Course Description: CGS 1060C - COMPUTER AND INTERNET LITERACY 
Session 419718 – Winter 2012 – FULL ON-LINE COURSE
Instructor - George (Randy) O'Dowd

Revised 1-5-2012
OBJECTIVES for the ORIENTATION MEETING:

1. Introductions

2. Explain location of syllabus, website 

3. Review Syllabus

4. Students will  log into Blackboard

5. Students will log into MYITLAB , register for the course and find the e-textbook.

6. Students will understand how to contact me.

This course is completely online EXCEPT for an OPTIONAL Orientation on Thursday, Jan 5, 2011 – WESTON campus (room 212 – 6:30 PM). There will also be an additional orientation on Jan 12 (same place, same time) for those who miss the first one or need additional help.
The First half assignments are due on MARCH 1, 2012 

ALL remaining ASSIGNMENTS and ASSESSMENTS MUST BE COMPLETED BY APRIL 26, 2012.

After the initial orientation, ALL work will be completed on-line (including the eTEXTbook reading assignments, class assignments, discussions, quizzes and tests.)
The ONLY e-mail I use is RODowd@Broward.edu.     The e-mail I will send information to you is your BC E-MAIL.

 The course is based on an eTEXT book (NOT a paper edition). This eTEXT book is found inside the MYITLAB.com site.  When you purchase "the book" at the bookstore, you are given a physical book AND a keycode for MYITLAB.com (which contains the eTEXT). The PHYSICAL PAPER BOOK is used as a Reference and NOT as the primary text.
EXAMS:  All exams are computer based and will be completed using BLACKBOARD.

HARDWARE & SOFTWARE REQUIREMENTS:
To complete the online segments of this course, you must have access to computer hardware and software that meets or exceeds BC's minimum hardware and software standards for e-learning courses. It is strongly recommended that you check your computer to verify that its hardware and software configuration meets or exceeds the BC standard.

BC's computer requirements can be found at http://vvww.broward.edu/blackboard/computer checkup.jsp
A browser check must be run prior to using Blackboard. To run a browser check, click, http://www.broward.edu/blackboard/browser checkup.jsp.  Click on "Browser Checkup" 
Check out "Blackboard Student Orientation Modules" to familiarize yourself with e-learning tools. By clicking on http://www.broward.edu/webctiorientations.jsp, you will access a table that contains 10 modules that introduce students to BC's learning management system. Use the left hand menu to select the tool you wish to learn about.

•Additional Software required :  All Course Assignments that require word processing,  must be submitted in Microsoft Word format.  Documents created using Microsoft Works, or files that have ".txt", ".pdf", or ".asci" extensions will not meet course requirements. Only word processing documents in Microsoft Word format will be accepted.
METHODS OF INSTRUCTION

This is a FULLY ONLINE 3-credit-hour course that is 100% ONLINE and has every component online, including quizzes, final exam, and other assignments detailed in this syllabus.  Refer to the course weekly schedule for a detailed description of learning activities and assignments. Students are responsible for regularly reviewing the course schedule and completing all required class assignments IN A TIMELY MANNER.
Participation:
Active participation is expected of all students in this course.  Check BLACKBOARD often.  It is very important for you to actively participate in this class. If you stop participating in class, 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. 

Withdrawal Policy: 

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. 

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". 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.   

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.   RODowd@Broward.edu
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. Then, NOTIFY ME. I will be happy to work with you.
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 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. 

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.




	COURSE ASSIGNMENTS and DUE DATES:

	MYITLAB.com –
 Is a website that you must register for using an ACCESS CODE that you received when you purchased the book. Once you register on the website (MYITLAB.com) , you will need to ENROLL IN A CLASS. The number for this class is:

CRSABFE-232245

Once you have logged into MYITLAB.com AND enrolled in the specific class, you will find the eTEXT.  
The course is based on this eTEXT book ( NOT the paper edition).  
How to access the eTEXT book
After REGISTERING  in MYITLAB.com, ENROLLING in the class and FINDING the eTEXT, you will be able to proceed with the course. 
DO NOT PROCEED UNTIL YOU HAVE ENROLLED IN THE MYITLAB COURSE.

	BLACKBOARD
 is the website used to submit assignments, take tests(assessments)and view your grades.  BLACKBOARD can be accessed by going to BROWARD.edu and clicking on the BLACKBOARD link. To log in to this site, use this scheme :
user name = the first part of your BCemailaddress
ex: if your e-mail address = RSMITH@BROWARD.EDU, your BLACKBOARD Login would be RSMITH


password = 2digit birthmonth + 4 digit birthyear

Once you have logged in, there are HELP MENUS and tools to assist you.

	Let's begin by completing two practice ASSIGNMENTS and two practice ASSESSMENTS:
PRACTICE ASSIGNMENT 1- 
This assignment is not counted in your grade. It allows you to practice submitting work via BLACKBOARD. You can practice as many times as you wish. Be sure you understand the process before submitting other assignments. 
Here is your PRACTICE ASSIGNMENT:  In WORD, create a simple document (about anything) and save it. 
 Log into BLACKBOARD, click on ASSIGNMENTS (on the left MENU BAR), open PRACTICE ASSIGNMENT 1 then ATTACH the document in the box – then click SUBMIT.

	PRACTICE ASSIGNMENT 2- 
This assignment is not counted in your grade. It allows you to practice submitting work via BLACKBOARD. You can practice as many times as you wish. Be sure you understand the process before submitting other assignments. 
In WORD, create TWO simple documents and save them.  Log into BLACKBOARD, click on ASSIGNMENTS (on the left MENU BAR), open PRACTICE ASSIGNMENT 2, ATTACH BOTH documents – then click SUBMIT..
Now, let’s practice a couple of ASSESSMENTS: 

PRACTICE ASSESSMENT 1 - In BLACKBOARD, click on the ASSESSMENT Tab on the left Menu Bar - Choose PRACTICE QUIZ 1. This is a silly quiz to familiarize you with the format. The points scored on this quiz will actually be used as “extra credit” so be sure to get the answers correct.

PRACTICE QUIZ 2 – is the same as 1 but uses a password.

PRACTICE  QUIZ 1 and 2 may be completed as many times as you wish. Your HIGHEST score will be recorded in the Gradebook.
 To view your grades, choose the MY GRADES tab on the left menu bar. 

NOW THAT YOU ARE COMFORTABLE WITH BLACKBOARD AND MYITLAB.com, let’s begin..

	WORD  UNIT
Complete WORD Assignment 1 (found on my website – RandyODowd.com)) and save it as WA1
Complete WORD Assignment 2 (found on my website) and save it as WA2
In BLACKBOARD, open the ASSIGNMENT named “WORD UNIT GRADE”.
 Next, you will ATTACH both WORD documents and click SUBMIT.
The deadline for submitting the WORD UNIT is:  6 PM – MARCH 1, 2012

	Now, we will be accessing the eTEXT book  to complete the PC HISTORY UNIT
In the eTEXT, (which is found inside MYITLAB.com),  read pages 36-47 (PC History). 

If you need assistance FINDING the eTEXT book, CLICK HERE.

Using WORD, create a new document that lists 20 facts you learned from reading this section. (save this file on your computer or flash drive)

In BLACKBOARD, open the ASSIGNMENT  named  “PC HISTORY UNIT GRADE”, attach the saved document and click SUBMIT .

In BLACKBOARD, click on ASSESSMENTS and open the PC HISTORY QUIZ.  Complete this quiz.
The deadline for submitting the PC HISTORY UNIT GRADE and completing the PC HISTORY QUIZ is:  6 PM – MARCH 1, 2012

	Chapter 1 Unit.

In the eTEXT, ( found in MYITLAB.com),  read Chapter 1 (Why Computers matter to You: Becoming Computer Fluent).

In the eTEXT (found in MYITLAB), complete the Chapter 1 SELF TEST (using WORD) and SAVE, SAVE, SAVE.
In the eTEXT (found in MYITLAB), complete the Chapter 1 BUZZ WORDS (using WORD) and SAVE, SAVE, SAVE.
In BLACKBOARD, open the assignment named CHAPTER 1 UNIT GRADE, attach BOTH documents( the BUZZ WORDS and SELF TEST) and click SUBMIT.
In BLACKBOARD, take the test on Chapter 1. 

The deadline for submitting the Chapter 1 UNIT GRADE AND completing the Chapter 1 test is:  6 PM – MARCH 1, 2012

	Chapter 2 UNIT 

In the eTEXT, ( found in MYITLAB),  read Chapter 2 (Parts is Parts!)

In the eTEXT (found in MYITLAB), complete the Chapter 2 SELF TEST(using WORD) and SAVE, SAVE, SAVE.
In the eTEXT (found in MYITLAB), complete the Chapter 2 BUZZ WORDS(using WORD) and SAVE, SAVE, SAVE.
Submit (via BLACKBOARD) the Chapter 2 UNIT GRADE (which contains both the BUZZ WORDS and SELF TEST).

In BLACKBOARD, take the test (Assessment)  on Chapter 2. 

The deadline for submitting the Chapter 2 UNIT GRADE and completing the Chapter 2 test is:  
6 PM – MARCH 1, 2012
POWERPOINT UNIT
Complete Powerpoint Assignment 1 (found on my website) and SAVE, SAVE, SAVE..

Complete Powerpoint Assignment 2 ( found on my website) and SAVE, SAVE, SAVE..

In BLACKBOARD, submit the POWERPOINT UNIT GRADE ( this will contain both Powerpoint assignments)

The deadline for submitting the POWERPOINT UNIT GRADE is: 
 6 PM – MARCH 1, 2012
Chapter 3 UNIT 

In the eTEXT, ( found in MYITLAB),  read Chapter 3.

In the eTEXT (found in MYITLAB), complete the Chapter 3 SELF TEST(using WORD) and SAVE, SAVE, SAVE.
In the eTEXT (found in MYITLAB), complete the Chapter 3 BUZZ WORDS(using WORD) and SAVE, SAVE, SAVE.
Submit (via BLACKBOARD) -  Chapter 3 UNIT GRADE which contains the BUZZ WORDS and SELF TEST. 
In BLACKBOARD, choose ASSESSMENTS and complete the test on Chapter 3. 

The deadline for submitting the Chapter 3 UNIT GRADE and completing the Chapter 3 test is:  
6 PM – MARCH 1, 2012

	WEB ARTICLES UNIT
On my website, read any five articles and complete the questions for each. (if there are no questions, create ten of your own and answer them.) These will be saved as ARTICLE 17, ARTICLE 22, etc. 

In BLACKBOARD, open the WEB ARTICLES UNIT GRADE  - ATTACH ALL FIVE  articles and then click SUBMIT.
The deadline for submitting the WEB ARTICLES UNIT GRADE is: 
 6 PM – APRIL 26, 2012

	EXCEL UNIT
On my website, open the EXCEL INTRODUCTORY Presentation. Run this presentation along with EXCEL SAMPLE 1 and 2.
You should also refer to the PAPER TEXTBOOK you purchased.

Complete EXCEL Assignment 1.     SAVE it as EXCEL Assignment 1
Complete EXCEL Assignment 2.     SAVE it as EXCEL Assignment 2
Complete EXCEL Assignment 3.     SAVE it as EXCEL Assignment 3
Complete EXCEL Assignment 4.     SAVE it as EXCEL Assignment 4
In BLACKBOARD, under ASSIGNMENTS, open the EXCEL UNIT GRADE - attach all four EXCEL assignments and SUBMIT the assignment.
The deadline for submitting the EXCEL UNIT GRADE is:  
6 PM – APRIL 26, 2012


	Chapter 7 UNIT 

In the eTEXT, ( found in MYITLAB),  read Chapter 7 ( Networks)

In the eTEXT (found in MYITLAB), complete the Chapter 7 SELF TEST(using WORD). Save it

In the eTEXT (found in MYITLAB), complete the Chapter 7 BUZZ WORDS(using WORD). Save it

Submit (via BLACKBOARD) -  Chapter  7 UNIT GRADE (which contains both the BUZZ WORDS and SELF TEST).
In BLACKBOARD, under ASSESSMENTS, complete the test on Chapter 7. 

The deadline for submitting the Chapter 7 UNIT GRADE and completing the Chapter 7 test is
6 PM – APRIL 26, 2012

	Chapter 8 UNIT 

In the eTEXT, ( found in MYITLAB),  read Chapter 8 (Mobile Computing)

In the eTEXT (found in MYITLAB), complete the Chapter 8 SELF TEST(using WORD). Save it

In the eTEXT (found in MYITLAB), complete the Chapter 8 BUZZ WORDS(using WORD. Save it.

Submit (via BLACKBOARD) -  Chapter 8 UNIT GRADE  which contains the BUZZ WORDS and SELF TEST.

In BLACKBOARD, take the test on Chapter 8. 

The deadline for submitting the Chapter 8 UNIT GRADE and completing the Chapter 8 test is:  
6 PM – APRIL 26, 2012

	In BLACKBOARD, under ASSESSMENTS, complete the FINAL EXAM (which covers all material in course)

The deadline for completing the FINAL EXAM  is:  6 PM – APRIL 26, 2012



BOOK 


Purchase the paper textbook ALONG with the ACCESS CODE for MYITLAB.com 


(This paper textbook you receive is a reference book and is NOT the textbook for the course. The textbook for the course is found ONLINE in MYITLAB.com)








� HYPERLINK "http://www.randyodowd.com" ��RandyODowd.com� 


contains the syllabus, assignments and Web Articles needed throughout the course.





E-MAIL 


� HYPERLINK "mailto:RODowd@Broward.edu" �RODowd@Broward.edu�





� HYPERLINK "http://www.myitlab.com" ��MYITLAB.com� 


is a site that contains: 


The eTEXT BOOK 


We will NOT use the e-mail or gradebook sections!!


When you register for the MYITLAB, you must ENROLL IN A COURSE. To do this, you will need your ACCESS CODE and the COURSE NUMBER:

















� HYPERLINK "http://www.broward.edu" ��BLACKBOARD� 


will be used to SUBMIT YOUR WORK and VIEW your grades.


We will NOT use the e-mail section!


There are very specific deadlines for submitting your assignments. 


ASSIGNMENTS MAY BE TURNED IN EARLY !


ASSIGNMENTS WILL NOT BE ACCEPTED LATE !








