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Microsoft Windows 7 CSO 1202-01 Fall 2012 Independent Study Lab Availabilities Tuesday 8:00 – 10:40 a.m. Room: D-109A Mr. Chris Jauch Office: A-326 Phone: 815.224.0334 Email: [email protected] Web site: www.ivcc.edu/jauch COURSE DESCRIPTION: This course provides an overview of the Windows graphical user interface that makes the computer more user friendly. Topics include file management, customizing the desktop, searching for files and folders, and hardware installation. This course utilizes the current version of Windows. The mode of instruction for this course is lecture/lab. Lecture, two hours per week; lab, two hours per week. COURSE OBJECTIVES: A combination of lecture, hands-on lab work and practical exercises will be used to give the student a basic understanding of Windows 7 operating system, graphical user interface (GUI), file and folder management, electronic communications and personalizing your computer under the Windows 7 environment. There will also be some discussion on comparison between the different versions of Windows to assist the student’s understanding of the changes. REQUIRED TEXTBOOKS: Shelly, Gary B., Fruend, Steven M., Enger, Raymond E. Microsoft® Windows® 7 Comprehensive ISBN 13: 978-1-4390-8103-7; ISBN 10: 1-4390-8103-4 OFFICE HOURS: My office at the college is located in A-326. I am usually available there shortly before my regular classes begin and I also have office hours after classes. My hours are posted on my website. If you have other needs to meet, please email me and I will work to meet you at the college during other hours. The best method to contact me is via email at [email protected]. METHOD OF EVALUATION: 1. Classroom participation 2. Hands-on lab work 3. Quizzes 4. Written examinations
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EXAMINATIONS: Two examinations will be given. The exams will test assigned readings and material discussed in class. The final exam will be comprehensive in nature, as students will find it necessary to understand all aspects of Windows to do well on the examination. QUIZZES: Quizzes may be given to help ensure students are remaining current with assigned material, and will provide study sheets for the examinations. STUDENT PARTICIPATION: Student participation is expected during class. I move throughout the classroom and expect students to be prepared to participate in the subject material for that class. With that in mind, your participation or lack of it will be a factor in your final grade. GRADING: The final grade for the class will be calculated based on point totals from the examinations, quizzes, lab projects and class participation. There will be no curve used for grading. Total Points



Percentage



Final Grade



TBD



90-100%



A



TBD



80-89%



B



TBD



70-79%



C



TBD



60-69%



D



TBD



59% and below



F



For those students that are trying, but may be having trouble with grades, I will work with you to help you better understand the material. DISABILITY STATEMENT: This course is designed to support diversity of learners. My hope is to create a safe environment for all students. If you want to discuss your learning experience, please talk to me as early in the term as possible. If you know you have, or suspect you have a disability (learning disability, physical disability, or psychiatric disability such as anxiety, depression, AD/HD, or others) for which you may need accommodations, please contact the Disability Services Office in B-204. Tina Hardy [email protected], 224-0284) or Judy Mika [email protected] or 224-0350) work in that office and can help determine if you are eligible for support. CLASSROOM RULES: Attendance – This is an independent study class and as such we will only meet as necessary. Most of your work will be done online via IVCC Blackboard. This is only an 8 week class, so there will only be a short time to do work. Failure to submit assignments on a timely basis may result in involuntary withdrawal from the course.
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Academic Dishonesty – It is the responsibility of each student to respect the academic integrity of each class by doing their own work and refusing to assist others in deception. Cheating, copying, fabrication and plagiarism are forms of academic dishonesty. The facilitating of academic dishonesty is also a violation. Students that are caught in any of the above listed violations you will be dealt with. First violations will result in a zero on the assignment. Second violations will result in a drop of one letter grade. Subsequent violation will result in an automatic withdrawal from the class and failure. These violations will also be reported to the Dean of Career and Technical Programs. Withdrawals – Effective Summer 2011, students will have the ability to initiate a withdrawal from classes. By completing the form in the Records Office or through the form located within WebAdvisor, the student is authorizing IVCC to remove him/her from the course. Entering the student ID number serves as the student’s electronic signature. IVCC has the right to rescind a withdrawal in cases of academic dishonesty or at the instructor’s discretion. Students can access the form through "My Class Schedule" and through the "Register and Drop" page on the Student Menu. Admissions & Records office will send a confirmation email to the student's K email address and also to the faculty member once the withdrawal is processed if it is received electronically. Students should be aware of the impact of a withdrawal on full-time status for insurance purposes and for financial aid. It is highly recommended that students meet with their instructor or with a counselor before withdrawing from a class to discuss if a withdrawal is the best course of action for that particular student. The instructor still reserves the right to voluntarily withdraw students in accordance to the above listed attendance policy. More detailed information is available at www.ivcc.edu/admissions and selecting the menu item for Withdrawals on the left side of the page. The last date to withdraw from class is Wednesday, November 28, 2012. Please note: Effective Summer 2011, all students will be responsible for checking their IVCC email. All electronic college correspondence will only be sent to the IVCC email. This is the only address the college or you instructors will use. For information on accessing this account click on the MY IVCC link on the IVCC homepage and select Student E-Mail or go to the Learning Commons, D-201.



Page 3 of 5



COURSE OUTLINE/CALENDAR: The following is a course outline and calendar. Since this is an independent study course, I will be formulating the calendar shortly after we start the class. Make note of all examination dates. COURSE ASSIGNMENTS OUTLINE: Week 1 10/16-10/22 Chapter 1 – Fundamentals of Using Microsoft Windows 7 Read the Chapter and perform the steps (numbered red dots) Blackboard Chapter 1 Quiz – Assignments/Project Quizzes Homework = Lab 2 pgs. 63 – 64 Report your findings from Part 3 by typing your answers in a Wordpad Document. When your screen looks similar to Fig 1-83 on page 64, press the “Print Screen” button on your keyboard. It will appear that nothing happened but you just performed a screen capture. In the same Wordpad document that you typed your answers, point and right click below your answers on a blank area of the page. A shortcut menu should appear, select paste and an image of your computer screen should appear in your document. Save the document and submit it in Blackboard. Homework = Cases and Places number 4. Sharing Your Pictures pg. 66 Type your findings in a WordPad document. Save the document and submit it in Blackboard. Week 2 10/23-10/29 Chapter 2 – Working on the Windows 7 Desktop Read the Chapter and perform the steps Page 126 - In the Lab 1 –Save a file each time you are asked to print. Submit the files. Page 130 - In the Lab 3 – Save a file each time you are asked to print. Submit the files. Blackboard 2 Chapter Quiz Week 3 10/30-11/5 Chapter 3 – File and Folder Management Read the Chapter and perform the steps Page 190 - Apply Your Knowledge-Submit your answers in Blackboard. Note – If you do not have the penguins file you may use another picture file. Page 192 - Extend Your Knowledge –Save to file each time you are instructed to print. Submit in Blackboard. Blackboard Chapter 3 Quiz Week 4 11/6-11/12 Chapter 4 – Personal Information Management and Communicating Read the Chapter and perform the steps Page 269 - In the Lab 1 – You may submit one or more screen captures to show your work. Page 273 - Cases and Places 4 – Locating RSS Feeds – Submit a file with your answers in Blackboard. Blackboard Chapter 4 Quiz Page 4 of 5



Week 5 11/13-11/19 Chapter 5 – Personalize Your Work Environment Read the Chapter and perform the steps Page 334 - Apply Your Knowledge – Submit file from part 7. Page 339 - In the Lab 1 – Working with Folder Options. Submit your answers and file from part 5 Blackboard Chapter 5 Quiz Week 6 11/20-11/26 Chapter 6 – Customizing Your Computer Using the Control Panel Read the Chapter and perform the steps Page 408 - Apply Your Knowledge– submit your answers and the file from part 2 Page 411 - In the Lab 1 – Developing a Control Panel Guide – submit the file from part 3 Blackboard Chapter 6 Quiz Week 7 11/27-12/3 Chapter 7 – Advanced File Management Read the Chapter and perform the steps Page 467 - Extend Your Knowledge– submit your answers Page 468 - In the Lab 1 – submit your answers Blackboard Chapter 7 Quiz Week 8 12/4-12/14 Chapter 8 – Mastering Digital Pictures and Music Read the Chapter and perform the steps Pages 546-7 - Apply Your Knowledge – Parts 1 and 2 Pages 548-9 - Extend Your Knowledge – submit your answers Blackboard Chapter 8 Quiz Chapter 9 – Mastering Digital Video Read the Chapter and perform the steps Page 597 - Submit the project from (Scenes from Nature) Page 616 - Cases and Places 1 – Researching Online Video Web Sites. Submit your answer. Blackboard Chapter 9 Quiz FINAL EXAM - Blackboard All assignments and the final exam should be completed and submitted on or before Friday, December 14, 2012. This class is new and as such we are still experimenting on how to best provide students with the material and test your knowledge. Classroom activities will revolve around the class’s overall knowledge of Windows, computers and networking. As such, this syllabus is a fluid document and subject to change to reflect the actual workings of the class.
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