CSCI 101 SYLLABUS Spring 2009
Microsoft Office 2007: Introductory Concepts and Techniques,

Windows XP Edition

Instructor: Mary Loyer

Office: Roddy 145

Phone: 871-2215

E-mail: loyer@cs. millersville.edu Web page: http: / [ cs.millersville.edu [ ~loyer/

Pleaze note: claz= scheduled for Monday January 19th will be held on Saturday January 24th from 2-10:50
Courze Dezcription:

Thiz course provades an overview of mucrocomputer applications mehading Microsoft Office 2007, AMicrosoft Office
Waord 2007, Microsoft Office Exeel 2007, Microsoft Office Access 2007, Microsoft Office PowerPomt 2007,
Microsoft Office Qutlook 2007, creating Web pases, and mtesrahion of the apphications. This practical, handz-on
course bulds understanding of concepts and principles myvolved m wsins current applicahion soffware included n
Office 2007. The mformation and sklls leamed 1n this course are applicable fo common, everyday siuations
mrvolving computers. To ensure that vour knowledze, skills, and understandmne of computers merease, you will be
activelv brvolved m lactures and labs. To promote retantion and leammneg, vaned teaching approaches will be uzad
throughout the semester. Examples nclude mn-class dizcussions, onhne discussions, group presentahions, and
computar apphcations. Fmally, your entical thankane =kills wall be encourased as vou complete real-world case-
study srtuztions.

TextMlaterials:

Text: Microsaft Gffice 2007: Introductory Concepts and Techniques, Windows XP Edition
(1-4138-4327x)
Optional Workbook- Microsgff Office 2007 Introductorv Concepis and Teckeigues Workbook

Teaching Methods:

1. Lactures: Important matenial from the text and oufside sources will be covverad mn class. Students should
plan to take carsful notes 2= not all matenal can be found 1n the texts or readmes. To keep up your mterest,
vou will be required to contnibute through eroup discussions and presentation of student-procured outzide
matenal relevant to topics bems covered. Lectures will be held on Mondays in Eoddy 261, We wall use the
text at each class.

Labs: Lab tume will be usad to completa the vaned assignments for this course. You have been azzigned to

etther Lab A B, or C.

3. Aszizmments: End of chapter actrithies and onlme activities will be assigned to remforce material m the
texct. These assisnments may require the appheation of vanous software packages. To recerve full credst,
assiznments will need to be tumed 1 be tumed m at the start of the Monday lacture. Plaase note: not all
azzignments will be graded, per the mstructor’s discretion.

4. Quzzes: Occasional quzzes wall be grven to help ensure students stayv up wath assigned matenal. Chnz

grades wall be pozted on the Blackboard.

Exames: Three etams will be grren. The exams will be closed book/notes and wall test as=igned readmes

and matenal discussad m class. Eeview sheets wall be provided prior fo the exam day. The final exam wall

not be comprehensive m nature. However, the mstructor reserves the nght to retest on matenal that was not
appropriately comprehended. Theza items wall be noted on exam review sheets. Exam grades will not be
postad on the Blackboard.

6. Class Parbieipation: A sroup and mdrvidual srade will be eamed through class parficipation. You wall be
assizned to a group to present a class asmpnment. Prompts wall be meluded for your sroup to cover. You
may consult the text and other vahid sources that vou find. Your sroup must senerate discussion, imchudmgs
sources consultad and questions for reflechon.  After vou present, vour group participation grads will be
posted on the Blackboard. Pleaszse be aware that the mdrvidual parhicipation wall mclude the onlne
Blackboard dizcuzzions and will be graded at the end of the clazs. You wall be required to write 2
thoughtful responsze to the online discussions posted on the Blackboard. Moreover, you will need fo
respond to at least two classmate postings. One lme responsas will not be sufficent. Indrindual
participation srades will not be posted on the Blackbeoard.
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Grading:

Total points wall be computad as follows. The total pomts for quzzes, cases, and zssigrments may vary.
Exam =1: 100

Exam #2: 100

Exam =3: 100

Azzismments: 50

Qmzzes: &)

Clazz Participation: 70(eroup- 30 and mdradual- 40)
Total: 320 Points

Pomt System: 320 total assigned pomts
A =476

A- == 466

B+ =455

E s=424

E- =414

C+ ==403

C =>=371

C- == 362

D+ == 151

D z= 320

D- =310

F <309

Courze Policies:

Mhiissad Classes: The student 15 responsible for obtamines matanal distnbated and work retomed on class days when
he'she was absent. Thiz can be done through contacting a classmats whe was present or by contacting the mmstructor

during office hours or other times. Mizsed or late gqmzzes can not be made up wnder amy circumstances bat wath
good canse and adequate nofice, an early qmz may be grven

Aszienments: All assienments are due at the begmming of class on the date due. Late submuzzsion of assignments wall
be azzszzad a3 penalty of 10% per dav. No exceptions are mada.

Acadermic Dishonesty: Plasianism and cheatmg are senous offenses and may be pumished by failure on exam paper
or progect; failure m course; and or expulsion from the Unrversity. For more mformation refer to the " Acadenuc
Dishonesty”™ policy m the Uit eraity Undergraduate Catalog. For this class, 1t 15 pemmzaible to assist classmates 1
general discuszions of computing techniques. General advice and mteraction are encourzsed. Each person, howevar,
must develop ls or her own solafions to the aszsizned projects, assignments, and tasks. In other words, students may
not "work togather” on graded azsignments.

Meed for Assistance: If vou have any condition, such as a phy=ical or leaming dizabalify, which wall make 1t difficult
for you to carry out the work as I have outhned it, or wiach wall require acaderic accommodztions, please notify me

3= =oon 25 possible.

Final Grades: Fmal grades will not be posted on the Blackboard or emailed. If vou wish to have your final grade sent
to you, please bring a self-addressed, stamped envelope to the thard exam

Incomplete Policy: Students wall not be grien an meomplete srade m the course wathout sound reason and
documentad evidence as descnbed m the Student Handbook. In any case, for a studant fo recerve an meomplete, he
or she must be paszing and must have completed a sigmficant porhion of the courza.




Course Outline
Azzienment Dezcriptions:

Leam it Onlime (LIO): Learn It Online 1= a senies of onhne student exercizses that test vour kmowledee of chapter
content and key terms.

Apphr Your Knowledee (AYE): Apply Your Knowladse 15 2 student azsignment that helps vou to remnforce the
skills and apply the concepts vou learned m this chapter.

Extend Your Knowledze (EYK): Extend Your Knowledze 15 a student assignment that challenses yvou to extend the
skills you learmed in this chapter and to expenment with new zklls. You may nead to use Help to complete the

asziemment.

Mhizke It Faght (MIR): Maka It Faght 1= 3 student assizmment that reguires you to anabvze a presentation and correct
all errors and/or 1mprove the design

In the Lab (Lab): In the Lab 15 a senss of student assiznments that azk you to design and/or create a presentation
using the sundelmes, concepts, and skalls presented 1 this chapter. The zzsienments are liztad n order of mcreazms
difficulty.

Cazes and Places (CF): Cases and Places 13 a senes of student assignments where vou apply vour creative thinkins
and problem solving skalls to design and mmplament a soluhon.

Week Azzipnment
1 ‘ord _
Eead Chapter 1 and 2 LIO (both)
2 Word-Group 1
Eead Chapter 3 and Web Feature CP 3.4, or 3, or vour own
3 Excal
Eead Chapter 1 and 2 LIO (both)
4 Excel-Group 2
Eead Chapter 3 and Web Feature CP 3.4, or 3, or vour own
S Test 1{Word Excel)
Access
Eead Chapter 1 and 2 LIO (both)
3 Access-Group 3
Eead Chapter 3 and Intesration Featurs CP 34, or 5, or vour own
7 PowerPomt
Eead Chapter 1 LIO
8 PowerPomt-Group 4
Eead Chapter 2 and Intesration CP 3.4, or Jor podcast
9 Test X Access PowerPomt)
Ontlock
10 Eead Outlook Chapter 1-Gronp & LIO
IntesTate
11 Eead Intezration Chapter-Group 6
Eeview LID
12 Completa Take Home practice exam

Test 3



