SYLLABUS

Course: Computer Applications
Instructor: Thomas Russell
Falcon High School Technology Department
Phone: 719-495-1149, ext. 2056
E-Mail: trussell@d49.org
Web Site: www.urbanteach.org

Course Description: 

Computer Applications is intended for a full-semester, introductory course that includes an introduction to both computer concepts and Microsoft Office 2010. No experience with a computer is assumed, and no mathematics beyond the high school freshman level is required. The objectives of this book are:

· To provide a concise introduction to computers

· To present the most up-to-date technology in an ever-changing discipline
· To teach the fundamentals of computers and computer nomenclature, particularly with respect to personal computers, software, and the Web
· To present the material in a visually appealing and exciting manner that motivates students to learn
· To present strategies for purchasing a desktop computer, notebook computer, smart phone, portable media player, and digital camera
· To offer an introduction to the following Microsoft products: Windows 7, Internet Explorer 8, Word 2010, PowerPoint 2010, Excel 2010, and Access 2010
· To expose students to practical examples of the computer as a useful tool
· To acquaint students with the proper procedures to use a computer; interact with the Web; and create documents, presentations, worksheets, and databases suitable for coursework, professional purposes, and personal use
· To help students discover the underlying functionality of Microsoft Office 2010 so that they can become more productive
· To develop an exercise-oriented approach that allows learning by doing
· To offer alternative learning techniques and reinforcement via the Web
· To offer distance-education providers a textbook with a meaningful and exercise-rich MS Office 2010 and Concepts CourseMate solution
Text/Materials/Web:

Text: Discovering Computers & Microsoft Office 2010: A Fundamental Combined Approach by Shelly, Vermaat     

ISBN-13: 978-0-538-47393-4, ISBN-10: 0-538-47393-2
Online Materials: cengagebrain.com
Teaching Methods:

1. Lectures: Important material from the text and outside sources will be covered in class. Students should plan to take careful notes as not all material can be found in the texts or readings. Discussion is encouraged as is student-procured outside material relevant to topics being covered. 

2. Assignments: End of chapter activities and online activities will be assigned weekly to reinforce material in the text. These assignments may require the application of various software packages. 

3. Quizzes: Occasional unannounced quizzes will be given to help ensure students stay up with assigned material. 

4. Exams: There will be an exam for each section/chapter. The exams will be closed book/notes and will test assigned readings and material discussed in class. Review sheets will be provided prior to the exam day. The final exam will not be comprehensive in nature. However, the instructor reserves the right to retest on material that was not appropriately comprehended. These items will be noted on exam review sheets. 

5. Participation: Student participation will not be graded, but participation is greatly encouraged for a better understanding of the material.  

Grading:

Course Work is worth 15% of the total grade
Assessments are worth 85% of the total grade

Course Policies:

Missed Classes: The student is responsible for obtaining material distributed on class days when he/she was absent. This can be done through contacting a classmate who was present or by contacting the instructor during his office hours or other times. 

Assignments: All assignments are due at the end of class on the date due. Late submission of assignments will be will not be accepted after 10 days have passed from the due date (including weekend). No exceptions are made.

Academic Dishonesty: Plagiarism and cheating are serious offenses and may be punished by failure on exam, paper or project. For this class, it is permissible to assist classmates in general discussions of computing techniques. General advice and interaction are encouraged. Each person, however, must develop his or her own solutions to the assigned projects, assignments, and tasks. In other words, students may not "work together" on graded assignments.
Need for Assistance: If you have any condition, such as a physical or learning disability, which will make it difficult for you to carry out the work as I have outlined it, or which will require academic accommodations, please notify me as soon as possible. 

Internet Support: Check the class Web page for additional information, or to post a question about this course. Go wo www.urbanteach.org
Posting of Grades: Grades will be posted in IC.

Incomplete Policy: Students will not be given an incomplete grade in the course without sound reason and documented evidence If a student has more than 3 Incompletes, they will not be able to do a test re-take.

Course Outline

Assignment Descriptions:

Apply Your Knowledge (AYK)

Apply Your Knowledge is a student assignment that helps you to reinforce the skills and apply the concepts you learned in this chapter.
Cases and Places (CP)

Cases and Places is a series of student assignments where you apply your creative thinking and problem solving skills to design and implement a solution.

Chapter Review (CR) 

The Chapter Review provides a general survey of the material in the chapter. Students can use these pages to reinforce their achievement of the chapter objectives.

Checkpoint (CKPT)

These exercises review key terms and concepts presented in the chapter. Have students complete the Label the Figure, True/False, Multiple Choice, Matching, Short Answer, and Beyond the Book exercises.

Extend Your Knowledge (EYK)
Extend Your Knowledge is a student assignment that challenges you to extend the skills you learned in this chapter and to experiment with new skills. You may need to use Help to complete the assignment.
In the Lab (Lab)
In the Lab is a series of student assignments that ask you to design and/or create a presentation using the guidelines, concepts, and skills presented in this chapter. The assignments are listed in order of increasing difficulty.

Learn It Online (LIO)

These exercises ask students to visit Web pages that offer additional information, resources, and activities related to topics presented in the chapter. Answers will vary.

Learn How To (LHT)

These hands-on activities solidify the concepts presented in the chapter with practical application. Answers may vary.

Make It Right (MIR)

Make It Right is a student assignment that requires you to analyze a presentation and correct all errors and/or improve the design.

Problem Solving (PS)
The Problem Solving exercises extend your knowledge of the chapter concepts by seeking solutions to practical computer problems that students may encounter at home, school, or work. The Collaboration exercise should be completed with a team. Answers will vary.

Web Research (WR)

In these exercises, students use various Web resources to discover additional information related to this chapter. Encourage students to use their browsers and the link in each exercise or a search engine to complete selected exercises. Answers will vary for the Search Sleuth, Social Networking, Blogs, and Ethics in Action exercises. 
	PRIVATE
Week
	Topic
	Assignment

	1
	Introduction
	

	
	Discovering Computers Chapter 1
	CR, CKPT, LIO, 

	
	Discovering Computers Special Feature 1
	LHT, PS, WR

	
	
	

	2
	Discovering Computers Chapter 2
	CR, CKPT, LIO, 

	
	Discovering Computers Special Feature 2
	LHT, PS, WR

	
	
	

	3
	Discovering Computers Chapter 3
	CR, CKPT, LIO, 

	
	Discovering Computers Special Feature 3
	LHT, PS, WR

	
	
	

	4
	Discovering Computers Chapter 4
	CR, CKPT, LIO, 

	
	Discovering Computers Special Feature 4
	LHT, PS, WR

	
	
	

	5
	Discovering Computers Chapter 5
	CR, CKPT, LIO, 

	
	Discovering Computers Special Feature 5
	LHT, PS, WR

	
	
	

	6
	Microsoft Office 2010 and Windows 7
	AYK, CP, LIO, MIR 

	
	
	

	7
	Microsoft Windows Internet Explorer 8
	AYK, CP, LIO, MIR

	
	
	

	8
	Microsoft Office Word 2010 Chapter 1
	AYK, CP, EYK, 

	
	Microsoft Office Word 2010 Chapter 2
	Lab, LIO, MIR

	
	Microsoft Office Word 2010 Chapter 3
	EYK, CP

	
	
	

	9
	Microsoft Office PowerPoint 2010 Chapter 1
	AYK, CP, EYK, 

	
	Microsoft Office PowerPoint 2010 Chapter 2
	Lab, LIO, MIR

	
	Microsoft Office PowerPoint 2010 Chapter 3
	CP, Lab

	
	
	

	10
	Microsoft Office Excel 2010 Chapter 1
	AYK, CP, EYK, 

	
	Microsoft Office Excel 2010 Chapter 2
	Lab, LIO, MIR

	
	Microsoft Office Excel 2010 Chapter 3
	LIO, Lab

	
	
	

	11
	Microsoft Office Access 2010 Chapter 1
	AYK, CP, EYK, 

	
	Microsoft Office Access 2010 Chapter 2
	Lab, LIO, MIR

	
	
	

	
	
	

	12
	Review
	

	
	Final Test
	

	
	
	


