IST 117-41A Introduction to Microcomputer Software - Fall 1999

 Instructor: Greg DiGiorgio  Phone: 595-4682 (6pm - 9pm)  Mailbox: RM 114  

Class: Hastings Hall, Rm 427-8; M/W 5:30-6:45pm

Email: OASYSCO@aol.com

Just a note...

We will be using Windows, but this is not a Windows class. For in-depth Windows courses, see IST110 and IST111.

Overall Objectives

• Develop familiarity and comfort with microcomputer concepts and terminology

• Review Windows (‘95/’98/NT)

• Learn how to apply word processing, spreadsheets, database management, presentations, and the Internet to 

  business-related problems

• Learn how to use Microsoft Office ’97 for Windows 

What do I need for this class?

• Two 3.5" diskettes - one to hand in for projects and another to make your own backups.

• Microsoft Office ‘97Professional Edition – a First Course by Swanson/Reding/BesKeen/Johnson

Grading

Scale:
Straight ten-point scale as follows:  
90+ = A    80+ = B    70+ = C    60+ = D    0+ = F


       
Item Name


Minimum #items
Total worth in points

Projects
   

4   


60


Final Exam

   
1   


10


Homework 


5 


30

Sample grades:



Item Name

Average Grade
Weight
Final Grade Points
Final Letter Grade
  
Homework 

100 

0.30 
30 


Projects

100

0.60
60


Final Exam

   0

0.10
  0







90

(

A

Please note that you may opt out from the final exam as long as you are satisfied with your grades, but you will not be able to earn the 10% that the final allows. I also truncate every grade. That is, I ignore decimal portions of any and all scores. So, if  you have get 79.999 on a project, I record the grade as 79. This does not mean that the final exam is extra credit, but since it only counts for 10% of your grade, it is possible for you to make up for the loss of that 10% by getting excellent grades elsewhere and gaining extra credit on the projects.

As a favor to students with borderline grades, I will automatically add one point to the final grade at the end of the semester. so, if you had a 79 (or “C”), I would bump your grade up to an 80 (or “B”). You only get one point, so if you have a 78 (or “C”), I would bump the grade by one point to 79 (still a “C”).

Policies

What is my "class number"?

On the first day of class, I will assign you a number. You must write your class number on everything you hand in - papers, tests, and diskettes. If you fail to do so, you lose 10% on that particular item - no mercy. I use this number to record grades and to inform you of grades received. Doing so, protects your privacy and helps to ensure fairness of grades.

How much time can I miss?

Attendance to class is your business. If you miss class, you are responsible for getting notes from another student; I do not cover any class material that you missed. Once a class is over, it’s over and we move on. You are late if you come in after I have taken roll. If you must leave early, please do so quietly. I do not penalize for leaving early. 

All late homework, tests, and projects lose 25% per class. Your work is late if it is handed in anytime after either class has ended or I have left the classroom on the day on which it is due. Additionally, I grade on-time work with high priority while late work is graded with substantially less priority.

How do I earn extra credit?

Where applicable, each project enumerates the things you can do for extra credit on that project.  In addition, successful completion of your team project along with high grades for homework and projects may exempt you from the final exam.

What are your tests like?

All tests are open book (any books you want), open notes. 

Can I work with others on projects?

Yes, but I must pre-approve your request. All team members get the same grade for teamwork that I authorize. Unauthorized teamwork will be treated as cheating.  Please keep teams small (2-3 people). If you do not team up with others, make sure that no one copies your work and that you do not copy anyone else’s. Cheating is a very serious offense and could result in an “F” for the course and permanent probation for your time here at TNCC.

More on Projects. . .

I will be available for help before and after class in the classroom. Also a portion of class time will be dedicated to problem solving as each project comes due. Please note that, unless specified otherwise, always include the following items with each project you hand in a printout of the project

Repeating a class at TNCC...

Thomas Nelson has a stated policy on repeating a class for a better grade. Simply put, you may repeat a class for credit only twice. To repeat a class a third time, you need permission from the Dean of Instruction. Please consult the current TNCC catalog for the exact policy in effect.

Students with Disabilities
TNCC has an entire array of services for students with disabilities. If you have a disability with which you need classroom accommodations, please register for services in RM 201 of Griffin Hall.

Schedule of Events

Week#
Date
Chap.
Description











Windows & PC’s

1
08/23

- Introductions all-around



OFA
-  What we will cover and what we will not (skipping ch. OFB for now)


08/25
WA
- Windows ’95 




* Last day to add a new class or process a section change is 08/27/99

----------------------------------------------------------------------------------------------------------------------------------------------------------------

2
08/30
WB
- File management, files, folders, using Explorer


09/01
WB
- File management continued




* HW#1 goes out: pg. WA-20 #14-20; pg. WB-22 #6-10
* Last day to drop a class for a refund is 09/03/99

----------------------------------------------------------------------------------------------------------------------------------------------------------------

Word Processing (MS-Word)

3
09/06

* Labor Day holiday, college closed

09/08

* HW #1 due



WDA
- Getting started with Word ’97

----------------------------------------------------------------------------------------------------------------------------------------------------------------

4
09/13
WDA
- continued


WDB
- Editing and proofing documents


09/15
WDB
- Editing continued




* HW #2 goes out: pg. WDA-19 #16-20; WDB-19 #16-20

* Project #1: Resume handout
----------------------------------------------------------------------------------------------------------------------------------------------------------------

5
09/20
WDC
- Formatting documents


09/22
WDC
- Formatting continued

----------------------------------------------------------------------------------------------------------------------------------------------------------------

Spreadsheets (MS-Excel)

6
09/27
EXA
- Getting started with Excel ’97


09/30
EXA
- continued


* Fall Graduation registration deadline is 10/01/99.




* Project #1 “Resume” due




* HW #2 due
----------------------------------------------------------------------------------------------------------------------------------------------------------------

7
10/04
EXB
- Building and exiting spreadsheets

* HW #3 goes out: EXA-18: 7-12; EXB: 8-12

10/06
EXC
- Formatting a worksheet

* Project #2: Spreadsheet project handout


----------------------------------------------------------------------------------------------------------------------------------------------------------------

8
10/11
EXC
- continued


10/13 
EXD
- Working with Charts

* HW #3 due
----------------------------------------------------------------------------------------------------------------------------------------------------------------

Database Management (MS-Access)

9
10/18
ACA
- Getting started with Access 97


10/20
ACB
- Creating and managing data

* Last day to withdraw with a passing grade is 10/22/99

* Project #2 “Spreadsheet” due
----------------------------------------------------------------------------------------------------------------------------------------------------------------

10
10/25

* HW #4 goes out: ACA-18: 7-11; ACB-19: 7-12


ACB
- Continued


10/27 
ACC
- Creating a form

----------------------------------------------------------------------------------------------------------------------------------------------------------------

11
11/01
ACC
- continued


11/03 
ACD
- Creating a report
* Project #3: Database project handout

* HW #4 due
----------------------------------------------------------------------------------------------------------------------------------------------------------------

Electronic Presentations  (MS-Powerpoint)

12
11/08
PPA
- Getting started with Powerpoint 97


11/10
PPB
- Creating a presentation
----------------------------------------------------------------------------------------------------------------------------------------------------------------

13
11/15
PPB
- continued


* HW #5 goes out: PPA-19: 14-21


PPC
- Modifying a presentation


11/17
PPC
- continued

PPD
- Enhancing a presentation

* Project #3 “Database” due



* Project #4: Powerpoint presentation handout
----------------------------------------------------------------------------------------------------------------------------------------------------------------

Internet (MS-IE)

14
11/22
PPD
- continued

* HW #5 due
- IE3/IE4: The Internet
11/24

* Thanksgiving break, no class

----------------------------------------------------------------------------------------------------------------------------------------------------------------

15
11/29

- IE3/IE4: The Internet continued


12/01

* Project #4 “Powerpoint” due (in-class presentation)

----------------------------------------------------------------------------------------------------------------------------------------------------------------

16
12/06

- The Internet continued, review for final exam, final grades given out prior to final exam


12/08

* Last day of class

----------------------------------------------------------------------------------------------------------------------------------------------------------------

17
12/13

Final exam, 5:00pm - 06:45pm, same place (open book, open notes, open computer)
