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	COURSE DESCRIPTION & PREREQUISTE(S) (from catalog)

	CSCI 100 Introduction to Computing Technology: 3 s.h.

An introduction to word processing, database management, spreadsheets, desktop publishing, multimedia software, computer communications (the world-wide-web, Internet and E-mail, library searches, home page creation), hardware and software troubleshooting by installation and maintenance, scanning and digital images. Students will use a hands-on approach to explore a variety of hardware and software tools applied to a number of cross-curriculum projects.

	TEXTBOOK

	New Perspective On Ms Office 2013 1St Course Shaffer ISBN 1285167643 

	READING LIST & ADDITIONAL RESOURCES

	Angel
Employees.oneonta.edu/zhangs/csci100

	SUNY LEARNING OUTCOME OBJECTIVES

(for General Education 2 courses.  See below.)

	N/A

	COURSE GOALS/OBJECTIVES

(measurable student learning outcomes)

	Students will learn fundamental concepts of MS windows operating system and gain a broad understanding of usage of Office 2013 suite tools including Word, Excel, Access and PowerPoint as well as web development tools such as FrontPage or Dreamweaver. Upon completing the course, students should feel comfortable with using Office 2010 suite on the Microsoft Windows 7 system to produce various documentations for their course work, business and other purposes. To be more specific, students are expected to:

1.
be proficient at using Windows Operating system and be familiar with Windows interfaces.

2.
use word processing to produce documents such as term papers, resumes, and business letters. 

3.
use a spreadsheet to store, sort, compute, and report numerical information such as budgets, inventory predictions, and grade books. 

4.
use a database to store, sort, and report categorical information such as address books, bibliographic references, and a small business customer database. 

5.
integrate the use of word-processing, database, spreadsheets, and images to produce publishable documents. 

6.
use e-mail to send, receive, forward, and store messages and attachments. 

7.
use the world-wide web to search for information, to do library research. 

8.
use multimedia software to produce a report on a selected topic (e.g. a course work presentation or a business presentation).

9.
create non-trivial personal web pages
10.         use templates for various tools

	COURSE REQUIREMENTS

	Learning by doing, learning by examples, hands-on through exploring tutorials and lab assignments.
Everybody can make it through and succeed! Work hard, put in enough time.

	COURSE ACTIVITIES/TEACHING STRATEGIES

	Traditional Methods: lectures, presentation, hands-on tutorials, labs, homework, exams and reviews  

	ADDITIONAL UNIQUE ASPECTS OF COURSE

	Hands on 

INFORMATION MANAGEMENT Competency

Perform the basic operations of personal computer use;

Locate, evaluate and synthesize information from a variety of sources.

	COURSE OUTLINE

(order of coverage by date)

	See below

	ASSIGNMENTS

(by date)

	Aug. 29 (TH)

Syllabus + self-Introduction

Homework 1

Sept. 3(T)

Essential Terminologies 
Homework 2 

Sept. 5 (TH)

Essential Terminologies 

Sept. 10 (T)

Essential Exam. 
Word Intro Homework 3
Sept. 12 (TH)

Word continue Homework 4, 
check online actitivies
Sept. 17 (T)

Online activities, 
Sustainable computing and computational sustainability
computer unplug
Sept. 19 (TH)

Homework 3 and homework 4 due Word Exam 
Excel Intro
Sept. 24 (T)
Excel Intro Homework 5
Sept. 26 (Th)
Excel continue Homework 6
Oct. 1 (T)
Excel continue
Oct. 3 (Th)
Excel project
Oct. 8 (T)
Excel exam
Intro do Access

Oct. 10 (Th)
Access Intro homework 7
Oct. 15: (T)
Access Continue homework 8
Oct. 17 (Th, College Close)

Oct. 22 (T)
Access continue 
Oct. 24(Th)
Review Access exam 
Intro PPT
Oct. 29(T)
PPT intro homework 9 

PPT exam distribution
Oct.31(Th)
PPT project day
Nov. 5(T)
PPT exam
Sustainable Computing and Computational sustainability
Nov. 7 (Th)
HTML + notepad
Nov. 12(T)
 HTML +Frontpage or Dreamweaver
Nov.14 (Th)
Personal website project 

Component of Sustainable computing and computational sustainability
Nov. 19 (T)
Publisher and templates, google sites etc.
Nov. 21 (TH)
Website Project day
Nov. 26 (T, College Close)
Nov. 28 (Th, College Close) 

Dec. 3 (T)

HTML 5, Javascript
Dec. 5 (Th)

Alice, Scratch, computer unplug 
Dec.10 (T)

Review

Dec. 12 (Th)

Final Exam, Website project presentation

Dec. 17 (T)

Website project presentation



	TEST DATES & COVERAGE



	See above

	METHOD OF EVALUATION

(specify procedure)

	Homework

Exam ( Concepts, multiple choices, homework, illustration, presentation, participation etc.)
Grade 

Topics

Weight

Date 

(See Schedule)

Computing Essential, Windows System 

5%

TBA

Word exam 

10%

TBA

Excel exam 

10%

TBA

Access exam 

5%

TBA

PowerPoint (Lab Part)

5%

TBA

Final Exam (Website Lab 30% + Written part 70%) 

accumulative, basic concepts of each components)

35%

Website TBA

Written in Finals Week

Online Activities Component

5%

TBA

Assignments

20%

TBA

Attendance

5%

Participation is strongly encouraged. 

1 point off for each unexcused absence
Total

100%

Final Letter Grade System

The final letter grade will be determined by using the following cut-off points, rounding up. 

92   to 100   =    A 

72    to   75     =    C

89   to  91    =    A-                 

69    to   71     =    C-

86   to  88    =    B+

67    to   68     =    D+

82   to  85    =    B

64    to   66     =    D

79   to  81    =    B-

61    to   63     =    D-

76   to  78    =    C+

60 and below  =    E



	LATE ASSIGNMENTS & MAKE-UP TEST POLICY

	Late assignments will be accepted, but assessed at a 10% point penalty for each day after the due date, unless you can provide legitimate and/or school-approved excuses to justify the delay.

Make-up for missed midterms and final will only be arranged for those who have acceptable reasons supported by proper and officially documented evidences. The instructor must be notified in advance for missing the midterm(s) or final exam. If you could not anticipate your absence in advance but you can , you should apply for make-up at your earliest possible time when you are back again

	ATTENDANCE POLICY



	Attendance is mandatory and will contribute partially to your final grade. Being attentive to the lectures is instrumental to your success in this course, because you will receive a large amount of useful information you cannot afford to miss. 

This course covering a long list of important topics within only 15 weeks. In addition to regular lectures, we will use class meeting time to discuss homework and similar questions for exams, so it is your best interest to attend every class whenever possible. 

Pedagogical research and past experience shows that students who attend classes regularly generally do much better in their classes than their peers who attend sporadically. Attendance sheet may be distributed for signatures for every class to keep track of your attendance history. The instructor reserves the right to drop anyone who misses more than 25% or more of the class meetings to that point at any time through midterm. Each student will be allowed absences provided she/he has reasonable proofs. For every two unexcused absences, your will lose 1 out of 100 points. If you will miss any class, you will be responsible for material covered in class as well as the material in the text. Make sure you contact your instructor to find out what has been covered and what new assignments have been given out. Not being in class is never an excuse for not knowing what has been covered. All college policies regarding attendance will be followed stringently.

You are expected to participate in all class activities. To be a good participant, you should display positive and constructive attitudes, do all assigned work, prepare to ask questions, attend to other class members’ concerns, get involved in the ongoing class activities, and volunteer to answer questions raised by the instructor or your peers.

The computers are provided for you to study technologies related to this course and facilitate your learning of the course, not for other irrelevant behaviors. If a student is found to abuse the lab computers in the class meeting time by conducting the irrelevant activities such as online shopping, chatting, gaming, emailing, or messaging etc., he/she will lose his/her attendance credits. A repeating offender is subject to being dropped from the class by the instructor.

	Respectful Student Conduct and Behavior Code

	Honorable demeanor is assumed.

This class follows SUCO’s regulations regarding behavior in the classroom. It is expected that each student will be respectful to the instructor as well as to his/her fellow classmates. Students should behave maturely and professionally. Honorable demeanor is expected. Any actions, which inhibit a polite and pleasant learning experience, are not allowed. As a college student, you are expected to be able to self-discipline, demonstrate self-esteem and be respectful to your instructor and peers.  Use of profanity, rudeness towards fellow students or the instructor, angry outbursts, refusal to participate in classroom activities, repeated tardiness, ringing of cell phones and leaving the classroom prior to class dismissal without the approval of the instructor are just some examples of disruptive behavior. The instructor will ask disruptive student to cease and desist and will inform the student of possible suspension and/or dismissal from class.

Using a cell phone, email or messenger is convenient to connect you with your family and friends outside of class; however, using them such as letting your cell phone ring or having a conversation on with it is very distracting and very rude to the rest of the class. Please turn your cell phone off before coming to class. Eating or drinking in the classroom is strictly prohibited. If your cellular phone is heard by the class or you use disrespectful behaviors or words, you are responsible for completing one of three options: 1. Before the end of the class period you will sing a verse and chorus of any song of your choice, or, 2. You will lead the next class period through a 10-minute discussion on a topic to be determined by the end of the class or, 3. You will buy pizza for the whole class the next class. (To the extent that there are multiple individuals in violation, duets will be accepted). 

Cheating and Collaboration Policy

Group study and discussion are encouraged, but assignments need to be finished independently. You are expected to produce every piece of your work out of your own mind and hands. If you borrow some ideas from other resources, please reference all assistance used in completion of the assignment in the solution document. This includes help from classmates, teaching assistants and professors as well as books, articles, and web pages. No direct copying is allowed. Cheating or other academic dishonesty will not be tolerated in homework and exams.  All offenders will get Zero for the involved assignment or course work. Repeating offenders will get a failing grade of E.



	ADA (AMERICAN WITH DISABILITIES ACT) STATEMENT

	Students Diagnosed with a Disability—All individuals who are diagnosed with a disability are protected under the Americans with Disabilities Act, and Section 504 of the Rehabilitation Act of 1973. As such, you may be entitled to certain accommodations within this class. If you are diagnosed with a disability, please make an appointment to meet with Student Disability Services (SDS), 209 Alumni Hall, ext. 2137. All students with the necessary supporting documentation will be provided appropriate accommodations as determined by the SDS Office.   It is entirely your responsibility to contact SDS and concurrently supply me with your accommodation plan, which will inform me exactly what accommodations you are entitled to. You will only receive accommodations once you provide me with an SDS accommodation plan.  Any previously recorded grades will not be changed.

	EMERGENCY EVACUATION PROCEDURES

	In the event of an emergency requiring evacuation from (class location: HIRC___ and room_120AB ), please evacuate to (appropriate location from evacuation procedures handout)  Fine Arts Theater_so that College officials can account for you. Please review the College's Emergency Evacuation Procedures and Shelter-in-Place Procedures at the following web link: http://www.oneonta.edu/security. All students are also encouraged to register for NY Alert for immediate notification of campus emergencies on or near the campus.
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INTRO TO COMPUTING TECHNOLOGY	SCHU 103


Meeting days/time: TH/5:30-6:45pm


Office Hours: TH /6:45-7:15pm





Instructor: Sen Zhang	


Physical Science Bldg. 132	


Campus Phone: 3382


Email: zhangs@oneonta.edu


Web: http://employees.oneonta.edu/zhangs/
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