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Lone Star College - Kingwood
ITSC 1401/ COSC 1401 – Introduction to Computers
COURSE SYLLABUS
Catalog Description
Overview of computer information systems. Introduces computer hardware, software, procedures, and human resources. Explores integration and application in business and other segments in society. Fundamentals of computer problem-solving and programming may be discussed and applied. Examines applications and software relating to a specific curricular area.  
(COSC 1401 is recommended for computer science transfer students. ITSC 1401 is equivalent to COSC 1401.)
Credit
Four (4) semester hours (3 hrs. lec., 2 hrs. lab.)
Prerequisite
· ENGL 0305 or ENGL 0365 AND ENGL 0307 or ENGL 0375 OR higher level course (ENGL 1301) OR placement by testing; Course may be taken as a co-requisite with ENGL 0305 or ENGL 0365 AND ENGL 0307 or ENGL 0375.
· Basic typing or keyboarding skill is highly recommended
Instructor
Name:		E-mail:		Phone:	
Contact hours: 
Division Contacts
Linsey Ferguson (Faculty Assistant) – (281)312-1665 Linsey.A.Ferguson@lonestar.edu Location: ADM 205 
Hilary Miller (Interim Dept. Chair) – hilary.d.miller@lonestar.edu
Sharon Kenemore (Academic Counselor) – (281)312-1574 e-mail: sharon.kenemore@lonestar.edu    
LeeAnn Coulson Liebst (Disabilities Counselor) -	(281)312-1453 e-mail: Leeann.C.Liebst@lonestar.edu
Competencies (Learning objectives and outcomes)
To successfully complete this course, you will be able to:
· Identify the components of a computer system. 
· Use common applications. 
· Explain the impact of computers on society. 
· Identify computer careers. 
· Identify fundamental programming structures. 
· Identify ethical use of computers. 
· Use basic operating system functions. 
· Discuss current issues associated with security, ethics, and legal issues. 
· Describe uses of the Internet and design a simplistic web page using HTML coding. 
· Demonstrate proficiency in the use of word processing, spreadsheet, database, and presentation applications. 
· Demonstrate proficiency in the use of email. 
· Discuss current issues such as viruses and other related topics. 
· Demonstrate basic understanding of network topology and connections. 
Required Materials
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·  eTextbooks:
· Visualizing Technology,Complete by Geoghan, Debra
· Go! with Microsoft Office 2010, Volume 1 by Gaskin, Ferrett, Vargas, and McLellan
· Go! with Microsoft Windows 7, Getting Started by Gaskin and Ferrett
· MyITLab 
· Microsoft Office 2010
· Web browser: Microsoft Internet Explorer 7.0 or higher or Safari 5.0
· One set of headphones or ear buds (for on-campus students only)
· One flash drive for saving assignments 
· One package of laser quality paper. (for on-campus students only)

We will use eTextbooks for the course. (You will have the option to purchase printed copies from within MyITLab if you prefer them.) The ebooks are available within MyITLab. MyITLab is also used for Office 2010 training and many assignments. You must have access to MyITLab in order to complete this class.
*NOTE: Students must have their course materials the first week of class. Those students who do not have their materials (mainly their MyITLab access) will be gathering zeros for uncompleted assignments. Not buying your books does not excuse you from any classroom obligation/work.

There are two options for purchasing the required ebooks and MyITLab access. 

Option 1:
Purchase directly from the publisher at the following website:
http://www.pearsoncustom.com/tx/lonestar_MyITLab
Cost around $96 and you receive access to MyITLab during the registration process. You must have a credit card to complete the purchase.

Option 2:
Purchase the same access from the bookstore at any LSCS campus except LSC-Montgomery.
ISBN: 125614312X
Cost is around $133 and you receive an access code for MyITLab. You will then register at www.MyITLab.com and enter the code one time.

We will use Microsoft Office 2010 for this course. If you would like Office 2010, it is recommended that you purchase one of the following:
Option 1:
Purchase from the bookstore at any LSCS campus except LSC-Montgomery.
ISBN: 1256158305
Cost is around $17 and you receive a 180-day trial of the software.
Option 2:
Purchase from Microsoft with a student discount. 
http://www.microsoftstore.com/store/msstore/pd/productID.229301900
Cost is around $100. This is for Office Professional Academic 2010 and is available as a download with an option to purchase a back-up disk.
*NOTE: You will need access to Microsoft Office 2010 (Word, Excel, Access, and PowerPoint) to complete the assignments and Internet Explorer 7.0 or higher to use MyITLab. (It can also be used with Safari 5.0.) Computer labs are available on campus for students who do not have these products at home. 
[bookmark: _GoBack]Policies (Attendance, Withdraws, & Incompletes)

Attendance in on-campus classes is expected. Upon four (4) class absences, I have the right to drop you from the course for excessive absences. 
For online classes, students must log on to the Angel class site at least twice a week to read e-mail, instructor announcements and discussion postings. Failure to log on for any 7 day period will be considered absence from class for one week. Failure to log on for a 7 day period more than twice puts you in jeopardy of being dropped for inactivity. 

Please discuss any special problems or circumstances regarding attendance with me before your performance in class is dropping.
Should you decide to drop this course, it is your responsibility as the student to officially withdraw from the course. You do need to see me and get my signature before you are able to drop the course. 
The last date to drop with a “W” for Summer 1 is June 28. For Summer 2, the last day to drop is August 7. If you do not officially withdraw before the deadline, a grade of "F"" will be assigned. 
An "I" (Incomplete) grade will be considered only if you have:
1. Documented extenuating circumstances, and  
2. 75% of course work and exams completed.
You must complete an I-contract with me. Your incomplete work must be completed as soon as possible within the next regular semester or term. Failure to complete the work within the agreed contract time will result in a grade of "F."         
Exams
Exams are required to receive a course grade. It is important that you take the exams on the scheduled dates. Make-up exams might be permitted. Contact me for details on any make-up exams.
Evaluation
Grades will be determined by the following items: (Additional projects and extra credit are at the discretion of each instructor)
 
1. Visualizing Technology – 12 chapter assignments and 3 exams
1. Office 2010 Applications – training and assignments 
1. Windows 7 Exam
1. Projects: Web Page Design, Comprehensive Multicultural Project (four parts), and Visual Basic Application (VBA) or programming project
Weekly dates are listed on the Course Semester Timeline. Specific dates are given in class.
All exams and part of the Comprehensive Project must be completed or you may be issued an “F” for the course.  Exceptions must be discussed with me. 
Method of grading is dependent on instructor.  My course is based on total points earned against total points possible. You will receive a Course Score Sheet from me so you can track the points that you earn on every assignment, exam, and project. My standard percentage (%) grading scale normally used:
 
100 – 90=A, 89 – 80=B, 70 – 79=C, 60 – 69=D, and 60 – below=F. 
For any college-level course, you should expect to spend 1 to 2 additional hours per week for each hour required for the class. In a 16-week Introduction to Computers course, you would expect to spend 5 hours in class. Therefore, you should expect to spend 10 to 15 hours per week working on the class. The time outside of class would be spent preparing for the next class, completing any necessary assignments, studying for exams, etc.

You are responsible for individual assignments and projects. Points are awarded for your own work.  For team assignments, all team members must contribute to the work.  Each team member may be awarded different points depending on the quality of work done.  Instances of academic dishonesty leads to serious consequences set by our college district policy stated below and in the college catalog.

Technology Note: Technology problems (not having Office on your computer, Internet service unavailable, losing a file, etc.) are not an excuse for late work. Be sure to complete your work early and submit before the assignment deadline. You should also make a backup copy of your files in case you need to resubmit.

Computer Labs and Instructional Support Services
Computer labs are available in the following locations (Hours are posted at the beginning of each semester). 
1. Learning Center in PAC (formerly SFA) building, room 200-205 – (281) 312-1439 
1. ADM Building – 2nd floor (281) 312-1665 
Note: If you are registered for a course where additional computer lab hours are required, you can use one of the above locations to satisfy that requirement.
Computer Virus
The college will not be held liable for any corruption of data caused by virus contamination. The college computers are regularly screened and are protected against computer viruses to the best of our ability. HOWEVER, a virus might be brought in on a student diskette or USB drive.  It is YOUR responsibility to protect your data from corruption due to virus—whether from one of our machines or from any other location. Make back-up copies of your files. 
Software Piracy
Students are prohibited by law from any unauthorized copying of software which has been purchased by the College for use in the laboratories. The IT Department is responsible for abiding by the copyright laws, and the Administration of Lone Star College System will take appropriate disciplinary action against students violating these laws.
SCANS
The Secretary’s Commission on Achieving Necessary Skills (SCANS) has researched and listed the skills and competencies that employees will need for workplace success. The SCANS skills that are found in the course learning objectives are.
1.   Basic Skills: Students are provided an in-depth understanding of computer terminology by reading their textbooks and related materials.  Students are guided by an instructor to work with several software packages such as Word, Excel, Access, and PowerPoint which allow them to design documents using their computers.
2.   Learning: Students use note taking, study guides, web searches, textbook references, and online help to design projects, take exams, and complete assignments.  They analyze programs to understand cause and effects.
3.   Personal Qualities:  Students are encouraged to exercise responsibility by completing assignments and projects on a weekly basis.  Time management skills, organizational skills, and interpretation of material and research are exhibited when work is completed by the deadline.  Working independently to complete assignments in a timely manner displays the reliability necessary in today’s workplace.
4.   Team Member Participation:  Students interact in classroom groups.  Group activities may involve discussions of which computer system is best for different professions or creating a multicultural presentation.  
5.   Cultural Diversity:  Within a classroom setting, students will interact with other students of other cultures.  Students develop an understanding of studying and living in a multicultural environment, which is supported by the PowerPoint Presentation project.
6.   System Understanding:  Students will become knowledgeable of the Windows XP environment and have exposure to the DOS operating system.  Through textbook material, we discuss various operating systems and students obtain an understanding of how to handling desktop settings and other OS properties.
7.   Technology Understanding:  Through course lectures, discussions, PowerPoint presentations, and textbook or assigned readings that focus on technology concepts and current issues, student learn how we have been affected by technology and might be affected by new products or technologies in the near future. Students use Internet technology to design a web page and perform searches to acquire and document information to include into other projects.  
8.   Application of Technology:  Students will identify default settings that are associated with computer equipment and within the Windows environment.  Students will troubleshoot problems involving locked up personal computers, printer problems, and incorrect outputs produced by office software, web searches, programming or HTML coding.
Academic Integrity Statement (Taken from the Lone Star College System 2011-2012 Catalog)
“The Lone Star College System upholds the core values of learning: honesty, respect, fairness, and accountability. The system promotes the importance of personal and academic honesty. The system embraces the belief that all learners – students, faculty, staff and administrators – will act with integrity and honesty and must produce their own work and give appropriate credit to the work of others. Fabrication of sources, cheating, or unauthorized collaboration is not permitted on any work submitted within the system. The consequences for academic dishonesty are determined by the professor, or the professor and academic dean, or the professor and chief student services officer and can include but are not limited to:
1. Having additional class requirements imposed,
2. Receiving a grade of zero or “F” for an exam or assignment,
3. Receiving a grade of “F” for the course,
4. Being withdrawn from the course or program,
5. Being expelled from the college system.

Professors should clearly explain how the student’s actions violated the academic integrity policy, how a grade was calculated, and the actions taken.”
Equal Opportunity Statement (Taken from the Lone Star College System 2011-2012 Catalog)
“Lone Star College System is committed to the principle of equal opportunity in education and employment. The system does not discriminate against individuals on the basis of race, color, gender, religion, disability, age, veteran status, nationality, sexual orientation, or ethnicity in the administration of its educational policies, admissions policies, employment policies, scholarship and loan programs, and other system or college administered programs and activities. Inquiries concerning LSCS’s policies, compliance with applicable laws, statutes, regulations (such as Title VI, Title IX, and Section 504), and
complaints may be directed to the Office of the System General Counsel and Chief Legal Officer, 832.813.6655. The Executive Director, Talent & Diversity has been designated as the System Equal Employment Officer, who is charged with investigating complaints of sexual harassment and unlawful discrimination for the System. Inquiries about the laws and about compliance may also be directed to the Assistant Secretary for civil rights, U.S. Department of Education.”

Americans with Disabilities Act (ADA) Statement (Taken from the Lone Star College System 2011-2012 Catalog)
“LSCS is dedicated to providing the least restrictive learning environment for all students. The college
system promotes equity in academic access through the implementation of reasonable accommodations as required by The Vocational Rehabilitation Act of 1973, Title V, Section 504 and the Americans with Disabilities Act of 1990 (ADA) which will enable students with disabilities to participate in and benefit from all postsecondary educational programs and activities.”
Student Conduct (Taken from the Lone Star College System 2011-2012 Catalog)
“Lone Star College is dedicated to providing a quality comprehensive educational program designed to
meet and balance the diverse and changing educational, social, economic, and cultural needs of the community, consistent with a safe and healthful environment. The system is committed not only to
learning and to the advancement of knowledge, but also to the education of ethically sensitive and
responsible persons. It seeks to achieve these goals through a solid educational program and through regulations and policies governing student life that encourages responsibility and respect for the rights
and viewpoints of others. The general morale of the student body is dependent upon many factors; among these are the success of its graduates, the attitude of the faculty and administration, the general behavior of individual students and the reputation of the school. We believe that a primary factor in strong student morale is an overall regard for good citizenship on the part of the student body. The system assumes that students eligible to perform on the college level are familiar with the ordinary rules governing proper conduct and that they will observe these rules as a matter of training and habit. Regulations of the system forbid gambling, the use of controlled substances and alcoholic beverages, and the appearance of anyone under the influence of any of these on the campus or when attending or participating in activities sponsored by the college. All LSCS buildings are tobacco free. The possession of firearms, illegal knives and prohibited weapons on system facilities, including parking areas and publicly accessed facilities, is a violation of criminal law and board policies. Persons who violate the law and these policies will be subject to serious consequences, including referral for criminal prosecution and dismissal from school. No person or group of people acting in concert may willfully engage in disruptive activity or disrupt a lawful assembly on any campus or property of LSCS. The administration is charged with the responsibility of keeping the system free of disruptive activities and may take whatever disciplinary action is deemed necessary in instances of disruption or threat of disruption. Students are expected to dress and groom themselves in an appropriate manner while on campus or while participating in activities sponsored by the system. Students whose conduct casts an unfavorable reflection upon the system, and thereby upon all students, are subject to disciplinary action. Refer to LoneStar.edu/advising for more information. Lone Star College seeks to provide an environment where discussion and expression of all views relevant to the subject matter of the class are recognized as essential to the teaching and learning process. However, students do not have the right to interfere with the freedom of faculty to teach or the rights of other students to learn. Faculty members set the standards of conduct that are acceptable. Students are expected to dress and groom themselves in an appropriate manner while on campus or while participating in activities sponsored by the system. Students whose conduct casts an unfavorable reflection upon the system, and thereby upon all students, are subject to disciplinary action. Refer to LoneStar.edu/advising for more information. Lone Star College seeks to provide an environment where discussion and expression of all views relevant to the subject matter of the class are recognized as essential to the teaching and learning process. However, students do not have the right to interfere with the freedom of faculty to teach or the rights of other students to learn. Faculty members set the standards of conduct that are acceptable.”

Student Discipline Procedures (Taken from the Lone Star College System 2011-2012 Catalog)
“Any alleged violation or flagrant disregard of LSCS rules and regulations shall be brought to the attention of the chief student services officer, who will initiate an investigation of the situation. After a complete and thorough investigation, the chief student services officer will determine the course of action. Discipline may result in expulsion. The decision of this administrator may be appealed to the college discipline committee. The complete discipline policy may be found on-line at www.LoneStar.edu/student-handbook.
Important Phone Numbers
On Campus Emergencies: 281-290-5911
Police Office: 832-813-6800
Police Officer-on-Duty Pager: 281-322-8991

Emergency Management
Lone Star College System (LSCS) is committed to maintaining the safety of the students, faculty, staff, and guests while visiting any of our campuses. See http://www.lonestar.edu/oem for details. Register at http://www.lonestar.edu/12803.htm to receive emergency notifications. In the event of an emergency contact LSCS Police at (281) 290-5911 or X5911.
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