INTRODUCTION TO BUSINESS COMPUTING
COURSE SYLLABUS 
EDMONDS COMMUNITY COLLEGE
COURSE INFORMATION
SPR Quarter 2015 
CIS 100 -- 5 credits
Item 1984
Course Description
An introduction to business computing concepts and applications using Windows and MS Office. Includes intro to HTML, hardware components, info processing cycle in business, how networks work, etc. Students may receive credit for either CIS 100 or BSTEC 130, but not both.
Prerequisite: Placement into EAP 121 or BRDGE 093 or equivalent. If you have questions, ask an advisor or instructor.
INSTRUCTOR INFORMATION
Instructor: Janet Griffin 	Email: JGRIFFIN@EMAIL.EDCC.EDU
		Phone: 425.954.6750
Instructor Availability
I am a part-time instructor so I do not have a regular office. My office hours and location will be posted in Canvas. My communication preference is e-mail. I can be reached by E-mail at JGriffin@email.edcc.edu. You can also reach me through the Inbox area of Canvas. Please put your full name on all communications. 
INSTRUCTOR COMMUNICATION WITH STUDENT:
You’ll need to go into Canvas and set your Notification Preferences (under settings) so you can determine how, where and under what circumstances you wish to receive notifications from this class. If you are new to Canvas, I highly recommend checking out this link to familiarize yourself with Canvas features and to learn how to setup your Notification n preferences.  http://guides.instructure.com/s/2204/m/4151/l/45151-canvas-faqs
COURSE MATERIALS 
Please pay close attention to the two REQUIRED textbooks. You can purchase a book, an EBook, or rent books. Renting and e-books are the least expensive way to access the materials. 
· Microsoft Office 2013 Introductory - by Vermaat, Misty E. ©2014 
Publisher: Cengage Learning
ISBN: 978-1-2851-6602-5
This course includes projects in the following software: 
Microsoft Windows, Microsoft Office 2013 Professional Suite: Word, Excel, Access and PowerPoint
· Discovering Computers 2014 – Technology in a World of Computers, Mobile Devices, and the Internet 
by Vermaat/Sebok/Faeund ©2014 
Publisher: Cengage Learning
ISBN: 978-1-2851-6176-1
Books may be purchased at the Edmonds CC Bookstore www.edcc.edu/bookstore, rented online (most textbook rentals sites have free shipping both ways) or downloaded as an eBook from the publisher or a large variety of online textbook sites. If you use an e-book, I recommend you use your tablet or a laptop as the book delivery device and another computer to do the work on while following instructions from the textbook.
Other Required Materials
You must have the following:
· Software - Microsoft Office 2013 - (Standard version does not have Access, but we can get you the program. Another option is to do your Access work on campus.) http://office.microsoft.com/en-us/home-premium/ 
You can get Microsoft Office 365 free here: 
https://portal.office.com/start?sku=e82ae690-a2d5-4d76-8d30-7c6e01e6022e.
· Computer - IBM compatible computer with email and Internet access or access to the schools computer labs.
(There are over 400 computers in our labs on the Edmonds CC campus.) 
· [bookmark: _GoBack]Microsoft Windows 7 or later
· A USB flash drive for storage and transport of your files. (Any size is fine.)
LEARNING OBJECTIVES
Course-level Learning Objectives (CLOs)
Upon successful completion of this course, students will be able to:
1. Recognize and identify basic concepts and terminology of introductory-level business computing technology. [COMMUNICATE]
2. Describe the various components within information systems’ and identify their functions. [REASON]
3. Demonstrate entry-level proficiency in using microcomputer applications including spreadsheets, database, word processing, HTML, and presentation. [REASON]
4. Observe, analyze, synthesize, apply, and evaluate information related to computer technology. [REASON]
Certificate and Degree (Program-level) Learning Outcomes (PLOs) 
This course is part of a certificate or a degree and assesses student achievement of these specific outcomes:
Outcomes for Edmonds Community College degrees and certificates can be found in the online college catalog (http://catalog.edcc.edu) embedded within each degree or certificate. To find specific outcomes, click on the Degrees and Certificates link and select a program from the list.
College-Wide Abilities
A description of the abilities is available at http://www.edcc.edu/cwa/
Reason clearly using varied analytic and creative approaches
Communicate and interact respectfully through critical and imaginative expression
COURSE MODE
Online Class
This is an online course. Classroom time is replaced by content and activities that take place in a managed online classroom (Canvas). However, the contact hours are flexible and assignments and communication can take place at home or any place with a computer and Internet access. Generally, online classes do not require campus visits (unless stated here). For more information about taking an online class, visit http://www.edcc.edu/elearning/default.html.  
Canvas (online classroom) - Instructions for access to Canvas may be located online at the following address: http://www.edcc.edu/elearning/ 
Student Technology Advice and Resource Team (START): http://www.edcc.edu/online/start/
Student Technical Support: Contact START at 425.640.1101
ASSIGNMENTS AND GRADING
Assessment Criteria and Grading Policy
In order to assess students’ proficiency in using the software, assignments will be graded by comparing the work turned in by the student to the exact instructions in the assignment. Many assignments have a grading rubric attached. Steps are given a point value and student points will be awarded or deducted depending on the skills shown in the work submitted by the student.
Tests on Reading and Lectures (Discovering Computers book)
· Test one will cover chapters 1, 2 & 3
· Test two will cover chapters 4 & 5
· Test three will cover chapters 6 & 7 and review materials. 
A test schedule is posted on the site - pay close attention to the dates and times listed on the Due Dates page - there will be no late testing or assignments without sufficient reason and prior arrangement with the instructor.
Attendance and Participation
This is an online class – there are no campus meetings. Lecture materials, resources, assignments, & class discussions, are available online 24/7 using the online Canvas classroom. In order to be successful in this class, students are expected to login to their online class at least four times a week, complete all assigned readings and lab work, and actively participate in discussions. The Discussions area is where we can interact with each other on discussion topics. All online students are required to participate in these weekly graded discussions. Students are encouraged to use the discussion forums to ask questions and share their experiences as they relate to this class. 

Assignments
· Online students, please see the Due Dates page in the first module on your class site.
· No Late Work is accepted without prior arrangement with your instructor. If you have questions, please email your instructor.
· Please note: Loss of an assignment due to storage device problems or cyberspace problems will not be accepted as an excuse for a work being submitted late. It is strongly recommended that each student make backup copies of all work on hard drive or flash drive to ensure projects are not lost due to the inability to read the file.
· A research paper – Word Production Exam is required in order to pass this class. 
· Plagiarism: Each person must develop his or her own solutions to the assigned homework and laboratory exercises. Students may not "work together" or share work on graded assignments. Such collaboration constitutes cheating, unless it is a group assignment. A student may not use or copy (by any means) another's work (or portions of it) and represent it as his/her own. If you need help on an assignment, contact your instructor. 
· Please see the Student Rights, Freedoms and Responsibilities at Edmonds Community College: http://catalog.edcc.edu/content.php?catoid=23&navoid=6810. This document includes Guidelines for Student Conduct and information on disciplinary procedures.
· Grading will be on a percentage basis given the total number of points available for the class. 
See the Grade Table for the grade point equivalents. (This point structure is subject to change.)
	Assigned Activity
This point structure could change
	Points
Possible
	Percentage
of Grade

	Exercises & Quizzes
	135 points
	33%

	Production Exams including Research Paper
	130 points
	31%

	Three Chapter Tests
	150 points
	36%

	Total
	415 points
	100%


· Following instructions to get all the required components on your work is the key to successful completion of this class.
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	Percent
	Grade Letter
	Grade Point
	Percent
	Grade Letter
	Grade Point

	95 - 100
	A
	4.0
	 77
	C+ 
	2.2

	94 
	A 
	3.9
	 76
	C
	2.1

	93
	A-
	3.8
	75
	C
	2.0

	92
	A-
	3.7
	74
	C
	1.9

	91
	A-
	3.6
	73
	C-
	1.8

	90
	A-
	3.5
	72
	C-
	1.7

	89
	B+
	3.4
	71
	C-
	1.6

	88
	B+
	3.3
	70
	C-
	1.5

	87
	B+
	3.2
	69
	D+
	1.4

	86
	B
	3.1
	68
	D+
	1.4

	85
	B
	3.0
	67
	D+
	1.4

	84
	B
	2.9
	66
	D+
	1.3

	83
	B-
	2.8
	65
	D+
	1.2

	82
	B-
	2.7
	64
	D
	1.1

	81
	B-
	2.6
	63
	D
	1.0

	80
	B-
	2.5
	62
	D-
	.09

	79
	C+
	2.4
	<62
	F
	0.0

	78
	C+
	2.3
	
	
	


Grade Table










A grade of .06 or less equals a grade point of 0.0
V— an instructor-initiated withdrawal. The final grade if an instructor initiates a class withdrawal before the end of the quarter, often in consultation with the student, but also if a student enrolls in a class, but never attends or stops attending class. A faculty member is under no obligation to grant an instructor-initiated withdrawal.
W— withdrawal: A student must formally request a withdrawal by the end of the seventh week of class (sixth week for summer quarter). 
I — incomplete: given at the discretion of the instructor and only when the student has done satisfactory work, but could not complete part of the course work or take the final examination. To receive an incomplete, the student must develop a contract with the instructor that sets a deadline – not to exceed one year – and quality standards for the work to be completed. If the contract is not satisfactorily completed by the deadline, the ‘I’ grade remains on the student transcript.
STATEMENT ON ACADEMIC INTEGRITY
Edmonds CC students shall demonstrate Academic Integrity. I am expected to report all violations of Academic Integrity (academic dishonesty, cheating, plagiarism, and unauthorized collaboration) to the College. The College's database of such incidents will be monitored by the Office of the Vice President for Student Services. Data will be maintained for three years. Evidence of repeat incidents will result in additional action by the Office of the Vice President for Student Services as governed by the Student Code of Conduct. In this class, cheating and plagiarism will result in an assignment or grade penalty ranging from splitting points between students to receiving 0 for the assignment. A second incident in this class will result in an assignment or grade penalty ranging from receiving 0 on the assignment to failing the class.

Students are expected to uphold the school's standard of conduct relating to academic honesty. Students assume full responsibility for the content and integrity of the academic work they submit. The guiding principle of academic integrity shall be that a student's submitted work, examinations, reports, and projects must be that of the student's own work. Students shall be guilty of violating the honor code if they:
1. Represent, as their own, the work of others.
2. Use or obtain unauthorized assistance in any academic work.
3. Give unauthorized assistance to other students.
4. Modify, without instructor approval, an examination, paper, record, or report for the purpose of obtaining additional credit.
5. Misrepresent the content of submitted work.
6. Copy from the Internet and present it as their work.
FINAL EXAM AND LAST MEETING OF CLASS
The FINAL EXAM will be accessible on Canvas (our online classroom) – see the due dates page for dates and times.
SERVICES FOR STUDENTS WITH DISABILITIES
If you require an accommodation for a disability, please contact Services for Students with Disabilities at MLT 159, 425.640.1320 or ssdmail@edcc.edu.
COURSE EXPECTATIONS
Successful completion of student responsibilities in this class requires online access to Canvas. You are expected to login to your online classroom at least 4 times per week for a minimum of 2 hours. Instructions for access to Canvas and student technical support is located at START at www.edcc.edu/online/start.
You can expect me to reply to any communication within 48 hours, but it is usually much sooner. Communication during the quarter will be through the classroom using the Canvas Inbox feature. Here are some strategies for success.
· Good attendance is very important.
· Before classes begin, examine your textbook to see what it offers - there may be instructions for downloading data files and there are often useful appendixes and indexes in the back.
· Set aside a regular time in your schedule to do your coursework.
· Read your textbooks as assigned.
· Take good notes for study.
· Learn the terminology.
· Use the self-check tools at the end of the chapters. 
· Ask questions – online in the messages feature or through email to your instructor.
· Participate in the discussions
· Do the study guides to prepare for tests.
COLLEGE POLICIES
Privacy Policy: http://www.edcc.edu/about/privacy-policy.html 
Institutional Withdrawal Policy: http://www.edcc.edu/es/register/drop-policy.html
Academic Calendar: http://calendar.edcc.edu/_academic.php
Computer Services: http://www.edcc.edu/acs/student.html
Computer lab locations and hours: http://www.edcc.edu/acs/facilities.html
STUDENT SERVICES INFORMATION
· Useful Student Resources: www.edcc.edu/students  
· Academic Calendar: www.edcc.edu/calendar/academic.html
· Advising: www.edcc.edu/advising 
· Center for Student Engagement and Leadership: www.edcc.edu/csel
· College Policies and Procedures: catalog.edcc.edu
· Counseling and Resource Center: www.edcc.edu/counseling 
· Diversity Student Center: www.edcc.edu/dsc
· eLearning Information: www.edcc.edu/elearning
· Enrollment Services: www.edcc.edu/es
· Library, including online resources: www.edcc.edu/library
· Services for Students with Disabilities: www.edcc.edu/ssd
· Student Printing Information: www.edcc.edu/acs/printing
· Student Support Resources: www.edcc.edu/support
· TRIO: www.edcc.edu/trio 
EMERGENCY PREPAREDNESS
The Triton Alert System information is here:  http://www.edcc.edu/alert/triton/. This System will be used to send notifications regarding campus closures, emergency situations, or evacuation orders in the event of an emergency or inclement weather.   Edmonds CC students and employees are automatically enrolled to receive Triton Alerts through their college email addresses. Sign up to receive text and voice messages on your mobile or home phones and/or additional email notifications to personal email addresses. 
IMPORTANT DATES
Last day to register, withdraw, apply for scholarships, non-instructional days/college closed days, final exam days, and registration openings for the coming quarters, etc. are available on the 
Academic Calendar: http://www.edcc.edu/calendar/academic.html
Advising 
The CIS advising day for this quarter will be announced. Be sure to make an appointment for advising with an adviser in your area of study in order to help you decide how to proceed in your program. 
GENERAL INFORMATION
Canvas Video Tutorials - http://guides.instructure.com/m/4210
CIS Department Homepage - http://cis.edcc.edu/
Evening students - Parking lots can be dark at night. If you want an escort to your car, call the Security at 425.754.0154.
COURSE CALENDAR 
The course calendar is accessible on Canvas.

PORTFOLIO
If you are in any CIS two-year degree program, you should keep the work from your classes so you can easily organize it and submit it for your CIS 116 Exit Portfolio requirement during your last quarter.


