Valencia College
Department of Computer Programming and Analysis
Division of Architecture, Engineering, & Technology

West Campus Building 9, Room 140 (407) 582-1902/1903

http://www.valenciacollege.edu/west/engineering/                                 SESSION: Fall 2012
Course Syllabus for - CGS 2100 Micro Fundamental and Applications FOR MAC (Revised)
Catalog Course Description:  This course covers the fundamentals of computers and computer nomenclature, particularly with respect to personal computer hardware and software used in today’s business environment. Students will survey and use business applications programs utilizing pre-written programs that include word processing, spreadsheets, databases, presentation graphics and Web browsers. Students completing the course will have a solid understanding of computer concepts, how to use computers in today’s business world, and how to access information on the World Wide Web.  THIS CLASS REQUIRES TYPING SKILLS and a Mac at home for homework.
Textbook(s), etc:  Microsoft Office for Mac.  Introductory.  Shelly/Jones ISBN 13:978-1-435-46138-3   ISBN10:1-435-46138-X Course Technology
All Materials are available at West Campus book store. 

Materials: Flash Drive – USB Drive any size.
Professor’s Information: 

Name:  Teresa C. Long 

Office:  West Campus, 7-115
Phone:  (407)582-1515


Cell- 407-925-2612 (please use cell phone 7:000 am to 7:00 pm , seven days a week)
Email:  tlong@valenciacollege.edu
Office hours: 
Appointments may be made at mutually convenient times. Office hours are posted on my office door.
Evaluation:
Homework, Quizzes & Labs, and Final Exams



Test & Quizzes
40%

Exercises & Labs
20%

Professionalism
5%

Final Exam
20%

Discussion
15%  
COURSE REQUIREMENTS:

Tests:

Tests will be given regularly throughout the semester.  Each test will cover material presented since the previous test. Pop Quizzes will be given without previous announcement. NO MAKEUP EXAMS OR QUIZZES WILL BE GIVEN.  Lowest grade may be dropped on tests only.  NO EXCEPTIONS
Software Exercises & Labs:
Several lab exercises will be assigned in each course component area.  Class time will be provided for the completion of these exercises; however, out-of-class time might  be required.  Exercises will be turned in by the end of the class on the due date.  Each exercise will be graded as follows:

	Points
	Criteria

	2
	Exercise is substantially correct

	1
	Exercise contains significant deficiencies

	0
	Exercise contains major deficiencies


The final grade for exercises will be computed as a percentage by dividing the student’s total exercise points by the total possible exercise points.

Final Examination:
The final examination is comprehensive and covers material included in the textbook, discussed in class, and on the quizzes.  You must take the final exam to receive credit.  College policy requires that a grade of WF be assigned as your final grade if you fail to take the final exam.

This course reinforces the following CLAST competencies and Valencia Student competencies.
CLAST COMPETENCIES:

Valencia faculty has defined four interrelated competencies (Value, Think, Communicate, Act) that prepare students to succeed in the world community.  These competencies are outlined in the Course Catalog.  In this course, through classroom lecture and discussions, group lab work, and other learning activities, you will further develop mastery of these core competencies.
VALENCIA STUDENT COMPETENCIES:

The following Valencia Student Competencies will be reinforced throughout the entire course.

THINK - Think clearly, critically, and creatively. Analyze, synthesize, integrate, and evaluate in many domains of human inquiry. 


To think, what must you do? 


Analyze data, ideas, patterns, principles, and perspectives 


Employ the facts, formulas, and procedures of the disciplines 


Integrate ideas and values from different disciplines 


Draw well supported conclusions 

     
Revise conclusions consistently with new observations, interpretations, or reasons 

How and where must you think? 




With curiosity and consistency 




Individually and in groups   

VALUE - Make reasoned value judgments and responsible commitments


To value, what must you do? 


Recognize the values expressed in attitudes, choices, and commitments 

  
Distinguish among personal, ethical, aesthetic, cultural, and scientific values 


Employ values and standards of judgment from different disciplines 

 
Evaluate your own and others' values from individual, cultural, and global perspectives 

 
Articulate a considered and self determined set of values 

How and where must you value? 




With empathy and fair-mindedness 




Individually and in groups

COMMUNICATE

To communicate, what must you do? 


Identify your own strengths and needs for improvement as a communicator 


Employ methods of communication appropriate to your audience and purpose 


Evaluate the effectiveness of your own and other's communication 

How and where must you communicate? 

     


By speaking, listening, reading and writing 

     


Verbally, non‑verbally, and visually 

     


With honesty and civility 

ACT - Act purposefully, respectfully, and responsibly


To act, what must you do? 


Apply disciplinary knowledge, skills, and values to educational and career goals 

     
Implement effective problem solving, decision making, and goal setting strategies 

   
Act effectively and appropriately in various personal and professional settings 

   
Assess the effectiveness of personal behavior and choices 

  
Respond appropriately to changing circumstances 

How and where must you act? 




With courage and perseverance 

 


Individually and in groups 




In your personal, professional, and community life 

Withdrawal Policy:

A student may withdraw at any time before the withdrawal deadline for the semester by filing a withdrawal form in the Admissions Office in Building 1 or ON-LINE  and receive a W for a grade.  After this date, if a student withdraws or is withdrawn by the professor for excessive absence or other reasons, the professor will assign a withdrawal of WP (Withdrawal Passing) or WF (Withdrawal Failing), based upon the student's academic achievement in the class as of the last date of attendance.  Any W or WP will not be calculated in the grade point average.  If a student fails to take the required final examination, the professor will assign a WF.  Refer to the page titled "Important Requirements Concerning Withdrawal, Grade Forgiveness and Registration Fees."

CLASSROOM POLICIES: (FOR ON-CAMPUS CLASSES)
ATTENDANCE
You are expected to attend class regularly.  Attendance will be taken at the start of each class.  You are responsible for any material covered, in class assignments that are to be turned in, announced test, and/or projects and assignments given during an absence.  Attendance is mandatory and if you cannot attend class for any reason it is your job to contact the professor or a classmate to determine what material you have missed.

1.
After two absences (one in a night class), a student will receive an excessive absence notice and must schedule a conference with the instructor immediately. A student may be withdrawn at any time at the discretion of the instructor.  Continual tardiness will be viewed as absences and treated as such.

2.
A student is responsible for all material covered during absences.  

3.
There will be no eating or drinking in the classroom.  Class begins at a scheduled time and is over when the instructor dismisses class.  Leaving early without prior permission will result in a class-work grade of zero. Tardiness is unacceptable class behavior.

4.
All personal communication devices must be turned off or in the silent mode

5..
Students must do their own work; there are no exceptions.  Students who plagiarize or cheat in any way risk dismissal from class and expulsion from the college.

DISCLAIMER:  Changes may be made at the discretion of the instructor (usually in writing).

SCHEDULE OF CLASSES
Valencia Community College is dedicated not only to the advancement of knowledge and learning but is concerned with the development of responsible personal and social conduct.  By enrolling in Valencia Community College, a student assumes the responsibility for becoming familiar with and abiding by the general rules of conduct.  The primary responsibility for managing the classroom environment rests with the faculty.  Students who engage in any prohibited or unlawful acts that result in disruption of the class may be directed by the faculty member to leave the class.  Violation of any classroom or Valencia’s rules may lead to disciplinary action up to and including expulsion from Valencia.  Disciplinary action could include being withdrawn from class, disciplinary warning, probation, expulsion or other appropriate and authorized actions.  You will find the Student Code of Conduct in the current Valencia Student Handbook.

If you have any questions at any time, please do not hesitate to contact me. (407)-925-2612 cell.  
Also if you see any errors or typos in these documents, please let me know so that I can make corrections

Terry
Notes:    The syllabi and course outline  are subject to changes with notice from the instructor.
	Course Outline for Course Number CGS 2100 for MaC; Fall 2012
Tentative Schedule – Subject to change

Professor – Terry Long

The assignments listed are for the entire week.

All Homework is due the second day of class for the week.

	Fall 2012
	Subjects Covered
	Lecture
	Homework Assignments

	Week 1
	First Day of Classes
	
	

	
	Please see assignments and 
	
	

	
	Computer Concepts
	Networks, Mother Board and components,

File Management
	

	To be announced
	Concept Test and beginning of Excel
	Formatting, Sum, Average, Min, Max
	

	To be announced
	Excel test
	Test and continue Excel Lecture
	

	
	Excel
	Formulas
	

	To be announced
	Excel test
	Formulas
	

	
	Word
	Formatting a document
	

	
	
	
	

	
	Word 
	Tabs and Column Settings
	

	
	Access
	Table and Query
	

	
	Access
	Report and Forms
	

	To be announced
	Access test
	
	

	
	PowerPoint 
	Transitions and Build
	

	
	PowerPoint
	Incorporating music and videos.
	

	To be announced
	Final Exam 
	
	


