



Course Title/Course Number:	Microcomputer Applications CGS 1100
Course Dates:  	Start Date – January 11, 2015/End Date – April 29, 2016 
Class Times:      	Monday-Wednesday – 9:00am- 10:15am 
Class Location:   	Palatka Library Room L212 


Instructor:                   Ruth E Manlandro 
Email:                          RuthManlandro@sjrstate.edu (Before and after the semester) 
Phone:                        (386) 312-4201 
Office Hours:          Palatka	Monday & Wednesday	12:30pm-3:00pm
St. Augustine  Tuesday & Thursday	12:30pm-3:00pm
Office Location:         Palatka L227/L212    St. Augustine L126/L131 
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Required Text:



Rutkosky, Seguin, Roggenkamp, Rutkosky, Office 2013, Marquee Series, (978-0-76385-26-
8) Paradigm, 2013.  Handouts: Additional handouts may be required. Instructor will provide information on obtaining this material.  You will need to purchase this bundle from the College bookstore. 





SJRState Catalog  Description: 
**CGS 1100 Microcomputer Applications Software * :(3 Credits - 3 Hours) 
This is an introductory, “hands-on” course providing students with the basic terminology and concepts to use a microcomputer (PC). Students will master the basic concepts of a Windows based operating system and microcomputer applications programs. Applications include word processing, spreadsheets, and database management programs using Microsoft Office 2013 software.**

Course /Student Learning Outcomes:
•	Utilize current operating system software to locate, modify, and organize files and 
folders 
•	Identify basic types of computers, hardware, software, and networks as well as 
safe computing practices 
•	Access, search, and use appropriate/accurate resources on the World Wide Web, 
compose email and navigate available help resources 
•	Create and edit documents using current word processing software 
•	Analyze data using spreadsheets including calculations and graphs and charts 
using current business spreadsheet software 
•	Create and edit professional presentations including a variety of media using 
current presentation software 
•	Create and modify a database, organize the records and create tables, queries, 
forms and reports using current business database software 

 


Academic Integrity:
The pursuit of scholarly activity, free from dishonesty, fraud, or deception, is essential to the mission of the College and to the full exercise of academic freedom. Cheating, plagiarism, fabrication of information
or citations, and other forms of unethical conduct compromise the quality of education and will not be tolerated. Infractions may result in penalties or sanctions beyond those imposed by an individual faculty
member.

Disability Statement:
Students with disabilities are welcome at SJRState and are encouraged to contact the Counseling Center on
their campus. The purpose of the Office for Students with Disabilities is to ensure access to
accommodations for those students determined eligible.
Students must report to campus coordinators at the beginning of each semester. Special assistance is
available with orientation, registration, academic planning, special supplies, and equipment. In addition, specialized services are available to students whose disability prevents them from participating fully in classroom activities. The College provides services relating to student academic success; transportation and personal services are the responsibility of the student.

Non-Discrimination Statement:
St. Johns River State College does not discriminate against any employee, prospective employee, student,
or student applicant in admission or access to, or treatment or employment in, its programs and activities on the basis of race, ethnicity, color, national origin, marital status, religion, age, gender, genetic information or disability. Questions regarding this statement or compliance with laws relating to non- discrimination may be directed to the Equity Officer, St. Johns River State College, 5001 St. Johns Avenue, Palatka, Florida, 32177; 386-312-4070.

Class Policies/Grading:
Instruction in this course is provided through demonstration and discussion. Class time will be provided for practicing concepts as well as working through assignments; however, additional time outside of class will be essential to improve skills and complete the assignments.
Assignments                 60 Points Projects                          600 Points Final Project                  200 Points

	Grading Scale:
	A
	90-100

	
	B
	80-89

	
	C
D
	70-79
60-69

	
	F
	0- 59



Attendance Policy:
Regular and prompt attendance is expected and required. Excessive absences may subject the student to administrative withdrawal, a loss of quality points, loss of credit, or dismissal from the College. If a student accumulates more than three absences during the withdrawal period, the instructor may initiate an official warning and the student may be withdrawn from the course.


Please note as a St Johns River State College student you are responsible for understanding and following the rules, regulations and your specified program requirements as outlined in the college catalog and student handbook. For the most recent copy of these documents  http://www.sjrcc.edu/2010/catalog/catalog.html .

Course Calendar:	Classes start January 11, 2016
Class Meets: Monday & Wednesday 9:00am-10:15am
Last day of class is:  April 20, 2016
Last day to Withdraw from class March 23, 2016

Software:
You will need access to Microsoft Office 2013 Professional software (this software includes Word 2013, Excel 2013, Access 2013, and Power Point 2013) or Microsoft Office 2013 Professional software. This
software is available on all computers in the classrooms on campus and in the
Open Labs on all campuses. This means you can do assignments that require
actual software using campus computers.
You may wish to have your own copy of Microsoft Office 2013 for your home
computer. Microsoft offers a special deal or students on the Professional
Academic suite which includes all the Professional suite software plus additional programs. You can get
this special deal from Microsoft for $79.99 from this link  Office 365 University



Storage: USB, Jump, or Flash Drive:
If you will be working in the actual software on campus you will need storage to save your
work. The College Computer Labs no longer have floppy disk drives and a USB drive will work on any computer with a USB port. USB drives can be purchased at any store that sells computer accessories and also at the College Bookstore. Purchase the largest one you can
afford at least 1 Gigabyte in size.

Use of classroom computers:
The use of classroom computers is for doing assignments and projects and working on class topics. You may NOT use the classroom computers during this class period to:



•	Do work for other classes
•	Play games
•	Social networking

•	Surfing the internet
•	Download pictures or software
•	Install software



If you do any of the above restricted items you will be asked to leave the class. If you are asked to leave the class more than once you will receive an F for the course.


Course Blackboard Site:
Blackboard will be used throughout the course for posting assignments, course slides, documents, tests, grades, and other information. Students access the site via the My Courses tab on MySJRState.


Assignments:
All work must be turned in via the Blackboard Assignment tool. No late work will be accepted. All due dates are on the course schedule and on the calendar tool in Blackboard. All work must be handed in
by 11:59 on the dates noted. NO Assignments will be accepted via SJR State email.



Late Policy: Homework assignments are due by 11:59 PM on the date scheduled. Late submissions will not be accepted unless there is a bona fide, documented emergency. Students must be present and
participate to get credit for in-class assignments.
Make-up Policy: If you encounter a problem during the course that can be considered an Excused Absence (a
death in the family, or illness that can be documented by a doctor) contact me immediately with details. If you do not contact me immediately I will expect your work to be handed in on time.

                 Course Schedule/Calendar Monday-Wednesday 
                         (Tentative Schedule- Subject to change. Assignments will be announced in class.) 
	
Week of 
	
Topic 
	
Reading 
	
Points 
	
Assignment Due 

	1    1/11/2016 
	Introduction Blackboard  Orientation to Course 
1/13 report to Library for Class Note:1/15 is the last day to Withdraw with full refund 
	 
	10 
	Biography Assignment Due: January 17, 2016 

	2 1/18/2016 
	File Management, Data Files Information Tech Essentials 
Note: 1/18 is Martin Luther King day College is Closed 
	 
	 
50 
	 
File Management  Due 1/25/2016 
 

	3  1/25/2016 
 
	 
Windows 7/8 
Note: Windows 7 has a paper Supplement
	 
	 
 
	No Assignment 

	4 2/1/2016 
	Internet- Browsing, Searching, Web Pages, HTML 
	 
	 
	No Assignment 

	   5 2/8/2016 
	Power Point & SWAY Preparing a Presentation 
Editing and Enhancing Slides Customizing 
a presentation 
	 
	 
 
 
 
	   
 
 
 

	 
	Hands on Project 1: Presentations (This will be a 2 part project) 
	 
	200 
	Due 2/22/2016 

	6 2/22/2016 
	Word 
Formatting and Enhancing a Document Formatting with Special Characters 
	 
	 
 
	 

	 
	Hands On Project 2: Word 
	 
	150 
	Due 3/7/2016 

	7 2/29/2016 
 
	Excel 
Analyzing data Using Excel 
Editing and Formatting Worksheets 
	 
	 
	 

	8 3/7/2016 
	Excel 
Using Functions, Setting print Options, 
& Adding Visual Elements 
Working with Multiple Worksheets, Tables, and Other File Formats 
	 
	 

 
	 

	 
	Hands On Project 3: Excel 
	 
	150 
	Due: 3/21/2016 





	9 3/14/2016
	SPRING BREAK College is Closed
	
	
	

	10 3/21/2016
	Access
Creating Data in access
Creating Tables and relationships
3/23 Last day to Withdraw with W
	
	
	

	11 3/28/2016
	Access
Creating Queries, Forms, And reports
	
	
	

	
	Hands On Project 4: Access
	
	150
	Due: 4/4/2016

	12 4/4/2016
	Integrating Programs: Word, Excel, Access & Power Point
	
	100
	Due: 4/18/2016

	13 4/11/2016
	Hands On Project: Final
	
	
	

	14 4/18/2016
	Hands On Project: Final
	
	
	

	15 4/25/2016
	Hands on Project: Final
	
	
	Due:  4/25/2016
No late submissions
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This workis licensed under a Creative Commons Atiibution 4.0 Intemational License.

‘This workforce product was funded by a grant awardedby the U.S. Department of Labor's Employment and Training Administration. The product
was createdby the grantee and does not necessarly reflect the official position ofthe U.S. Department of Labor. The U.S. Department of Labor.
‘makes no guarantees, warranties, o assurances of any kind, express orimplied, withrespect to such information, including any information on Enked
sites andincluding, but not lmitedto, accuracy ofthe information orits completeness, imeliness, usefulness, adequacy, continuedavailability, or
ovmership.
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