MONTGOMERY COLLEGE

Rockville Campus

Computer Applications Department


CA 106 COMPUTER USE AND MANAGEMENT SPRING 2004 CRN 34820
INSTRUCTOR INFORMATION 

	Instructor: Alan Stover
	Telephone: (301) 897-8931

	Dept. Office:
427 Macklin Tower  ph: 301-279-5185
	Email: alan.stover@montgomerycollege.edu


COURSE INFORMATION

	Class time: Tu Th 2:00 – 3:30 pm
	Class location: CS 22

	Last day of class:  Thursday, May 6
	FINAL EXAM DATE: TBA

	Last date to drop without a grade or to change from audit to credit or from credit to audit:  FEB 15
	Last date to drop a class without a W grade: APR 19


COURSE DESCRIPTION

An introductory, hands-on course teaching the Windows operating system interface and effective use of the IBM PC and compatibles. Topics include navigating in the standard Windows environment, file and hard drive management, customizing the Windows environment, transferring data between applications, using Windows accessories, installing hardware and software, utilizing electronic mail and effectively interfacing with the Internet. Three hours lecture each week. 3 semester hours
COURSE PREREQUISITES
Assessment levels: [EL103 OR EN002] AND [RD103 OR RD099]

LACK OF PREREQUISITES: Academic Regulation 9.65C states:

In the event that students succeed in enrolling in a course for which they lack the prerequisites(s) as designated in the College catalog, the instructor, after consultation with the students, may drop the students from the course, immediately notifying the Admissions and Records Office of the decision in writing; this action to be taken before the published date, which is based on the principle of completion of 12 percent of the duration of the course (2 weeks in a 15-week semester or its equivalent).    A student must accept responsibility for his/her decision to remain in a class against the advice of the instructor.  All students in a course are responsible for completing the course requirements, and faculty members are responsible for assigning grades that reflect student accomplishments with respect to the standards set for the course.

TEXTBOOK, SUPPLIES, AND SOFTWARE
TEXT:
NEW PERSPECTIVES, MICROSOFT WINDOWS XP Comprehensive, by June Parsons, Dan Oja, Joan and Patrick Carey, Course Technology, 2002
ISBN: 0-619-04462-4
Price: $53.95 at Amazon.com
SUPPLIES:
· TEN 3½” DS/HD IBM-formatted diskettes (SAFEST is to buy a 10 pack)
(because of the disk manipulation activities, zip disks are not recommended for classwork)

· Three 2-pocket folders for homework submittal-- you should have enough 2-pocket folders so that any homework needing to be submitted can be submitted

SOFTWARE:
The software used for this course is the Microsoft Windows XP Operating System.  This has many features that are not found on earlier editions of Microsoft Windows.  If you do not have Windows XP installed on your computer, you must plan to use the Montgomery College Lab facilities for many of the assignments.

COURSE OBJECTIVES

	OBJECTIVE 1: Hardware and Software Basics—To identify the microcomputer, its components, and their basic function. To identify the types and uses of software


	SKILLS TO BE COVERED FOR OBJECTIVE 1:

	1. HARDWARE

The actual machinery/electronics that you touch, stare at, key or click—terms/purpose
2. SOFTWARE

Commands that make the hardware do what you want it to do in the form of sets of programs

3. SOFTWARE CATEGORIES—Operating systems vs. Application Programs
4. COMPUTER CATEGORIES

Mainframe, Midrange aka minicomputer, Personal computer-’PC’

Personal computer:  Categories of PC: Desktop, Notebook, Pda: 

5. Definitions of a PC system

6. PC—basic components: system unit, monitor, keyboard, mouse, printer

7. microprocessor (CPU), System unit contents (motherboard/expansion slots, memory, hard drive)

8. RAM/ROM—definitions and differences

9. Buffers (clipboard/print queue, history)

10. Terms: bits, bytes, ASCII, storage sizes (K, MB, GB)

11. Chips (made by intel and AMD)/ speed measured in megahertz and gigahertz

12. Terms: peripherals/ports

13. Monitor: soft copy/ resolution/ pixels

14. Printers: impact vs. non-impact: ink-jet/laser/ clarity based on DPI

15. Keyboard special keys: esc/function keys esp. F1, tab, modifier keys (ctrl, alt, shift)/ cursor movement keys, difference between backspace and delete

16. Diskettes: care of, write protection/

17. Mouse: care of, movement/ left/right mouse button uses


	OBJECTIVE 2: Operating System Basics—To explain the need for an operating system and its major functions.  To identify, compare and contrast the use of a text-based operating system and a graphical user interface (GUI)


	SKILLS TO BE COVERED FOR OBJECTIVE 2:

	1. Explanation of difference between COMMAND LINE operating system (text-based) and GRAPHICAL USER INTERFACES (GUI)

2. OPERATING SYSTEMS: Windows 98/DOS/Linux(Unix)/Windows NT/Windows 2000/Windows ME/Windows 95/Windows XP—(simple discussion of the differences—older or professional versions or network versions of the operating system
3. WINDOWS XP BOTH HOME AND PROFESSIONAL VERSION—discussion of its existence and its inability to work seamlessly with all legacy software and hardware


	OBJECTIVE 3:  File Management:  Format disks, manage files, backup files, organize files, compress files, locate files and access files


	SKILLS TO BE COVERED FOR OBJECTIVE 3:

	1. My computer and Windows Explorer  for file management
2. Managing Drives, files, and folders
3. Navigating folders—expanding, up, forward/back

4. Creating a folder—menu method and shortcut menu method

5. Opening a folder—menu method and shortcut menu method

6. Renaming a folder-- menu method and shortcut menu method

7. Deleting a folder-- menu method and shortcut menu method and recycle bin management

8. Moving, copying files---dragging method, 4 step method (select object, activate copy, placing cursor in target location, activate paste)
--by menu method/short-cut menu method/keyboard method/icon method
Printing –a folder’s contents/files/ printscreens of the desktop
Formatting, copying a disk

9. Find command: locate files by name, by contents, by date and by type 

10. Wildcards



	OBJECTIVE 5:  Windows Environment: Navigate, manage and customize the Windows environment



	SKILLS TO BE COVERED FOR OBJECTIVE 5:

	1. Desktop Properties: Color Schemes/screen savers/screen resolutions/appearance

2. Accessibility Options

3. Keyboard Layouts

4. mouse properties

5.Taskbar properties

6. Shortcuts (shortcuts for 3 ½ , printer, file), placing documents on the desktop


	OBJECTIVE 6: Data Exchange/Transfer data among Windows applications



	SKILLS TO BE COVERED FOR OBJECTIVE 6:

	Skills for objective 6:

Object link and embed data –using Wordpad to paint or vice versa



	OBJECTIVE 7:  Accessory Programs: Utilize efficiently and effectively the accessory programs that accompany Windows



	SKILLS TO BE COVERED FOR OBJECTIVE 7:

	1. Paint
--color box (changing colors, monochrome palette)
--attributes: drawing window size adjustment, monochrome
--tools: freeform select, select, line, brush, airbrush, curve, rectangle (square), ellipse (circle), rounded rectangle, polygon, eraser

2. WordPad, word processing documents
--changing fonts, point sizes, bold, italics, underline, alignments

3. Notepad--.LOG

4. System Tools:
--system maintenance
--disk cleanup
--disk defragmenter
--scandisk
--disk backup



	OBJECTIVE 8: Internet Basics


	To describe how the Web works, to demonstration how email works and how to attach files to e-mail messages, to identify the different types of search engines and utilize them appropriately


	OBJECTIVE 9: Development and enhancement of non-technical skills



	• Speak and write about the course topics with sufficient proficiency
• Apply critical thinking to a variety of topics in the course


TEACHING METHODOLOGIES


Lecture and demonstration


Teacher handouts to supplement text


Student Participation

Please note that announcements, assignments other class information will be made in class.
ASSIGNMENTS

HOMEWORK:
You will be given homework assignments each week.  Some will be in the book, others will be handed out during class.  If you miss a class, it is your responsibility to get the assignment from a classmate.
The purpose of the homework assignments is to get you to practice what we have discussed and demonstrated in class.  You cannot learn this material without doing it.  You will be responsible for completing these assignments outside of class.  This requires you to have the same operating system being discussed in class at home or work, or use our companion labs for assignments that deal with features of Windows XP not found in earlier versions.
Homework is NOT to be done during class time.  The printer in the classroom is NOT there for printing out your homework–print it out at home, at work, or in the lab.

Unless otherwise instructed, homework is to be submitted in hard copy form, clearly marked with the students name, the assignment number, and the date.  Some assignments will be submitted on diskette or by email to the instructor. Homework is to be submitted, IN A FOLDER CLEARLY LABELED WITH THE STUDENT’S NAME AND COURSE NUMBER, at the beginning of class on the due date.  

Late homework–including homework submitted after the beginning of class on the day it is due–will be subject to a deduction of one full letter grade (or the equivalent number of points) for each class period (or part of a class period) that it is late.  There are no excuses for late homework. Assignments will not be accepted more than two class periods late–they will get ZERO points.

There will be some opportunities available to do work for extra credit during the semester, which can be used to make up for lost points on the regular assignments.  However, DO NOT ASSUME that you will be able to make up any particular homework assignment.

Each homework assignment will be given a letter grade or a number of points. Most but not all graded work will be returned to the student. At the end of the semester, these grades or points will translate into points which will turn into a percentage of your grade.
CLASSWORK:
After completing certain topics, you may be instructed to get a printout of the classroom activity.  Classroom exercises will be graded using the same scale as is used on the homework assignments.  THERE IS NO MAKEUP FOR ANY MISSED CLASSWORK—EVEN IF YOU HAD AND EXCUSED ABSENCE FROM CLASS.
QUIZZES, TESTS AND PROJECTS:
Major tests will be announced in class at least one week ahead of time.  A project may be assigned in place of a test.  Quizzes may be given at any time without notice.
No makeup tests will be given UNLESS you have an excused absence from class that day, which was approved PRIOR to the date of the missed class. There is NO MAKEUP on missed quizzes, even for excused absences from class.
COURSE EVALUATION

Your grade in this course will be based on classwork, homework, quizzes, tests, and attendance.
Classwork and homework:
40%

Quizzes and tests

40%

Attendance


20%

Grading Scale (Montgomery College does not award + or -, only full letter grades):
A – 90-100
B - 80-89
C - 70- 79
D - 60--69
F--below 60 

ATTENDANCE
ATTENANCE:

IS NOT OPTIONAL—please note the Student Handbook. Academic Regulation 9.823 states:
Students are expected to attend all class sessions and arrive on time.  In case of an absence, it is the student’s responsibility to confer with the instructor regarding the absence, to find out what material was covered and whether handouts were distributed, and to complete the assigned work.

As noted in the Montgomery College Student Handbook, students may not miss more classes than the course meets in one week (e.g., two day classes).  When a student has missed more than the allowed classes, the instructor has the option of dropping the student from the course or assigning the grade of “F” for the course.  Excessive tardies and absences will lower the student’s grade.  If you find that you are unable to attend a class, please telephone or (if you cannot get through by telephone) email a message to the instructor.
If you are absent you must:

A) notify the instructor by telephone or email that you will not be in class AND

B) submit a written note explaining your absence upon your return to class.

If there was a quiz–it will NOT be able to be made up.

If there was classwork done–it will NOT be able to be made up
If there were class handouts–get copies from a classmate

TARDINESS:
Class begins promptly at the scheduled time.  Students are expected to be ON TIME.  Two tardies are the equivalent of one absence.
STUDENT CONDUCT

STUDENT CODE OF CONDUCT:
It is the goal of Montgomery College to prepare its students to be active, engaged citizens of the world and to educate them for positions of leadership in their communities and their nations. The College seeks to provide an environment where discussion and expression of all views relevant to the subject matter of the class are recognized as necessary to the educational process. Students, from all campuses and Work Force Development and Continuing Education, are invited to be participating members of the educational community within the guidelines of acceptable standards of conduct, which include:

A. Academic conduct that reflects the highest level of honesty and integrity. 

B. Actions which are civil, courteous and respectful of all members of the college community, their property, and the property of the College and that of the larger community. 

C. Social behavior that encourages responsibility and discourages the unlawful use of alcohol, illicit drugs, and weapons. 

D. Group behavior that promotes its members’ mutual respect, equality and safety, and opposes those acts that harass, intimidate or haze. 

Detailed information regarding the Student Code of Conduct can be found at:
http://www.montgomerycollege.edu/departments/academicevp/Student_PandP.htm
CLASSROOM BEHAVIOR:

All in-class discussions should be carried out in a way that keeps the classroom environment respectful of the rights of others.  This means that, for example, students should not interrupt someone else who is talking regardless of whether that person is the instructor or another student.  Students should not monopolize class time by repeatedly interrupting and asking questions in a manner that hinders the learning process of others.  Students are all expected to conduct themselves in ways which create a safe learning and teaching environment that is free from such things as violence, intimidation, and harassment.
The following activities are NOT PERMITTED in class–you will be asked to leave and counted as absent:

· Eating or drinking.

· Sleeping in class.

· Receiving calls on cell phones and audible beepers.
· Web surfing, accessing and downloading materials for personal use, streaming audio or video.

· Game playing.

· Wearing headphones or listening to portable electronic devices–please put them away.
· Working on homework for this or any other class allowed during the lecture time.
POLICY ON ACADEMIC INTEGRITY:
Cheating, plagiarism and/or other forms of academic dishonesty will not be tolerated. 

ACADEMIC DISHONESTY:
The maintenance of the highest standards of intellectual honesty is the concern of every student, faculty and staff member at Montgomery College. The College is committed to imposing appropriate sanctions for breaches of academic honesty. The list below is not all-inclusive of prohibited behavior.  

Academic Dishonesty or Misconduct can occur in many ways. Some common forms include:

A.1
Cheating on assignments or examinations

A.2
Plagiarizing from written, video, or Internet resources

A.3
Using tests or other material without permission

A.4
Forgery

A.5
Submitting materials that are not the student’s own

A.6
Taking examinations in the place of another student, including assessment tests

A.7
Assisting others in committing academic dishonesty

A.8
Failing to use quotation marks for directly quoted material unless using block quotes or other accepted formats.

A.9
Copying from another student during an examination

COMPUTER LAB

 

Approximately 6 hours per week will be needed to complete reading and homework assignments. You will need a computer with Internet access and the operating system we are using for this class (Windows XP). As a student, you may use the computers in the computer labs at Montgomery College to complete homework assignments or for extra practice.. Rules and guidelines are published by the computer Lab Office and are posted outside of the lab offices: Computer Science Building, Room 19, and Humanities Building, Room 307.
Information regarding computer lab schedule, rules, and regulations can be found at:

 http://www.montgomerycollege.edu/CA/labs.html/
	Course Location
	Lab Location
	Overflow Lab
	Office Location/Phone

	HU building
	H314 
	H312
	H307/ 279-5187

	CS building 
	CS25/26 & CS21A
	H314
	CS19 / 279-5156


Labs are open Monday through Friday 8:30 am - 10:00 pm, Saturday 8:30 am - 4:00 pm, and Sunday 8:30 am - 2:00 pm. Labs open on the first day of the semester and close on the last day of finals and all College holidays. Any changes in hours will be posted. 
AUDIT POLICY
Audit Policy: The following information concerning auditing a course comes from Section 9.412 of the Collegewide Policies and Procedures Manual, with the exception of the second point which was clarified by the Director of Admissions and Records:

· Students wishing to register for audit at the beginning of the semester or who wish to change from credit must do so prior to completion of 20 percent of the duration of the course.

· The grade of “AU” carries no credit.

· Students initially registering for audit are not required to get an instructor’s signature.  Students wishing to change from credit to audit must obtain written approval from the instructor.  (See AR 9.614 for students wishing to change from audit to credit.)

· All students registered for audit are required to consult with the instructor before or during the fist class session in which they are in audit status, and are required to participate in all course activities unless otherwise agreed upon by the student and instructor at the time of consultation.  Failure to consult with the instructor or to so participate may result in the grade of “W” being awarded.  This action may be taken by the instructor by changing the “AU” to “W” on the final grade sheet.

STUDENT DISABILITY
 

Any student who may need an accommodation due to a disability, please make an appointment to see me before or after class. A letter from Disability Support Services (122CB) authorizing your accommodations will be needed. Any student who may need assistance in the event of an emergency evacuation must identify to the Disability Support Services Office; guidelines for emergency evacuations for individuals with disabilities are found at:

http://www.montgomerycollege.edu/Departments/dispsvc/
An instructor is not permitted to provide accommodations based on disability to a student without an Accommodation Letter.  The accommodations stated in the letter are based on disability documentation presented to DSS.  

Students with mobility disabilities depend on the ramps and elevators to get to class–please be considerate and give them the “right of way.” 

WEATHER ALERT

Occasionally it becomes necessary to delay the opening of school, send students home early, or close the College entirely because of bad weather.  Area radio stations broadcast information about school closings or delayed openings beginning around 6 am.  If Montgomery College plans to close early, radio and TV stations will broadcast that message.  The stations will NOT broadcast "open as scheduled." 

The following stations have agreed to broadcast complete information about MC closings or delayed openings because of inclement weather:

AM Stations

FM Stations

TV Stations
WFRE 100

WAMU 88.5

Channel 4
WOMX 1600

WAVA 105.1

Channel 5
WMAL 630

WGMS 103.5

Channel 7
WFMD 980

WHUR 96.3

Channel 8
WTOP 1500

WWDC 101.1 

Channel 9

WASH 97.1

WBSB 104.3

Channel 51/Cable 3
WGAY 103.5

WJFK 106.7
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