Introduction to Computer Concepts

CIS 115
Section Information Sheet

Instructor: Laura Goadrich
Office: G-144

Phone: 
678-6329
E-mail: lgoadrich@bpcc.edu
All work, email, or correspondence must have your Name, Class & Section number. 
Forgetting this information will result in a letter grade deduction on project grade. If your email is not labeled correctly it will not be responded to as per our division policy. 
(e.g., CIS11502F07-Goadrich)

This class is using MS Office 2007: Word, Excel, Access, & PowerPoint.
I will only except work in Office format. No other programs allowed.

Note: BPCC has a contract with Microsoft to get Office at a large discount. 

Please check your student email for the link to this site.

NO food or drink allowed in the campus labs. 
NO Instant Messaging. 
DO NOT change any settings on the computers. 
Cell phones and/or beepers must be turned off or turned to silent. 
All posted lab rules must be followed.
	MONDAY
	TUESDAY
	WEDNESDAY
	THURSDAY
	FRIDAY

	9:00-9:50
	8:00-9:15

CIS 105-13
	9:00-9:50
	8:00-9:15

CIS 105-13
	9:00-9:50

	10:00-10:50

CIS 105-07
	9:30-10:45

CIS 102-01
	10:00-10:50

CIS 105-07
	9:30-10:45

CIS 102-01
	10:00-10:50

CIS 105-07

	11:00-11:50

CIS 105-09
	11:00-12:15

CIS 115-04
	11:00-11:50

CIS 105-09
	11:00-12:15

CIS 115-04
	11:00-11:50

CIS 105-09

	12:00-12:50

CIS 115-02
	12:30-12:50
	12:00-12:50

CIS 115-02
	12:30-12:50
	12:00-12:50

CIS 115-02

	1:00-3:00

Office Hours
	1:00-3:00

Office Hours
	1:00-3:00

Office Hours
	1:00-3:00

Office Hours
	1:00-3:00

Office Hours


Meetings outside office hours are by appointment only.

Requirements:

It is recommended that you have the ability to type at least 25 wpm, use a mouse and save to a disk.

Attendance: 
Roll will be checked at each class meeting. 
· After missing SIX hours of class, you will be suspended from the class resulting in an “F” for the course. I DO NOT REMOVE SUSPENSIONS. 
· Appointments are not considered excuses. If you are going to miss it is your responsibility to let me know beforehand by phone or e-mail. 
· Sleeping in class will also result in being marked absent. 
· THREE tardies are counted as ONE absent. If you are more than TEN minutes late you should still come to class, but it will be counted as an absence.
Outside lab time is required to complete all projects, recommend 
a minimum of THREE hours outside of class time per week.

(Note: You can use the Library’s Technology Resource Center (TRC).)

Grading

Labs:


Lab Practice: comprised of the chapter work; all worth 15% (dropping the lowest score)

Lab Assignments: end of the chapter work; all worth 25% (dropping the lowest score)
Note: These assignments are to be completed by the specified date and time. All work will be submitted through Blackboard.

Exams:
Program Tests: 4 exams total (Word, Excel, Access, PowerPoint) each worth 15% 
Cumulative Final Exam (Optional): worth 15% (replaces lowest exam grade)
Note: These exams are to be completed by the specified date and time. Tests are not curved. Missed tests are recorded as a ZERO.

Late Work:

Work is due by the specified date and time. I do NOT accept late work.
Make-up exams:
You must contact me within the first TWO weeks of classes if you are going to be missing an exam. If you know you are going to miss an exam, reschedule the exam time with me as soon as possible.
Final Grades
Your final grades will be based on your average in the course after the final exam is graded. 

	Class Average
	Grade

	100-89.50
	A

	89.49-79.50
	B

	79.49-69.50
	C

	69.49-59.50
	D

	59.49-0.0
	F


Academic Integrity:

All assignments are to be completed individually. Students should be aware of the Student Academic Integrity policy described in the Student Handbook and that if the policy is violated, they will be subjected to disciplinary sanctions as listed in the Handbook. Cheating will result in a grade of “F” for the class and possible suspension from the College. 

All students who may be in need of special accommodations according to the guidelines of Section 504 of the Rehabilitation Act and Title II of the ADA should contact the Special Services Counselor, Morris Robinson, at 678-6315 or in Bldg. F Room 241.

Web addresses to remember

BPCC website: www.bpcc.edu
BPCC library website:  www.bpcc.edu/library
Blackboard website: blackboard.bpcc.edu
Course website: laura.goadrich.com/bpcc/ams/
How do I log into Blackboard?

To log into Blackboard, 

Username = your BPCC campus wide ID*
Password = your 6 digit birth date (i.e., January 1, 1980 would be entered as 010180)
* Your ID number was given to you when you registered with BPCC for the current semester. It is also located on the back of your BPCC student ID card.
If you did not receive your CWID number when you registered at the college, you may log in to the BPCC CAVS system using you 


Student ID= your social security number

Pin= your 6 digit birth date (i.e., January 1, 1980 would be entered as 010180)

If you have changed your name or need to correct the spelling of your name, you should contact the registrar’s office and your instructors to make sure everyone is made aware of the corrections.

How do I access Student Webmail/Log into lab computers?

Username = the first initial of your first name, all of your last name, and the last three digits or your Campus 
        Wide ID

Password = Your 6 digit Birthday

i.e., If your name was Jane Smith, your social security number was 00-111-9999, and your birth date was January 1, 1980 then your login information would be

Username: jsmith9999

        
Password: 010180
