Microcomputer Applications (ICS 120-50 On-Line) Syllabus
Metropolitan State University Spring Semester 2012
Brian K Toren - Instructor

You are responsible for reading this document. Any questions that you may ask that are answered in here, I will refer you back to this document. Pay special attention to things typed in Red
Any Changes to the Information in this Document will be emailed to you at your Metrostate email address. A new syllabus will be uploaded to my web site.
Schedule
This is a 6-week On-Line course 9/January – 27 February 2012
Instructor: 
Brian K Toren. If you have Questions, please contact me at:
Phone/Voice Mail:
952.440.4812
9:00 AM – 4:30 PM Mon. – Fri.
E-mail:
btoren@yahoo.com - I try to read my e-mail each day. 
Internet Address
www.briantoren.com - All assignments and lectures are on this site. 
Office Hours:
9:00 AM – 4:30 PM Mon. – Fri. No Office on Campus
Pay special attention to comments in this syllabus written red!
Warning  - The first assignment is due 15 January, if I have not received the first assignment by 22 January it will not be accepted, and I will have to designate you as a no show. It is a Metrostate policy that if there is no attendance for the first two weeks you are to be designated as such. 
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SECTION 1 Prerequisite

No formal course work is required. Experience working with computers, Microsoft Windows, and the Internet including e-Mail is necessary.
SECTION 2 The On Line Environment

You must remember that an on-line course has the same requirements for cyberspace attendance as a classroom course for live attendance. This is a very short course, seven weeks. This includes the final. Consequently, I will deduct 7 points if an assignment is received after the due date, and an assignment will not be graded if it arrives after the “Not Accepted” date without a valid reason, preferably in advance! For due dates link to the schedule at the end of this syllabus. The dates will also appear at the top of each Assignment
In this course, all information, procedures, individual lectures, required exercises and help files can be downloaded from my site at www.briantoren.com. The Help Files are PowerPoint documents and word documents. The exercises are word documents. All responses to the exercises are to be mailed as attachments to my e-mail address at btoren@yahoo.com. I respond when wrong answers are submitted by providing guidance and a second chance to respond to the exercise
SECTION 3 Required Text
The text for this course is “ex•ploring Office 2007 Plus edition” Grauer, Huelett. Krebs, Lockley, Mulberry, and Scheenren, Pearson Prentice Hall, Upper Saddle River, N.J., 07548, ISBN 0-13-239381-6. 
SECTION 4 Required Software

You must own or have access to Microsoft Office Suite 2007 or Office 2010 that includes: Word, Excel, Access and PowerPoint. I will not accept files from earlier versions. Also, the less expensive versions of Office: standard Office and the student version of Office do not include Access. Access must be purchase separately. If you do not want to pay the extra cost of Access you can use the Metrostate computer lab for your Access assignment. Although you may use a Mac for this course, you must remember my help files are for only to the windows version of Office. If you are doing this on a Macintosh you need to email me and ask me specific question if you cannot find notes that make sense. This is because Mac Office has a different menu layout. Also Access does not exist for the MAC Office suite. If you are using a Mac you will have to go to the Metrostate computer lab to do the Access assignment.
The Microsoft Office Suite (without Access) is available at Metrostate’s bookstore at reduced student prices. All of the office software is available on Metrostate computers located in the computer labs at Main, Midway and Minneapolis Community Technical College (MCTC). 
Since this is a Microsoft course, all of my notes are written for Office 2007, which runs on a Microsoft operating system. Since they are word Documents they are readable on a Mac
. If you are doing this on a Macintosh you need to email me and ask me specific question if you cannot find notes that make sense. This is because Mac Office has a different menu layout. Also Access does not exist for the MAC Office suite. If you are using a Mac you will have to go to the Metrostate computer lab to do the Access assignment.
SECTION 5 Internet Access and Communication

You will require access to the Internet and an e-Mail account. High-speed access is required since many of the files are quite large. If you do not have this access, it is available at the Metrostate sites listed above. Free e-Mail is also available at sites such as yahoo.com, hotmail.com and others. 
NOTE: While you may use an email account of your choice for this class, I may send general notices to your Metrostate email account. You also receive notices from the school and possibly other teachers at this account. You should checked it once a day
SECTION 6 Time Requirements

This is a 2 credit 6-week course. 6 weeks are for the study and completion, correction of assigned exercises and review. The final test is sent a week after the review is sent. The exercises are designed to be completed in one week. However, the final must be returned in 6 days.
The assignment schedule is detailed on the last page of this syllabus, 
Note: You may proceed at a faster rate if you choose.
SECTION 7 Course Description and Strategies
This is an introductory course; I will be addressing a subset of all of the functions and features of Microsoft Office 2007. Students will learn the concepts and functions of an integrated software package well enough to: 
Create and edit word processing documents; 
Develop spreadsheets & calculate numerical data; 
Create and manage data using database software:
Create an animated PowerPoint presentation. 
This course relies on the weekly exercises turned in and a final exam to ascertain competency. The exercises include references and material from the assigned textbook and supplementary instructor lectures.
SECTION 8 Competency Statement

Upon completion of this course, the student should exhibit a working knowledge of Microsoft Officer 2003 as follows:
Microsoft word – can create word documents; format the document; create bullet; lists and columns; make and track changes; add images; add text boxes; create tables; create headers, footers and page numbers, set margins and tabs, insert Hypertext and can create labels
Microsoft Excel – can create an Excel spreadsheet; make changes to existing spreadsheets, add spreadsheets to existing workbooks; create simple math formulas; create charts; add images; and create headers and footers
Microsoft Access – can create a simple database format data in the database; change this database; add or delete data from this database; create forms and reports; and create headers and footers.
Microsoft PowerPoint – can create a multi-page PowerPoint document with text and images, create a master page for this document, format data; create headers, footers and page numbers; create notes; create Hypertext and animate text and objects
SECTION 9 Evaluation

Your evaluation will be based on an a cumulative point total from the exercises attached to the lectures and assignments from the textbook; and from the final exams Grading is as follows:
· Exercises for all classes will count for 70% of your grade
· Final Test will count for 30%. Students must take final to pass
Feedback on your cumulative progress will be given throughout the course. If you do not wish to receive a letter grade, you must notify registration (651.341-7673) by the second week of class.
SECTION 10 Exams

Exams are open book. The exams are taken on-line. The format is the same as the weekly exercises. The exam will be mailed to you once I have received and commented on class 6, or if you finish early I will provide the final a different return date for the final.
SECTION 11 Assignments

Assignments are made each week and are due by the date indicated in the class schedule and on the weekly exercise. All assignments involve work on the computer. I will return my comments on the exercises within a day of receiving them.
It is very important that you identify and save each exercise file. There are two reasons:
For the ease of retrieving exercises if you need to do so.

I need them identified so I can quickly correct entered grade and file.

Each exercise should be returned as a separate file. The only exception is Access files, which I will explain in that Assignment 6.

Name Assignment number and exercise number should identify each exercise file as follows:
If it is the first exercises in Assignment 1 the file name should be:
(Your Last Name) Assign 1 Ex 1, if the second exercise in Assignment 4 it should be named  (Your Last Name Assign 4 Ex 2, and so forth. A point will be deducted if not done properly.
Leave time for last minute technical problems – they happen very frequently; it is your job to leave time for dealing with them. You may need to use the Metro State Labs to complete your work if you are having technical problems at home. Or do not have Access. Learning to complete projects in spite of technical difficulties is an important part of your preparation as a professional. 
Assignments must be emailed and postmarked (sent date) no later than the due date (which means you have to complete it a few hours early). 
Exceptions to these late policies are granted in extreme situations where prior permission has been granted or in emergencies. Let me know as soon as possible if you wish to discuss an extension. 
All programs and documentation must be individual and original.
The schedule is on the next page. 
SECTION 12 Schedule

The schedule is as follows:
Seven points are deducted from assignments received between the due date and the not accepted date. This means an email time stamp no later than 12:00 midnight the day they are due
Assignments received later than one week after due date are not accepted. 
Assignment 1 due – 01/15/2012 - Not accepted after 01/22/2012
Assignment 2 due – 01/22/2012 - Not accepted after 01/29/2012
Assignment 3 due – 01/29/2012 - Not accepted after 02/05/2012
Assignment 4 due – 02/05/2012 - Not accepted after 02/12/2012
Assignment 5 due – 02/12/2012 - Not accepted after 02/19/2012
Final review sent 02/12/2011. 

Final sent –02/20/2012 – Due 02/26/2011– Not accepted after 02/27/2011

If you want final early, you can request review first.
Grades posted – 03/02/2012
If you finish early and want the final at that time, Email me and I will send it to you. It is due six days after you receive it Final will be late after 6th day, not accepted after 7th day
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