Course Prefix and Number: 130CIS 
Course Title: Microcomputer applications & development
Course Credit Hours: 3

Spring 2006
Official Course Description: Students use a microcomputer and current word processing, database, spreadsheet, and presentation software.  The requirements, capabilities, limitations and applications of these software packages are included.

Course Prerequisites: CIS 100 

Instructor’s Name: Arif Azeem
Instructor’s Phone Number: 886-3863/67216
Instructor’s E-mail: arif.azeem@kctcs.edu 
Instructor’s Office Location: Prestonsburg – P107B 

Required Text: Microsoft Office 2003 – Advanced Concepts and Techniques by Shelly, Cashman, and Vermaat. Published by Course Technology. ISBN 0-619-20025-1
Supplies: Jump/Flash (USB) Drive 

Approved Course Competencies (Identify by General Education, Program, Option, Course Specific)

130CIS Course Competencies:

Upon successful completion of CIS130 as described in the grading/evaluation policy, the student can:

1.  Use a word processing program to create, save, print, and modify documents including, but not limited to, several font styles and colors, text with borders, tables, images, sections, custom margins, custom tab settings, bullets, headers, footers, dropped capital letters, text art, and columns

 2.  Use a word processing program to create, save, print and modify form letters and mailing labels

 3.  Use a word processing program to address and print envelopes

 4.  Use a word processing program to maintain a collection of records that can be used for mailing labels

5.  Use the macro language of a word processing program to automate repetitive tasks

 6.  Use an electronic spreadsheet to create, maintain, and derive worksheets from templates

 7.  Use an electronic spreadsheet to create and use multiple-page spreadsheets including, but not limited to, 3-D formulas and consolidation techniques

 8.  Use an electronic spreadsheet to enhance the appearance of spreadsheets by adding text art, charts, clip
art, headers, footers, predefined formats, etc.

 9.  Use an electronic spreadsheet’s macro language to automate repetitive tasks

10.  Use absolute and relative references in formulas and functions

11.  Use basic financial functions including, but not limited to, future value, present value, amortization schedules, and compound interest

12.  Use a database program to customize the user interface by designing custom reports, custom forms, and custom queries

13. Use a database program to create multi-table relational databases including, but not limited to, databases containing two or more related tables, fields containing OLE objects, fields containing URL’s, and databases containing customized user interface

14. Use the database program’s macro language to automate repetitive tasks

15. Use a query language to perform queries including, but not limited to, queries involving two or more related tables, update queries, delete queries, queries involving conditions that contain two or more logical operators, and queries containing calculated fields

16. Create and use forms with sub-forms

17. Use presentation software to create, maintain, and display presentations of varying degrees of complexity

Course Outline:

I. Word Processing

a. Creating, saving, printing, and modifying documents

b. Creating, saving, printing, and modifying form letters and mailing labels

c. Addressing and printing envelopes

d. Creating and maintaining a collection of records that can be used for mailing labels

e. Using the macro language to automate repetitive tasks

II. Electronic Spreadsheets

a. Creating, maintaining, and deriving worksheets from templates 

b. Creating and maintaining multiple-page spreadsheets

c. 3-D formulas and consolidation techniques     

d. Adding text art, clip art, headers, footers, predefined formats, etc.

e. Using the macro language to automate repetitive tasks

f. Use absolute and relative references in formulas and functions

g. Using basic financial functions such as future value, present value, creating amortization schedules, calculating compound interest

III. Database

a. Creating and maintaining multi-table databases containing two or more related tables

b. Using OLE objects and URLs

c. Designing custom reports, forms, and queries

d. Creating queries involving more that one table

e. Update and delete queries

f. Using two or more logical operators and calculated fields

g. Creating forms and sub-forms


IV. Presentation Software

a. Creating, maintaining, and displaying presentations

Course Structure:

Methods of Instruction: Through lectures, hands on experience, and lab projects

Course Objective: To introduce students to the solution of realistic problems using general applications software packages.

Technology/Media Component:

Web Support: Student should visit the class website on a regular basis to check the date for the tests and other information such as projects and practice tests. The class web site is at www.AzeemTech.com/online 

Course Requirements and Evaluation/Grading Policy:

Grading Policies: To determine your final grade for the course, add the total points earned and compare it to the total points possible. Use the following scale:

	Course Activities
	Grading Scale

	Test 1              100 (points)
	360 – 400 = A (Excellent)

	Test 2              100
	320 – 359 = B (Good)

	Projects           100
	280 – 319 = C (Average)

	Final Exam     100
	240 – 279 = D (Satisfactory)

	Total Points:  400
	Below 240 = E (Fail)


(Note: less than 70% of assignments completion would result in failing grade regardless of grades obtained in the tests)

Attendance Policy: Students are responsible for their absences. No makeup exam shall be given unless a prior arrangement has been made with the instructor prior to missing an exam. 
Withdrawal Policy: The last day to withdraw from this class and receive a W grade is the mid-term date listed in the college schedule. Any request for withdrawal after the date would be limited on the circumstances such and illness and students past effort. No request for withdrawal from the course during the last week of classes (a week before the final exam) will be accepted.

Statement of Student Cheating & Plagiarism:

KCTCS Academic Offenses

2.3.1.1 Plagiarism

Plagiarism is the act of presenting ideas, words, or organization of a source, published or not, as if they were one’s own. All quoted material must be in quotation marks, and all paraphrases, quotations, significant ideas, and organization must be acknowledged by some form of documentation acceptable to the instructor for the course.

Plagiarism also includes the practice of employing or allowing another person to alter or revise the work that a student submits as the student’s own. Students may discuss assignments among themselves or with an instructor or tutor, but when the actual material is completed, it must be done by the student and the student alone. The use of the term “material” refers to work in any form including written, oral, and electronic.

All academic work, written or otherwise, submitted by a student to an instructor or other academic supervisor, is expected to be the result of the student’s own thought, research, or self-expression. In any case in which a student feels unsure about a question of plagiarism involving the student’s work, the student must consult the instructor before submitting the work.

2.3.1.2 Cheating

Cheating includes buying, stealing, or otherwise obtaining unauthorized copies of

examinations or assignments for the purpose of improving one’s academic standing. During examinations or in-class work, cheating includes having unauthorized information, and/or referring to unauthorized notes or other written or electronic information. In addition, copying from others, either during examinations or in the preparation of homework assignments, is a form of cheating.

2.3.1.3 Student Co-Responsibility

Anyone who knowingly assists in any form of academic dishonesty shall be considered as guilty as the student who accepts such assistance. Students should not allow their work to be copied or otherwise used by fellow students, nor should they sell or give unauthorized copies of examinations to other students.

2.3.1.4 Misuse or Student Falsification of Academic Records

The misuse or actual or attempted falsification, theft, misrepresentation, or other alteration of any official academic record of the college is a serious academic offense. As used in this context, “academic record” includes all paper and electronic versions of the partial or complete academic record.

ADA Statement:

STUDENTS WITH DISABILITIES (ADA)

For ADA information or concerns, students should contact the campus nearest them for assistance. The ADA contact persons for each campus are listed below.

 

Prestonsburg Campus:
Janie Beverley, Disability Services Coordinator

Student Center- Room 100I

Ph: 606-886-3863, Ext. 67359

Beverly Martin, Counselor

Student Center- Room 100A

Ph: 606-886-3863, Ext. 67281

Mayo and Hager Hill Campuses: 
Juanita Fannin, Counselor

Building C- Room 108
Ph: 606-789-5321, Ext. 82819
Pikeville Campus: 
Elizabeth Cole, Counselor

First Floor (Reception Area) - Room N105D
Ph: 606-218-2060, Ext. 81215
The phone numbers listed above are local calls within Pike, Floyd, and Johnson counties.   For all other locations, the toll-free number is            888-641-4132.
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Big Sandy Community and Technical College

Learning Centers

The Big Sandy Community & Technical College Learning Centers provide students with assistance in all subject content, study groups, proofreading, and one-on-one tutorials with emphasis in mathematics and writing. 
Locations by Campus

Mayo Campus

Building C, Second Floor

Room 200

Pikeville Campus

Second Floor - North

Room 204

Prestonsburg Campus
Magoffin Building- Second Floor

Room 219
“The College is dedicated to a belief in the dignity, worth, and uniqueness of each individual and a person’s right to achieve his or her fullest potential.” –BSCTC Mission Statement

