Application Software

Course Syllabus (CIS 102 – Fall 2006)
Instructor: 

Dr. Gilliean Lee

Office:


LL 310

Phone:

388-8014
Email:


glee@lander.edu
Class Meetings – Section 6: TR 11:00 – 12:15 am, LL 203
Class Meetings – Section 8: TR 12:30 – 1:45 am, LL 203
Office Hours:

MWF 11:00 am – 1:00 pm



Other times available by appointment

Textbook: SAM 2003 – Assessment and Training for Microsoft Office 2003, Version 3.1. ISBN 1-418-88341-7. Thomson Course Technology. 2006. This software is required to take this course.
Course Objectives: Designed to enable students to improve their personal productivity as knowledge workers. Topics include advanced software functionality, organization and management of data, web page design and publishing, effective presentation design and delivery. Course environment will include both lectures and laboratory experience. 
Grading:
Lab Assignments
25%

A
90 – 100%




Weekly Lab Quizzes
55%

B
80 – 89%




Final Exam

20%

C
70 – 79%









D
69 – 60%

Course Management: Our course is taken through SAM 2003, MS Office simulation software for assessment and training.  Every week, a new module is given. A module consists of a “Pretest”, “Training”, and a “Quiz”. In order to be prepared for the quiz, you will have to finish Pretest and Training of the module before the quiz is given. Quizzes will have to be taken during class hours only. The lowest scored quiz will not be counted for your final grade. Pretest scores will not count toward grade.

If you finish Pretest and Training part of a module before the class is over, you can check with instructor and leave the classroom. 

Course Web Page: Announcement, lecture slides, and assignments announcement and submission will be made through a course Web page accessible from WebCT. You must check the course Web page on a regular basis for up-to-date information of the classes.
Attendance: For each unexcused absence beyond 3, your final grade will be reduced by 2 points. Each of three tardy attendances is counted as an absence. Leaving class early will be counted as an absence (unless illness or prior approval). If your unexcused absences are over 25% of class meetings, you will get FA for this course. If you are not clear about your attendance record, consult instructor. In case of bad weather, call university information system (864-388-8000) to find out about any cancellation and delays.

Submission: Lab assignments should be submitted through WebCT before specified due dates. Due date of each lab assignment will be announced when the assignment is given. In case of emergency, such as malfunction of WebCT, assignments can be submitted through e-mail to me. You will be expected to hand in assignments when they are due. Late assignments will get 20% less points for each day late. After 5 days, a grade of zero will be given for the assignment. 
Make-up Policy: For missed quizzes, only documented and approved absences will be allowed (Death in family, severe illness, etc.) For a missed test, you must notify me within 24 hours after the test in order to take a makeup test. Failure to do so could result in a zero for the test.

Honor Code: All work that is turned in is expected to be your own. If you need help, please see me. The minimum penalty for submitting work that is not your own is a zero on the assignment. If you are found copying an assignment from another student, the above penalties will apply to both parties. Refer to Academic Honor Code in the Student Handbook. I trust there will be no need to invoke it.  Be assured, however, that if the need were to arise, I would.
Special Requirements: If you have now or develop during this semester a physical or a learning disability and you want your instructors to make reasonable accommodations, you must see Mr. Lafayette Harrison (LC-345, phone 388-8814) and provide him with appropriate documentation unless you have done so in the past.  Once Mr. Harrison is aware of your disability, he will inform all of your instructors each semester you attend Lander University unless you ask him in writing not to do so.
Misc: Cellular phones must be turned OFF during class except for medical reasons. Permission must be granted to have cellular phone on during class time.
Tentative Schedule

Meeting
Date


Module Name (Topics)
1

Aug 17

Windows XP Basics 
– Quiz 1 

2
Aug 22

MS Word I (Word Basics, Insert and Modify Text, 
Create and Modify Paragraphs)
3

Aug 24

MS Word I 
4

Aug 29

MS Word I 
– Quiz 2 

5

Aug 31

MS Word II (Format Documents, Manage Documents, 

                                          Work with Graphics)

6

Sept 5

MS Word II
– Quiz 3
7

Sept 7

MS Word III (Workgroup Collaboration I, Formatting 

Documents, Customizing Tables);

8

Sept 12
Lab Assignment 1
9

Sept 14
MS Word III 
– Quiz 4 
10

Sept 19
MS Word IV (Creating and Modifying Graphics, 

Workgroup Collaboration II)
 
Sept 20
– Last day to withdraw from class with a “W” grade
11

Sept 21
MS Word IV 
– Quiz 5 
12

Sept 26
Lab Assignment 2 
13

Sept 28
MS Excel I (Working with Cells and Cell Data, Managing 

Workbooks I, Formatting and Printing Workbooks)

14

Oct 3

MS Excel I 
– Quiz 6
15

Oct 5

MS Excel II (Creating and Revising Formulas, Creating 

and Modifying Graphics, Workgroup Collaboration)

16

Oct 10

MS Excel II
– Quiz 7
 
17

Oct 12

Lab Assignment 3 
18

Oct 17

MS Excel III (Importing and Exporting Data, Managing 





Workbooks II, Formatting Numbers, Working with 

Ranges)
19 

Oct 19

MS Excel III
– Quiz 8
20

Oct 24

MS Excel IV (Decision Analysis using Spreadsheet 

Software, Summarizing Data, Analyzing Data, 

Workgroup Collaboration)

21

Oct 26

MS Excel IV
– Quiz 9
22

Oct 31

Lab Assignment 4


23

Nov 2

MS PowerPoint I (Creating Presentations, Inserting and 

Modifying Text)



Nov 7

Election Holiday
24

Nov 9

MS PowerPoint I
– Quiz 10

25

Nov 14

MS PowerPoint II (Inserting and Modifying Visual 

Elements, Modifying Presentation Formats, Printing 

Presentation)

26

Nov 16

MS PowerPoint II
– Quiz 11

27

Nov 21

Lab Assignment 5


Nov 24

Thanksgiving Holiday
28

Nov 28

MS PowerPoint III (Working with 

Data from Other Sources, Managing and Delivering Presentations, Workgroup Collaboration)

29

Nov 30

MS PowerPoint III
– Quiz 12


Dec 5

Section 8 – Final Exam
11:00am – 1:00 pm



Dec 7

Section 6 – Final Exam
11:00am – 1:00 pm
