BROOKHAVEN COLLEGE

COSC 1300 - Conputer Literacy / ITSC 1401 - Introduction to Conputers
Syl | abus for Traditional Full-Senester Classroom Sections

Section __
RESOURCES | NFORMATI ON:
I nstructor: Shawn Prestridge Lab staff: Tarrilynn Jagger
Ofice: Lab room P112
Phone: 972.917. 1698 Lab phone: (972) 860-4746
E-Mail: sprestridge@i.com Lab hours: MR 9AM - 10PM

F 9AM - 2PM
Sat 10: 30AM - 2: 30PM

COURSE DESCRI PTI ON

This course introduces the use of conputers in business organizations,
prof essional activities and personal |ife. Topics include term nol ogy,
har dwar e conponents, system and application software, system devel opnent of
applications and the use of contenporary software application packages.

Pl ease be sure you have registered for the correct course, as there are 2
nunmbers (COSC 1300 and |1 TSC 1401) and they are not interchangeable.

If you:

plan to earn an Associate in Arts or

plan to earn an Associate in Science or

don't want a degree but plan to transfer this course to a 4 year schoo
you nmust be enrolled in COSC 1300.

If you:

plan to earn an Associate in Applied Sciences or

plan to earn a Certificate
you shoul d probably be enrolled in I TSC 1401. Check your degree plan, or
consult an advisor in Adm ssions or Counseling to be sure.

Choosi ng the wong nunmber may result in a delay of your graduation or a
requi rement that you must repeat the course. Refer to your Registration
Receipt if you are not sure which course you are in.

COURSE OBJECTI VES:
Upon successful conpletion of this course, the student will be able to:

1) Explain the basic concepts and vocabul ary of conputer information
syst ens.

2) ldentify the devices that conprise conputer systens and descri be
their function(s).

3) ldentify the purpose, functions and distinguishing characteristics of
the maj or categories of software.

4) Denonstrate a basic operational know edge of major application and
operating system software.

5) Describe and di scuss the value of data as a busi ness and persona
asset .

6) Describe the organization of data.

7) Describe the systens devel opnent met hodol ogy.

8) Describe and di scuss the evolution of conputers in neeting the needs
of society.



9) Discuss the inpact of conputer technol ogy on society.

COURSE MATERI ALS
The following itens are required for all students taking this course:

1) Text: Discovering Conputers 2003, by Shelly, Cashman and Ver nmat

2) Lab Manual: Ofice XP Essential Concepts and Techni ques, by
Shel Iy, Cashman and Ver nmat

(If you purchase your books together in a shrink-w apped package, you
may al so get another, smaller |ab manual covering W ndows 98.)

3) One 3 1/2" high density diskette, blank and formatted. (Ask a nmenber
of the P112 lab staff for help if you do not know how to format a
di sk.)
REQUI RED COURSE WORK
In order to conplete the course successfully, you are required to:
1) Attend the course orientation session(s).
2) Read and study your textbook. Your Class Schedule (attached to this
syl labus) will direct you to the appropriate chapter for any cl ass
sessi on.

3) Conplete | ab exercises as directed.

4) Conplete five exanm nations at the Testing Center

5) Conplete 100 points worth of various exercises as assigned by your

i nstructor.
GRADI NG
Your grade will be determ ned as foll ows:
5 exans at 100 points each 500 points
Labs: M crosoft Wndows 2000 Section 30 points
M crosoft Wrd 2002 Section 50 points
Internet Section 20 points
M crosoft Excel 2002 Section 50 points
M crosoft Access 2002 Section 50 points

I nstructor assigned exercises 100 points



800 points

Fi nal Grade Interpretation Poi nt Range
A Excel | ent 720- 800
B Good 640- 719
C Aver age 560- 639
D Poor 480- 559
F Failing 000- 479
W W t hdr aw Not comput ed

Tarrilynn Jagger in the P112 |ab can give you your current point total at any
time during the senester.

GENERAL EXAM | NFORMATI ON

Exams 1 - 4 are closed book and notes and are given in the testing center.(S
Building). Exam5 will be given in class during finals week.

Each examis nultiple choice only, and is conpleted on a SCANTRON answer form
Be sure to provide the following information on the form

Your Nane

Course and Section Nunber
Dat e

Soci al Security Number.

One point will be deducted for any mssing, illegible or incorrect information
as listed above. Hundreds of students take this course each senester, and this
generates a great deal of paperwork. Incorrect or mssing informati on may
cause your test to be nmisdirected or lost, resulting in your not receiving
credit.

Each exam shoul d be conpl eted on or before the dates established in the C ass
Schedule to avoid a |late penalty of 2 points per day.

Students nust conplete all exaninations by no |ater than Thursday, Dec 12.

After conpleting an exam at the Testing Center, it will be graded i nmediately
and you will be given your score. If you wish to review the exam questi ons,
visit the P112 lab within 6 days after each deadline and ask to see a copy of
your exam

Revi ew sheets for each examwi ||l be nade available to you in the P112 | ab.
GENERAL LAB | NFORMATI ON

Lab work may be conpleted in P112, or at your honme or place of business if you
own the necessary software. Qur lab staff will be happy to hel p answer any
guestions you may have about |ab exercises, |ab procedures and/or equipnent.
You are expected to work by yourself on your assignnments, which are explai ned
in detail on the last 2 pages of this syllabus. Be sure you note the due dates
for each | ab assignnment.



Pl ease be aware that any work handed in after the deadline may result in a
| ate penalty of 2 points per day.

Students nust conplete all lab work by no | ater than Saturday, Dec. 7.

You are required to sign in and out each tine you visit the |ab, and you nust
check any fl oppy which has been used outside the lab for viruses. The |ab
staff can assist you with this task.

The lab will be closed on Sept 2 and Nov 28-30.

Students are advised that the P112 lab will be used for software
denpbnstrations to various sections of this course on

Aug 28, 29 30 and 31; Sept 17, 18, 20, 21 and 30; Cct 15, 16, 18, 19, 25, 26,
28, 29 and 30; Nov 11, 15, 16, 19 and 20

Availability of open |lab stations may be restricted on these dates.

GENERAL COLLEGE PQOLI CI ES:

1) Attendance Policy:
Students are expected to attend class during the tine periods shown in the
of ficial Brookhaven College Credit Cl ass Schedule for the entire senester.
Punctual attendance is expected of all students.

2) Notification of absence due to religious holiday(s):
Students desiring to observe a religious holiday which will result in a
cl ass absence nmust notify their instructor in witing no |later than the
15t h cal endar day after the start of the semester. The student is required
to conmplete any work m ssed within a reasonabl e period of tine.

3) Wthdrawal with a grade of “W:
If you are unable to conplete this course, you must withdraw fromit by
Thur sday, Novenber 14. Wthdrawal is a forrmal adm nistrative process
which will not be initiated by your instructor, and nay be done in either
Admi ssi ons or Counseling.

4) Academ c Di shonesty:
Al'l course work in this class is undertaken with the understandi ng that
acadeni ¢ honesty is the only acceptabl e behavi or at Brookhaven Coll ege.
Further, it is understood that the instructor sets the standards of
acadeni ¢ honesty in the classroom determ nes when those standards have
been violated and determnines the consequences of that behavior by the
student. Practices such as cheating, collusion, unauthorized
col l aboration, fabrication or plagiarismw |l not be tolerated.

5) Anericans with Disabilites Policy Statenment:
If you feel the need for an acadenic adjustnment (such as help with taking
notes or special seating arrangenents) due to any type of physica
disability or learning difference, please talk with your instructor



6)

7)

8)

before the end of the second week of classes. You may al so contact
Speci al Services at 972-860-4847 for advisement and counseling.

Addi tional exam or programinformation nmay be posted on the lab bulletin
board or | ab door throughout the senmester. Check for this type of
i nformati on each tine you visit the |ab

No eating, drinking or smoking is permitted in your classroomor the |ab

All students in this course are expected to abide by the rules and
regul ations as set forth in both the DCCCD Student Code of Conduct
and the DCCCD Rul es for Responsible Conputing. Failure to conply may
result in legal and/or disciplinary action. You may request a copy of
the policies fromany nenber of the lab staff at any tine.



