25
	Lab work – Tamiami Medical Supply Seven-Year financial Plan [Page 3.69]

	10/27
	Test 3 on Microsoft Excel 

	10/29
	Project 2 due, Microsoft Access – Creating a database using design and datasheet views [Pages A 1.06 – A 1.50]

	11/01
	Microsoft Access – Creating the Condo Management Database [page A 1.60]

	11/03
	Microsoft Access – Querying a Database Using the Select Query Window 

	11/05
	Lab Work – Querying the Condo Management Database

	11/08
	Lab Work – Querying the Repair Shop Database

	11/10
	Microsoft Access – Maintaining the database using design and update features

	11/12 – 11/19
	Microsoft Access – Lab work

	11/22
	Project 3 due, Test 4 on Microsoft Access


Note 1:
Course outline is subject to subsequent modification at the discretion of the instructor.

Note 2:
Test dates are subject to change

Note 3:
Classes run through Dec 17th, which is during FINAL EXAM week

