Mercer County Community College

Division of Business and Technology

IST 033 – Tech Studio
Syllabus

Fall 08
Section:
075885, M, 1:25pm – 3:15pm, KC133A


August 25 – December 8


No Class: 
9/1 – Labor Day
Professor:
Andrea Lynch 
Web Page:www.mccc.edu\~lyncha
Phone:

(609) 570-3111 (JKC) 

(609) 570-3652 (WWC)

Email:

lyncha@mccc.edu
Office Hours:
M: 4:00pm – 7:00pm, JKC, Rm. KC 327



T:  1:15pm – 2:15pm, WWC, Rm. BS 109



W:  1:30pm – 2:30pm, JKC, Rm. KC 327



Th:  1:15pm – 2:15pm, WWC, Rm. BS 109

Grading:
50% lab assignments, quizzes and tests


20% Final Project – ePortfolio / Oral Presentation



10% Attendance



10% ENG033 Chapter Tests



10% CSS101 Midterm, Reaction Papers, Final exam
Course materials:

· Textbook:  Welcome to the World of Computers, 2nd Edition, Labyrinth Learning

· 1 Flash Drive – minimum 128MB
· Notebook, folder
Catalog Description:

This is an introductory Computer Technology course for students who have had little or no exposure to computers.  Topics will include the basics of Windows, the Internet, Word Processing, multi-media, and email. Students will use these skills to create a Web-based ePortfolio to showcase their course work.  Instructor or advisor permission is required to enroll.

Prerequisites:  None

Assignment Policy:

All assignments are expected to be handed in on the due date at the beginning of class.  If for any reason a student cannot complete the assignment on time and fails to inform the instructor before the due date, the late assignment will not be accepted.  If the student informs the instructor of the lateness prior to the due date, 10 points will be deducted from the assignment grade.

Attendance Policy:

Students are expected to attend all class meetings on time.  If a student is absent for 3 classes without prior permission, 5 points will be deducted from their final grade.  If a student is late for class without prior permission for 3 classes, this counts as an absence.

Academic Integrity Statement:

“A student who, a) knowingly represents work of others as his/her own; b) uses or obtains unauthorized assistance in the execution of any academic work; or c) gives fraudulent assistance to another student is guilty of cheating. Violators will be penalized.” (Student Handbook)

Classroom Conduct Statement:

It is the student’s responsibility to attend all of their classes. If they miss a class meeting for any reason, students are responsible for all content that is covered, for announcements made in their absence, and for acquiring any materials that may have been distributed in class. It is expected that students be on time for all their classes. If students walk into a class after it has begun, it is expected that they choose a seat close to where they entered the room so that they do not disrupt the class meeting.

Students are expected to follow ordinary rules of courtesy during class sessions. Engaging in private, side conversations during class time is distracting to other students and to the instructor. Leaving class early without having informed the instructor prior to class is not appropriate. Unless there is an emergency, leaving class and returning while the class is in session is not acceptable behavior. Disruptive behavior of any type, including sharpening pencils during class while someone is speaking, is not appropriate.

The college welcomes all students into an environment that creates a sense of community and pride and respect; we are all here to work cooperatively and to learn together.

Reasonable Accommodations for Students with Documented Disabilities
Mercer County Community College is committed to supporting all students in their academic and co-curricular endeavors. Each semester, a significant number of students document disabilities, which may require learning, sight, hearing, manual, speech, or mobility accommodations to ensure access to academic and co-curricular activities.  The college provides services and reasonable accommodations to all students who need and have a legal entitlement to such accommodations.  For more information regarding accommodations, you may visit the Office of Academic Support Services in FA129 or contact them at 609.570.3422 or urbanb@mccc.edu.
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	Week
	Dates
	Topic
	Assignments

	1. 
	M:  8/25
	Windows 

Lesson 1 – Windows Basics, Pg. 11 – 34
	Lab 1 -  Skill Builder 1.1, 1.3, 
ENG033 EC

	
	M: 9/1
	No Class – Spring Break

	2. 
	M:  9/8
	Word 

Lesson 2 – Using a Word Processor, Pg. 41 – 65
Appendix A – Storing Files, Pg. 243 - 247
	Lab 2 – Hands on 2.1 – 2.8, 
ENG033 EC

	3. 
	M:  9/15
	Word 
Lesson 2 – Using a Word Processor, Pg. 65 - 76
	Lab 3 – Skill Builder 2.1 – 2.3, 
ENG033 EC

	4. 
	M:  9/22 
	Managing Files
Lesson 3 – Working with Files, Pg. 93 - 115
	Lab 4 – Skill Builder 3.1, 3.2, 3.4, ENG033 EC

	5. 
	M:  9/29
	Researching on the Internet
Library Staff

Unit 1 Test
	Lab 5 – Write a short description of what you learned today, 
ENG033 EC

	6. 
	M:  10/6 
	Email
Lesson 6 – Sending and Receiving Email, pg. 189 - 209
	Lab 6 – Skill Builder 6.1 – 6.3, 
ENG033 EC

	7. 
	M:  10/13
	Email
Lesson 7 – Sending and Receiving Attachments, Pg. 215 - 235
	Lab 7 – Skill Builder 7.1 – 7.3, 
ENG033 EC

	8. 
	M:  10/20 
	The Internet
Lesson 4 – Browsing the Web, Pg. 127 - 150
	Lab 8 – Hands on 4.5, 4.6, 
Skill Builder 4.1, 4.2, 
ENG033 EC

	9. 
	M:  10/27
	The Internet
Lesson 5 – Searching for Websites Pg. 155 – 180
Unit 2 Test
	Lab 9 – Internet Scavenger Hunt,
Register with www.cfkeep.com,
ENG033 EC

	10. 
	M:  11/3
	ePortfolio
Visit Web links, Evaluate example ePortfolios
	Lab 10 – Design your website, 
ENG033 EC

	11. 
	M:  11/10
	ePortfolio
	Lab 11 – Develop website,
ENG033 EC

	12. 
	M:  11/17 
	Multimedia
	Lab 12 – Add multimedia to website, ENG033 EC

	13. 
	M:  11/24
	ePortfolio
	Lab 13 – Complete website

	14. 
	M:  12/1
	ePortfolio
	FINAL PRESENTATIONS

	15. 
	M:  12/8
	Reflections
	


