Bossier Parish Community College
Syllabus 

Course Prefix and Number:   CIS 105                                    Credit Hours: 
3
Course Title:   Computer Concepts
Course Prerequisites:    None
Textbook:  Microsoft Office 2007 – Introductory Concepts and Techniques (Windows XP Edition), by Shelly, Cashman, and Vermaat, 2008, Thomson Course Technology.

Course Description:    Introduction to data storage, manipulation, and processing techniques.   Hardware components and various software packages are discussed in detail along with an introduction to multimedia and the Internet.   Hands-on use of an integrated software program is a significant component of this course.   Additional case studies and software integration projects are employed throughout the course.          
Learning Outcomes:
At the end of this course, the student will

A. identify basic computer operations, computer hardware, and computer software;
B. perform common tasks within the Microsoft Windows operating system;
C. create and edit simple word processing documents;
D. create and edit simple spreadsheets;
E. create and edit simple databases;
F. create and edit simple presentations; and
G. use the Internet to search the Web, send and receive e-mail, and navigate Blackboard. 
To achieve the learning outcomes the student will
(The letter designations at the end of each statement refer to the learning outcome(s).)
demonstrate a knowledge of computer operations, hardware, and software when they (A)
1. identify the basic computer operations of input, processing, output, and storage;
2. define the terms “data” and “information”;
3. explain the major hardware components of a computer;
4. describe storage media; 
5. discuss system software and application software;
develop the skills required to navigate Microsoft Windows when they (B)
6. use the Start menu to start an application program;
7. open, minimize, maximize, restore, resize, move, and close a window;
8. display drive and folder contents;
9. create a folder;
10. copy, move, rename, and delete files and folders;
11. download folders from a Web site;
12. search for files;
develop word processing techniques when they (C)
13. start and exit Word;
14. enter text in a document;
15. check spelling;
16. save a document;
17. format text, paragraphs, and characters;
18. remove formatting;
19. insert clip art;
20. print a document;
21. open a document;
22. correct errors in a document;
23. change margins and line spacing;
24. use a header and page numbers;
25. add footnotes;
26. count words in a document;
27. insert a page break;
28. use a document template;
29. set tab stops;
30. cut, copy, and paste;
31. identify the components of a business letter;
32. create and insert an AutoText entry;
33. insert and format a table;
34. address and print an envelope;
develop spreadsheet  techniques when they (D)
35. start and exit Excel;
36. enter text and numbers;
37. use the AutoSum button;
38. enter formulas;
39. use functions;
40. use the fill handle;
41. format text and numbers in a worksheet;
42. create charts;
43. save a workbook;
44. print a worksheet;
45. open a workbook;
46. edit a worksheet;
47. change column width and row height;
48. check spelling in a worksheet;
49. display and print cell formulas;
50. rename worksheets in a workbook;
51. cut, copy, and paste cell contents;
52. freeze and unfreeze titles;
53. use absolute cell references in a formula;
develop database techniques when they (E)
54. start and exit Access;
55. create a database;
56. create a table;
57. add, change, and delete records;
58. search for records;
59. sort records;
60. open a database;
61. print the contents of a table;
62. create, run, and print queries;
63. create and use a simple form;
64. create and print a report;
65. specify validation rules, default values, and formats;
66. specify referential integrity;
develop presentation techniques when they (F)
67. start and exit PowerPoint;
68. select a design template;
69. create slides in various formats;
70. change fonts, font sizes, and font styles;
71. save a presentation;
72. view a presentation;
73. open a presentation;
74. print presentations in various formats;
75. use an outline to create a presentation;
76. insert, move, and resize clip art;
77. add a header and footer to a printout;
78. use animation;
develop the skills required to use the Internet, including the Web, e-mail, and Blackboard (G)
79. access the Web;
80. use a Web search engine;
81. send and receive e-mail;
82. send e-mail attachments;
83. log on and navigate Blackboard; and
84. submit files through Blackboard;
Course Requirements: 

1.  A student must successfully complete all learning outcomes to successfully complete the course.


2.  Achieve a course average of 70% or above.


3.  Each student is expected to attend class regularly; excessive unexcused absences constitute grounds for suspension (refer to the student handbook for attendance policies).

4.  Students must have access to Microsoft Office 2007 Professional.  The software is available to the student on campus during scheduled computer lab times and in the Technology Resource Center located on the second floor of the BPCC library.

Course Grading: 

A. Letter grades will be assigned based on a ten point grading scale (89.50-100 = ‘A’, 79.50-89.49=’B’, 69.50-79.49=’C’, 59.50-69.49=’D’, 0-59.49=’F’).

B. Students are required to complete a minimum of two assignments per project.  
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