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	Weekly Schedule for CIS 5

	Week 1

8/20
	

	Class discussion:
	Enrollment. Course Information and Course Calendar. 
Goals and expectations. First project requirements.


	Lab demo:
	Lab orientation 
Using the Student Edition Labs (Shelly Cashman) online tutorials.

	Read for next week
	in Discovering Computers: 
Preface, p. xii - xiii, p. xviii - xxii
Chapter 1 Introduction to Computers  p.1-29
Chapter 5 Input & Output  p.165-202


	Preview for next week
	in MS Office 2003:
Preface, p. iv - v 
Windows XP Unit A - Getting Started with Windows XP  


	Assignment:
	Lab 1 - Input Devices(11 sections) (due Week 2)
Project 1: 
Computer User Interview (due Week 4)

	Week  2

8/27
	Assignments due: 
 
Lab 1 

	Class discussion:
	Chapter 1 – Introduction to Computers 
Chapter 5 – Input & Output  

	Lab demo:
	 MS Windows basics. Using Help to learn Solitaire 


	Read for next week
	in Discovering Computers: 
 Chapter 6 - Storage  p. 219-243


	Preview for next week
	in MS Office 2003:
Windows XP, Unit B, Understanding File Management

	Assignments:
	 Lab 2 - MS Windows XP & Help (due week 3)


	Note: This is a tentative schedule, subject to possible change.


	Weekly Schedule for CIS 5

	Week 3
9/3 (Mon. Holiday)
	Assignments due: 
Lab 2


	Class discussion:
	Storage concepts and devices. Saving and retrieving documents.
Data, information, and files. File management software.

	Lab demo:
	--Working with programs, files, and folders in Windows XP
--Using the New Version 2 Student Edition Labs (Shelly Cashman) online tutorials. 

	Read for next week
	in Discovering Computers: 
Chapter 3 Application Software  p.99-125

“Special Feature: Digital Imaging and Video Technology”  p208–218

	Preview for next week
	in Office 2003:
Office 2003, Unit A: Getting Started with Microsoft Office 2003” 

	Assignment:
	Lab 3 –   Windows XP, Unit B and 

-- New Perspectives Windows Directories, Files, & Folders – Steps & Explore (due Week 4)

 ((((( Bring for lab next week: five high-density 3.5" diskettes

	Week 4

9/10
	Assignments due: 
Lab 3 and Project 1

	Class discussion:
	The role of software. Applications. Digital Imaging, Video, & Multimedia.
Computer Article Review project requirements.

	Lab demo:
	Unit A: Getting Started with Microsoft Office 2003
Formatting a disk. Copying files to your student disks

	Read for next week
	in Discovering Computers: 
Chapter 2 The Internet and World Wide Web  p.49-77
 “Special Feature: Making Use of the Web”  p. 83–98

	Preview for next week
	in Office 2003:
“Word, Unit B: Creating a Document” 
“Word, Unit C: Enhancing a Document” 
“Word, Unit D: Adding Special Elements” 

	Assignments:
	Test 1 
Lab 4 – Disk preparation, Getting Started with Office 2003 (due Week 5)

Project 2: Computer Article Review, (due Week 7)


( Bring for lab next week: CIS 5 Student Disk 1

	Note: This is a tentative schedule, subject to possible change.


	Weekly Schedule for CIS 5

	Week 5
9/24

	Assignments due: 
Lab 4

	Class discussion:
	The Internet and World Wide Web. Making Use of the Web.

	Lab demo:
	--Microsoft Word 2003 – Creating/Enhancing Documents (& switching disks)
--New Perspectives -- Internet/WWW and screenshots of reports saved as GIF’s
--Web browsers & searches



	Assignment:
	Lab 5 (due Week 6)
   Part 1 – Office 2003, Units B & C (+D for extra credit)
   Part 2 – New Perspectives -- Internet/World Wide Web (Steps only)
   Part 3 – Web Scavenger Hunt






	
	

	Read for next week
	in Discovering Computers: 
Chapter 4 The Components of the System Unit p.133-156



	Preview for next week
	in Office 2003:
none

	
	


	Week  6

10/1
	Assignments due: 
Lab 5

	Class discussion:
	--The Components of the System Unit 
--The Binary Number System

	Lab demo:
	--Server-based vs. Web-based E-mail
--New Perspectives labs

	Assignments:
	 Lab 6 (due Week 7) 
   Part 1– New Perspectives E-mail (Steps only)
   Part 2– Email Instructor & Reply to Instructor’s Reply
   Part 3– New Perspectives
- Binary (Steps only)




- CPU Simulation (Steps only)

	
	

	Read for next week
	in Discovering Computers: 
 Chapter 3 "Spreadsheets" p.107-108

	Preview for next week
	in Office 2003:
Excel Unit E – Creating & Enhancing a Worksheet 
Excel Unit F – Using Complex Formulas, etc. 
Excel Unit G -- Creating a Chart 

	
	

	Note: This is a tentative schedule, subject to possible change.


	Weekly Schedule for CIS 5

	Week 7
10/8
	Assignments due: 
Project 2 – Computer Article Review
Lab 6


	Class discussion:
	Spreadsheet software

	Lab demo:
	--Creating & Enhancing a Spreadsheet

--Using Complex Formulas, Functions & Lists
--Creating a Chart

	Assignment:
	Lab 7 (due Week 8)
   Part 1 – New Perspectives Spreadsheets (Steps only)
   Part 2 – Office 2003, Units E, F & G

	
	

	Read for next week
	in Discovering Computers: 
Chapter 7 – Operating Systems and Utility Programs  p. 249-272
Special Feature: “How to Purchase a Personal Computer” p. 279-294

	Preview for next week
	in Office 2003:
 None


	
	

	Week 8

10/15
	Assignments due: 
Lab 7

	Class discussion:
	--Operating Systems and Utility Programs
--How to Purchase a Personal Computer; Purchasing/Installing Software

	Lab demo:
	--Installing and Uninstalling Software
--Maintaining your Hard Drive
--Creating a Data CD 

	Assignment:
	Test 2 (Chapters 2,3,4 in Discovering Computers & Unit A-G in Office 2003) 
Lab 8 -- Download & Install a Program

 Create an original file with the installed program


	
	

	Read for next week
	in Discovering Computers: 
Chapter 3 Presentation Graphics Software  p.109
Chapter 8 Communications and Networks p. 295-325

	Preview for next week
	in Office 2003:
“PowerPoint, Unit K: Creating a Presentation”
“PowerPoint, Unit L: Polishing & Running a Presentation” 

	
	

	Note: This is a tentative schedule, subject to possible change.


	Weekly Schedule for CIS 5

	Week 9
10/22
	Assignments due: 
Lab 8

	Class discussion:
	-- Communications and Networks (and the people who run them) 
-- Project 3: PowerPoint Presentation requirements (due Week 13)


	Lab demo:
	-- Creating a Presentation

-- Polishing and Running a Presentation



	Assignment:
	Lab 9 (due Week 10)
   Part 1 – Office 2003, Units  K & L 
   Part 2 – New Perspectives: Build a Network (Steps only)
  

	
	

	Read for next week
	in Discovering Computers: 
Chapter 9 Database Management p. 331-355

	Preview for next week
	none

	
	

	Week 10

10/29
	Assignments due: 
 Lab 9

	Class discussion:
	Mail merge applications

	Lab demo:
	Excel as a Database Program
Creating a Mail Merge with Excel & Word

	Assignment:
	Lab 10 – Excel Database & Mail Merge Worksheets

	
	

	Read for next week
	in Discovering Computers: 
Chapter 9 Database Management p. 331-355

	Preview for next week
	in Office 2003:
Access, Unit H: Creating a Database

Access, Unit I: Working with Forms & Data
Access, Unit J: Creating Database Reports


	Note: This is a tentative schedule, subject to possible change.


	Weekly Schedule for CIS 5

	Week 11
11/5
	Assignments due: 
 Lab 10

	Class discussion:
	-- Database Management 

	Lab demo:
	 -- Creating a Database
 -- Working with Forms and Data

	Assignment:
	Lab 11 (Due Week 11 )
Part 1 – New Perspectives “Databases ” (Steps only) 
Part 2 – Office 2003, Units  H & I (+J for extra credit)


	
	

	Read for next week
	in Discovering Computers: 
Chapter  10 Computer Security, Ethics, and Privacy p.361-396


	Preview for next week
	in Office 2003:
None

	
	


	Week 12
*11/14 (Wed)
*11/19 (Mon)
	Assignments due: 
Lab 11

	Class discussion:
	--Computer Security, Ethics, and Privacy

	Lab demo:
	--Keeping your computer safe

	Assignment:
	Lab 12
Part 1 – New Perspectives “Data Backup” (Steps only) 


	
	

	Read for next week
	in Discovering Computers: 
Chapter 12 Enterprise Computing

	Preview for next week
	in Office 2003:
none

	Note: This is a tentative schedule, subject to possible change.


	Weekly Schedule for CIS 5

	Week 13
11/26
	Assignments due: 
Project 3 (PowerPoint Presentation) 

Lab 12

	Class discussion:
	Enterprise Computing (Ch.12)
Web sites for sales & services

Project 3 Show & Tell (part 1)

	Lab demo:
	Web authoring software

	Assignment:
	Test 3 (Ch. 3,8,9,10 in Discovering Computers and Office 2003 Units                                                                                                              H,I,K,L ----PowerPoint & Access)                

Lab 13 (Due Week 14) 
             Part 1 – New Perspectives “Web Pages & HTML” (Steps only)
         Part 2 – Use Web authoring software to create a 3-page Web site that



promotes a fictitious business (sales and/or services) 


	
	

	Read for next week
	in Discovering Computers: 
Chap 11 “Information System Development and Programming Languages” p. 405-444

	Preview for next week
	in Office 2003:
Unit M: Integrating Office 2003 Programs

	
	


	Week 14
12/3
	Assignments due: 
 Test 3 
  Lab 13 

	Class discussion:
	Information System Development and Programming Languages
Project 3 Show & Tell (part 2)

	Lab demo:
	Unit M: Integrating Office 2003 Programs

	Assignment:
	 Lab 14 

         Part 1 – GameMaker tutorial + customization
         Part 2 – Office 2003, Unit M

	
	

	Read for next week
	in Discovering Computers: 
NONE

	Preview for next week
	in Office 2003:
 NONE

	Note: This is a tentative schedule, subject to possible change.


	Weekly Schedule for CIS 5

	Week 15
12/10

	Assignments due: 
 Lab 14

	Class discussion:
	Multimedia
Project 3 Show & Tell (part 3)

	Lab demo:
	Audio & Video Editing Demonstration

	Assignment:
	Lab 15 – Create a 20-30 second movie clip with imported or added sound


(must be completed during lab time)


	
	

	Read for next week
	in Discovering Computers: 
NONE

	Preview for next week
	in Office 2003:
 NONE

	
	


	Note: This is a tentative schedule, subject to possible change.


	Final Exam: Monday Dec. 17, 10:00 am – 12:45 pm
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