LA ROCHE COLLEGE
 COURSE OUTLINE

Fall 2006
I. Number and Title of Course:

IST105 Practical Computer Applications

3 Credits

Prerequisites 

None

II. Instructor:





Secretary:

Jim Barnett, MBA




Kathy Jodzis
 (724) 588 2649




College Center

Email: barnetj1@laroche.edu


(412) 536-1268
III. Catalog Course Description:

This computer user-oriented course provides the student with "hands-on" use of small-scale computer systems (microcomputers) and commonly used "pre-programmed” computer software.  Emphasis is on student use of computer programs for word processing, "electronic spreadsheets", database management systems, and the Windows Operating environment.  The course provides coverage of major components of "management information systems" and "decision support systems".

IV. Objectives of the Course

A. To further the student's ability to use and operate computers

B. To further the student's understanding of the concepts of management information systems, decision support systems, and the "automated office."

C. To provide the student with a better understanding of the computer as an information management tool.

D. To provide the student with hands-on use of popular, widely used computer software packages for word processing, database creation, maintenance, and access, etc.

E. To further the student's understanding of the nature of information and the necessity of managing it as a resource.

V. Methods of Instruction:

A. Lecture

B. Computer assignments

VI. Requirements:

A. Textbook:
Microsoft Office 2003 (New Perspectives On) – First Course, Second Edition Course Technology © 2006
B. Storage media on which to save assignments – e.g. USB device, floppy disks – not Zip disks (classroom pc’s do not have zip drives)
C. A La Roche computer and email account

D. Examinations


1. There is one exam covering each component of the class 



(4 in all)  


2. Policy on absences from quizzes/exams 



a. Students are required to take the exams on the scheduled exam date 



and time.



b. Students must contact the instructor before the regularly scheduled 



exam, to schedule a make-up exam (emergencies only)



c. Make-up exams will only be allowed under extreme circumstances, 



and only if the instructor has been notified prior to the regularly 



scheduled exam.



d. Failure to follow these guidelines will result in a score of 0 (zero) for 



the exam.

VII.  Assignments:

Hands-on Computer Based Projects

a. Assignments will be from the text and some may require downloading files per instructions given by your instructor.
b. Class time will be provided for assistance, questions and completions of work.
Reading assignments will correspond to the material presented in class.  It is the student’s responsibility to keep up with the material presented. 

VIII.  Attendance Policy:

Students are expected to attend every class session.  Only in an emergency should you be absent from class.  It is the responsibility of the student to contact me to make up any work missed.

All unexcused absences:

1. One percentage point will be subtracted from your final grade for each of the first three classes missed throughout the semester

2. Four absences will lower the earned grade by 5 percentage points

3. Five or six absences will lower the earned grade by 10 percentage points

4. Seven or more absences will lower the earned grade by 20 percentage points.

Basis for Grading:

1. Course grading is on a straight percentage basis and based on the overall weighted final score.




90 -100 
A



80 - 89.99
B



70 - 79.99
C



60 - 69.99
D



0 -   59.99
F


2. Course grading will be weighted based on the following percentages



A. Computer based assignments 

40%



B. Exams




60% (15% each)




Each exam will have both a multiple choice and a hands-on component.

Assignment Guidelines:

1. 
Assignments are due during the class period of the assigned due date. Late assignments will be accepted up to the due date of the next assignment but with a letter grade (10-percentage point) reduction.  Acceptance after that point is subject to the discretion of the instructor, giving consideration to circumstances.
2. 
Assignments must be completed and turned in based on the assignment instructions given. Deviations from the assigned instructions will result in lost points.

3.
Each student must enter his or her own assignment.  Anything other than this will be considered an incomplete assignment and a score of zero will result.


4. 
Plagiarism will not be tolerated and will result in a score of zero for the 



assignment or exam.

5. 
Assignments must be stapled to avoid lost or misplaced portions. A pocket folder is the preferred mode for keeping assignments and storage media. Except for those assignments turned in as email attachments.
6. 
Most importantly, each student should keep a digital copy of all assignments turned in. 

Course Content


A.
Introduction to the computer and its organization


1. Components of the computer as an information system



2. Utilizing the LaRoche’s email 



3. Review of the Windows environment


4. Utilizing Windows Explorer to manage files

B. 
Microsoft Word



1. Components of the Word window


2. Editing and formatting documents



3. Creating multiple page reports with headers, page numbers, tables, sections


D. 
Microsoft Excel 


1. Managing data, including text, dates, data and formulas


2. Utilizing and understanding functions and formulas


3. Formatting professional looking worksheets including charts and graphics


E. 
Microsoft Access


1. Database concepts and terminology


2. Creating and managing tables, queries, forms, and reports

F. 
Power Point (a presentation manager)



1. Overview and analyzing a presentation

2. Creating and managing slides


3. Creating and printing speaker notes and handouts


4. Managing diagrams and other graphics
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