SYLLABUS  - Computer and Internet Literacy CGS1060C     Randy O’Dowd -  REVISED 2010-09-07
Tuesday and Thursday    
Office Phone: 954-201-8841 Department Phone: 954-201-8841 - Department Fax: 954-201-8045
BC's Emergency Hotline Number: 954-201-4900
RODowd@Broward.edu (For questions ONLY,  use this address - DO NOT SUBMIT assignments to this address!)
TuesdayBC@yahoo.com or ThursdayBC@yahoo.com     - You will submit ALL assignments to the appropriate address 
All assignments will be sent to this address WITH A SUBJECT OF:             
 LASTNAMEF-ASSIGNMENTNAME   ( examples:   ODOWDR-CA1 , JONESH-PA3) (ALL CAPS – NO SPACES)

This is an introductory course in basic computer and Internet use. It covers computer hardware and software fundamentals (including the use of Windows), key productivity applications (including word processing, spreadsheet, and presentation systems), and living in an online world (including network fundamentals, e-mail, and the effective use of the Internet as a communication tool and information resource). Students will develop basic computer skills to aid them with college studies and workforce readiness. Hands-on use of a personal computer is required. 

By the conclusion of this course, students should be able to: 
· identify types of computers  

· identify the function of computer hardware components  

· identify the factors that go into an individual or organizational decision to purchase computer equipment  

· solve common problems related to computer hardware  

· identify different types of software  

· know what an operating system is and how it works 

· manipulate and control the Windows desktop and files  

· utilize sources of online help 

· change application settings and manage files within an application  

· perform common editing and formatting functions 

· perform common printing functions 

· insert, edit, and format tables in a document 

· modify and structure worksheet data 

· identify network fundamentals and the benefits and risks of network computing  

· understand the difference between computer networks, the Internet, and other communication networks  

· understand how electronic mail works 

· identify the appropriate use of e-mail and e-mail "netiquette"  

· utilize different types of information sources on the Internet 

· know how to use a Web browsing application 

· identify how computers are used in different areas of work, school, and home  

· understand how to use computers and the Internet safely, legally, ethically, and responsibly 

Course Prerequisites 
Students in this course should be familiar with the following computer skills. 

File Management - You should be familiar with finding and saving files on your computer.  

The Internet - You should be familiar with connecting to the Internet through an Internet Service Provider or Network Connection. 

Web Browser Software - You should be familiar with using web browser software to navigate the Internet and locate information. 

e-mail - You should be familiar with sending and receiving e-mail messages.  

Discussions - You should be familiar with posting and reading discussion messages in a threaded format. 

Attachments - You should be familiar with sending e-mail messages with attached files. 

Word Processing - You should be familiar with creating, editing, saving, and printing documents using Microsoft Word.  

Course Requirements 
To complete the online segments of this course, you must have access to computer hardware and software that meets certain hardware and software standards for this course. It is strongly recommended that you check your computer to verify that its hardware and software configuration meets the requirements for using MYITLAB. 

Any word processing documents that you may be required to submit for this course must be submitted in Microsoft Word format. (Not Microsoft Works, text, ascii, PDF, etc.) If you do not have proper software on your computer, you can use the Microsoft Word program on any of the "open lab" computers at any BC lab or Learning Resource Center. 

Only word processing documents in Microsoft Word format will be accepted. If your computer is a MAC and does not run a Windows environment, you will need to have access to one that does, or to a PC to do all above learning activities. All students should have access to a computer with high speed Internet access. 

Required Course Materials 
•
Required Text: This is a customized book and can only be found at the following campus  bookstores: South, Pines, and Weston. Do NOT purchase the book at any other campus!!

This is a three credit hour course. In this class, we will meet once a week for approximately 3 hours. Class meetings will include a lecture on the various topics being presented including sound bytes and interactive exercises for understanding computers and their use.  Additional class activities will include hands-on exercises and taking tests. 

This course presents Computer Concepts, Windows Vista, and Microsoft Office 2007 within a simulated environment called MYITLAB. The use of an Internet-based program (MYITLAB) will be utilized for the majority of student learning and assessment. This program contains the learning activities (videos, PowerPoint presentations, and lecture notes), skills/project practices, and assessments for all objectives in this course. 

If you need to complete an assignment outside MYITLAB, you will need to have Microsoft Word, Excel, and PowerPoint 2007 software. Students are expected to be in MYITLAB on a regular basis, view the audio PowerPoint presentations and sound bytes, complete assigned learning activities and projects, and successfully complete the skills assessments. In order to do this, you will need to have an Internet service connection faster than "dial-up".  Students are responsible for regularly reviewing the course schedule and completing all required assignments.  See the course schedule for a detailed description of learning activities, practices, projects, and assessments. 

Participation: 
Active participation is expected of all students in this course.  Check my website often. Ask questions. It is very important for you to actively participate in this class. If you stop participating in class discussions, submitting assignments or fail to take quizzes or tests prior to the withdrawal date, you will be administratively withdrawn from class and receive a W or, if it is your third attempt, an F. 

If you stop participating after the withdrawal date, you will receive a WF that will then be computed as an "F" in your GPA. To avoid this situation, you should remain an active learner in this class and always communicate extenuating circumstances to me. Ongoing communication with the instructor is critical to your course success. I will use attendance, completion of tests, assignments, and other class activities as indicators of your participation in order to satisfy this reporting requirement. 

BC Attendance Policy: Please familiarize yourself with BC's Attendance Policy. 

Students who miss four class meetings will be withdrawn from the class and receive a failing grade!

Class begins PROMPTLY at 6:30 p.m.  Please be on time. If you miss a class, you are responsible for getting the material presented on your own.     Office Hours – One half hour after class and / or by appointment. 

Withdrawal Policy: The last day to withdrawal and officially receive a ‘W’ is listed on the B.C.C. website.  If you stop attending after that date, you will receive an ‘F’ in the course. 

Grading and Exam Policy 
There will be four Exams during the class (The first three exams are worth 100 points except the last one (200 points) = 500 pts    
NO MAKE UP EXAMS WILL BE GIVEN EXCEPT for Religious Holidays ( which must be cleared in advance.) 
There will be twenty five Application assignments (each worth 50 points = 1250 pts)
1750 TOTAL POINTS           90% = 1575 = “A”          80% = 1400 = “B”           70% = 1225  = “C”   
ASSIGNMENTS will NOT be accepted LATE ( although you may turn in any assignment EARLY ) (The exact due date for each assignment will be posted on my website: RandyODowd.com) 


For Learning Activities/Assignments – In MYITLAB, activities, including videos, call center simulations, training simulations, etc. have been provided to aid you in the learning process.  These activities are provided as learning aids for successful completion of exams or assignments.  Students are required to complete these activities, then take the appropriate exam. 

Learning activities, skills practice, call center simulations are considered assignments and are due by midnight of the assigned date. Instructions for these assignments are available in MYITLAB.    

Check your MYITLAB frequently to be sure you are on task. Remember, you must complete your work by the due date to receive credit. 
E-mail: 
Netiquette: In all online communication, it is expected that all students will follow rules of online "netiquette". Netiquette is a set of rules for polite online behavior that all members of this class is expected to follow. See details at http://www.albion.com/netiquette/index.html) Basically, these rules say "be respectful and be polite to each other". and "be patient and considerate of others". No one is perfect and we all have different approaches to life, work, and school. Individuals who violate the netiquette policy or engage in disruptive online behaviors such as flaming (posting disrespectful or hostile comments), posting inappropriate comments, or shouting (posting messages using all capitals) may have their course access privileges revoked and/or they may be referred to the Student Dean. Students who continue to engage in unacceptable online behavior even after being warned, may be permanently denied access to the course and/or may receive an F for the course. 

When communicating with me, Do NOT use “textspeak” like ROTFLO or BTW. If u do this i will b upset.  lol.    If you receive a response from me of "IDUWTHYS", resubmit your text using complete sentences, correct grammar and real punctuation.
If you have a concern about the course, a test or an assignment, please contact me immediately and I will be happy to discuss it with you. 

Special Needs:
Students having special needs as defined by the Americans with Disabilities Act should:  

Notify the Office of Disability Services as early in the term as possible. It is the student’s responsibility to contact the Disability Support Office prior to document disability prior to receiving services. Notify the instructor after you have contacted the Office of Disability Services so that the instructor can consult with the Office of Disability Services to discuss what reasonable accommodations would be appropriate for your situation. 

Academic Honesty (Cheating):
Each student's academic work must be the result of his or her own thought, research, or self-expression. 

Cheating includes, but is not limited to: copying the work of another person (plagiarism) or permitting your work to be copied by another person, discussing test answers or questions with people who have not completed the test, distributing assignment materials to other students, poses sing course materials that have not been formally released to students in the course, and collaborating on the completion of assignments not specifically designated in the syllabus as being group projects". 
Cheating will be considered a breach of Broward Community College's Code of Conduct Policy and may result in academic penalties (zero points on the assignment/test in question, a failing grade for the course), disciplinary action, and/or a referral to the Dean of Student Affairs. Examples 1) If it appears that two or more students have submitted the same material for any solo assignments, each student involved will receive zero points for that assignment. 2) If it appears that a student has copied an assignment from published material (including Internet sites), the student will receive a zero points for that assignment  

Critical Event Procedure:
In the event of a school closing due to weather or other major event that might impact class schedules, check the BC Hotline for current closings.
Withdrawals:
No withdrawals will be given for any reason.  It is the student's responsibility to withdraw from this class by the withdrawal deadline if you are not earning the grade you want or will not be able to complete the course.  

If you stop participating after the withdrawal date, you will receive a WF that will then be computed as an "F" in your GPA. To avoid this situation, you should remain an active learner in this class and always communicate extenuating circumstances to me.  Ongoing communication with the instructor is critical to your course success.  I will use completion of tests, assignments, and other class activities as indicators of your participation in order to satisfy this reporting requirement.  To view important dates (including withdrawal deadlines) for this semester, visit the college calendar on line. 

Lab Safety
Students must follow approved safety procedures when completing lab work.  No food or drinks are allowed in the computer labs.
I WILL make changes to this syllabus.
Check the syllabus OFTEN at RANDYODOWD.com !



	
Tuesday
	Thursday
	Topic 
	Learning Exercises/ Activities 
	Assignments 

	8-24
	8-26
	Orientation – techniques, work habits, syllabus, MYITLAB software, textbooks, grading standards, etc. 
	Explore RandyODowd.com


Getting Started with MYITLAB 

ONLINE. Show parts of online MYITLAB. 


	CA1 – 

How does Technology affect us? 

	8-31
	9-2
	Why Computers matter to You: 
Becoming Computer Fluent. 

Textbook - Chapter 1.   
	In MYITLAB: Get started – logging in. Register for class.

Navigate through MYITLAB - 

Headphones ??

Does everyone know how to use WORD, save a file and attach it to e-mail.
	CA2 – In the textbook, complete the Chapter 1 "SELF TEST" and submit via e-mail. * Be VERY careful about WHERE you send this and the SUBJECT..

CA3 - Read the article “ An ATM under your skin” from my website under WEB ARTICLES.. Type up the answers (many of these are opinion) and submit via e-mail.

Log into MYITLAB  

	9-7
	9-9
	Creating Documents with Microsoft Word 2007 

WORD 
	 

In Class: 
Lecture on WORD. 

View and discuss WORD Objectives.

Discuss differences between WORD 2003 and WORD 2007.

Lecture: Internet History-


	WA1 - On my website, find WORD ASSIGNMENT 1. Complete and submit via e-mail. 

CA4 – 

In MYITLAB:View the Powerpoint presentations on WORD. Then open WORD and type a short paper listing at least three new facts you learned about WORD from the MYITLAB Powerpoint slides. Submit via e-mail.

	9-14
	9-16
	Using the Internet:  
Making the Most of the Web's Resources. 


	In Class: 

Lecture:  Internet annoyances such as:

spam

adware

viruses


	CA5 - 

In Textbook, complete Chapter 3 "BUZZ WORDS". submit via e-mail.

 

CA6 – 

In textbook, complete Chapter 3 SELF TEST" - submit via e-mail.

CA7 -  From my website under Web Articles, read and answer the questions for  "WEB PAGE DELIVERY" - submit via e-mail. 

	9-21
	9-23


	Formatting and Organizing Text in WORD 


	EXAM 1 ** This will only cover chapters 1 and 3 
 


	WA2 -

On my website, find Word Assignment 2 – complete and submit via e-mail.

WA3 On my website, find Word Assignment 3 – complete and submit via e-mail.

	9-28
	9-30
	Graphics and Tables in WORD 


	In class:

 Lecture on Graphics and Tables 


	WA4-
On my website, find Word Assignment 4 – complete and submit via e-mail. 

WA5 - 

On my website, find Word Assignment 5 – complete and submit via e-mail.

	10-5
	10-7
	Understanding the parts of the computer. 

Textbook – Chapter 2. 
	In Class: Lecture on Parts is parts ( using RandyODowd.com notes)

Play with motherboards/RAM

 
	CA8 – 

In textbook, complete chapter 2 "BUZZ WORDS". Submit via e-mail 
 

CA9 – 

In textbook, complete Chapter 2 "SELF TEST" - submit via e-mail. 

	
	
	
	
	
	
	


	10-12
	10-14
	
	EXAM 2 (WILL COVER CHAPTER 2 AND WORD)
	

	10-19
	10-21
	Powerpoint


	In Class: View and discuss OBJECTIVES for Powerpoint
 

Lecture on POWERPOINT In MYITLAB:


	 PA1 – On my website, find Powerpoint Assignment 1 -

Complete and submit via e-mail. 

PA2-
On my website, find Powerpoint Assignment 2 – complete and submit via e-mail.

	10-26
	10-28
	EXCEL
	In Class: 
 

View and discuss OBJECTIVES for EXCEL
  

Lecture on EXCEL 
	CA10 – 

In MYITLAB, view the Powerpoint presentations for EXCEL

EA1-
On my website, find EXCEL Assignment 1 – complete and submit via e-mail.

	11-02
	11-04
	EXCEL
	In Class:  

Discuss  EXCEL advanced topics
	EA2-
On my website, find EXCEL Assignment 2 – complete and submit via e-mail.
EA3-
On my website, find EXCEL Assignment 3 – complete and submit via e-mail.


	11-09
	11-11
	NO CLASS
	
	

	11-16
	 11-18
	
	EXAM 3 ( WILL COVER POWERPOINT AND EXCEL)
	CA11-

In the textbook, complete the BUZZ WORDS at the end of Chapter 7 and submit via e-mail.

CA12 – 

In MYITLAB: View the Powerpoint presentations from Chapter 7. Copy any one slide from the presentation into a WORD document. Add three things you learned from the presentation and save as CA15. Submit via e-mail.



	11-23
	11-25


	OPTIONAL CLASS

On Tuesday

NO CLASS on Thursday
	
	

	11-30
	12-02
	Networks

Internet Security 

Internet Crime

Lecture on Chapter 7, 

Mobile Computing 

Textbook – Chapter 8


	Lecture on Chapters 7 and 8

	CA13 – 
On my website, unser WEB ARTICLES, read and answer the questions for the article #21
CA14-

In the textbook, complete the SELF TEST questions at the end of Chapter 8 and submit via e-mail.

CA15 – 

In MYITLAB: View the Powerpoint presentations from Chapter 8. Copy any one slide from the presentation into a WORD document. Add three things you learned from the presentation and save as CA15. Submit via e-mail.


	12-07
	12-09


	Final EXAM 
	EXAM 4

Covers EVERYTHING !
	


ASSIGNMENT NAMES





CA1 = CLASS Assignment 1


WA1 = WORD Assignment 1


PA1 = POWERPOINT Assignment 1


EA1 = EXCEL Assignment 1





EXAMS 1,2,3,4








RandyODowd.com 


contains the syllabus and assignments





MYITLAB.com is a site that contains additional assignments





Textbook





RODowd@Broward.edu  = QUESTIONS





TuesdayBC@yahoo.com / �HYPERLINK "J:\\BCC Stuff\\ThursdayBC@yahoo.com"��ThursdayBC@yahoo.com� =  SUBMIT WORK








EXAMPLE:    





CA5 - 


In Textbook, complete Chapter 3 "BUZZ WORDS". Submit via e-mail.


 Even though this work is from chapter 3, the NAME of the assignment is CA5. Your e-mail SUBJECT will look like this:   SMITHF-CA5                (all caps, no spaces).


It will NOT look like these:


SmithF - ca5        (contains spaces and lower case letters)


SMITHF-Chapter 3 Buzz Words











BLACKBOARD = to view Grades ONLY











