CSC 101 – INTRODUCTION TO COMPUTER EDUCATION
Fall 2007
	Instructor
	Jack Han
	E-Mail
	jhan@csudh.edu

	Office
	NSM A-133
	Office Hours
	TBA

and/or by appointments

	Phone
	(310) 243-2624
	
	


	Classroom
	SCC 800
	Class Time
	Saturday 9:00am – 11:30am

	URL
	http://csc.csudh.edu/jhan/Fall2007/csc101


CATALOG DESCRIPTION:  
This is a 3-credit course. This computer literacy course is designed to familiarize the learner with a variety of computer tools and computer concepts with emphasis on utilizing packaged programs. This course provides an introduction to the use of computers, common software programs and peripherals. Students are instructed in the use of a word processor, drawing program, spreadsheet, database, presentation tools, internet applications, and statistical package in scientific applications.
PRE-REQUISITE: 
None
TEXTBOOKS:

1. Computers in a Changing Society, John Preston, Sally Preston, and Robert Ferrett, Prentice Hall, 2005. ISBN: 0-13-145193-6

2. Quick Study of Microsoft Office 2003, to be confirmed

COURSE GOALS:


· To familiarize students with the fundamentals of computers, and utilizing hardware and application software;
· To develop student's skills in using electronic mail, browsing web pages, search online information, and other information tools;
· To enable students to develop skills for using word processing, spreadsheets, Power Point presentation and Access Database system.

COURSE OUTCOMES:

Upon completing this course students will be able
· To demonstrate a vast amount of knowledge regarding the usage, operation and application of personal computers;
· To include the ability to access the information on the World Wide Web, communicate by e-mail and integrate computer application packages; 
· To exhibit a heighten level of competencies in the use of word processing, spreadsheets, Access database and Power Point software Packages.

ATTENDANCE POLICY 

California State University, Dominguez Hills requires regular class attendance.  Excessive absences will result in lowered grades. Excessive absenteeism, whether excused or unexcused, may result in a student’s course grade being reduced or in assignment of a grade of “F”.  Absences are accumulated beginning with the first day of class.

Very Important Note: Attendance is expected and required. The student is responsible for materials missed during an absence, whether excused or not. Excessive absences or tardiness will result in lowered grades. A sign-in sheet will be put in the class room entrance. YOU MUST CHECK-IN EACH CLASS.  
STUDENT ACADEMIC APPEALS PROCESS             

Authority and responsibility for assigning grades to students rests with the faculty.  However, in those instances where students believe that miscommunication, error, or unfairness of any kind may have adversely affected the instructor’s assessment of their academic performance, the student has a right to appeal by the procedure listed in the Undergraduate Catalog and by doing so within thirty days of receiving the grade or experiencing any other problematic academic event that prompted the complaint.

ADA STATEMENT

Students with disabilities, who believe they may need an academic adjustment in this class, are encouraged to contact the Disabled Student Services office at (310-243-2028) as soon as possible to better ensure receipt of timely adjustments.  Once you receive a letter from the office for Disability Service, kindly make an appointment to discuss appropriate academic adjustments for this class. 
Academic Integrity

Academic integrity is of central importance in this and every other course at CSUDH. You are obliged to consult the appropriate sections of the University Catalog and obey all rules and regulations imposed by the University relevant to its lawful missions, processes, and functions. All work turned in by a student for a grade must be the students' own work. Plagiarism and cheating (e.g. stealing or copying the work of others and turning it in as your own) will not be tolerated, and will be dealt with according to University policy. The consequences for being caught plagiarizing or cheating range from a minimum of a zero grade for the work you plagiarized or cheated on, to being dropped from the course.
LABORATORY ASSISTANT:

Laboratory Assistants are available in SCC-800 after class.  If you experience a hardware or software problem or the printer is out of paper inform your instructor or laboratory assistant.

ELECTRONIC DEVICES:    

Cellular telephones, pagers, CD players, radios, and similar devices are prohibited in classroom during lecture.

COURSE POLICIES:

This course uses the lecture format. Reading, projects and homework assignments will be made, and all problems will be graded. It is expected that you will need to spend at least one hour studying outside the class for each hour spent in the class. That means you should plan to devote a minimum of six (6) hours per week for this class (3-hours in class, 3-hours outside class). Note taking is very important in this course and students are asked to keep an organized notebook. A notebook will help you to organize your work for easy access when preparing for tests.

HOMEWORK ASSIGNMENTS

Please be aware for all the homework assignments to be handed to the instructor in person and in class. The computer-print out homework is preferable, but hand-writing is also acceptable. However, it is the students’ responsibility to make your writing clear enough for the instructor to grade. Do not slide any homework under the office door. 

PROJECT ASSIGNMENTS  

The standards for submission of projects will be made available per project assignment. Each project should be presentable and submitted with a cover sheet. Reports should include name of the student, section number, instructor, and class meeting time.

Homework and projects will be handed out ONE week before the due day.

LATE HOMEWORK/PROJECTS:  

All assignments are due near the end of class on the scheduled dates. NO LATE ASSIGNMENT WILL BE ACCEPTED.
MID-TERM TEST/MISSED TEST:    
Two midterm tests will be given. The test material that does not appear in the textbooks will be presented in lectures. Students are responsible for the additional materials that will be presented in the class.  Missed midterm tests may not be made up unless the students are supported by documentations acknowledged by the university for an excuse.
.
SUPPLIES:     

Select one storage device

· 3 1/ " high density (HD) disk   
· one  (1) Zip disk (100 MB or 250)  

· USB
You are responsible for your supplies.
GRADING SYSTEM:                

                
 EVALUATION TECHNIQUES:

· A = 90-100                                                     Attendance  ---------------- 10%

· B = 80-89                                                       Homework ----------------- 20%

· C = 70-79                                                       Project ---------------------- 20%
· D = 60-69                                                       Mid-term ------------------- 30%

· F =  0-59                                                        Presentation ---------------- 20%

    __________________________
                                                                                        TOTAL                             100%
TOPIC OUTLINE (Will be conducted according to the following. However, the schedule of the topics or timetable may be varying slightly)

	WEEK
	LECTURE
	Assignment/Project

	WEEK 1
	Introduction

1. Course introduction

2. What is a Computer
	

	WEEK 2
	Computers Are Everywhere
Computer components, Computer influence, Health protection, Universal access
	HOMEWORK #1

	WEEK  3
	The Internet Connects Us

Internet structure, address, connection, communication, web search, working and playing
	HOMEWORK #2                

	WEEK  4
	· Understanding Hardware and Its Function

· Using Software: Standing on the Shoulders of Giants
	HOMEWORK #3

	WEEK 5
	· Ethical Use of Computers

· Protecting Our Security and Privacy

· The Past Shapes the Future
	HOMEWORK #4

	WEEK 6
	MIDTEM #1
	

	WEEK 7
	Introduction to MS Windows XP and Office 2003
	HOMEWORK #5

	WEEK  8
	MS Word 2003 I
	PROJECT #1 

	WEEK 9
	MS Word 2003 II
	PROJECT #2

	WEEK 10 
	MS Excel 2003
	PROJECT #3

	WEEK 11
	MS Access 2003 
	PROJECT #4

	WEEK 12
	MIDTERM #2
	

	WEEK 13

	PowerPoint 2003 
	PROJECT #5

	WEEK 14/15
	PRESENTATION
	


