INFS 2200  Introduction to Microcomputing

SUMMER 2003

Instructor:
Raj Aggarwal

Department:
Computer Information Systems

Office:

Business Building Room N352



aggarwal@mtsu.edu


Cell Phone 390-5432

Office Hours:
12:00 – 12:30 PM  Other times available by appointment

Course Expectations:

_x_Internet Assignments  __x_Written Homework  ___Written Papers/Cases  __Essay Tests

___Library Assignments  __x_ Oral Presentation  __x_ Written In-Class Assignments
Students with Disabilities: Students who have a disability that may require assistance or accommodation, or students who have questions related to any accommodations for testing, note takers, readers, etc., please speak with the course instructors as soon as possible.  Students may also contact the Office of Disabled Student Services (898-2783) with questions about such services.

Jennings A. Jones College of Business

Vision Statement

The Jennings A. Jones College of Business intends to become recognized by appropriate national publications, both popular and professional, as a premier college of business, first in the state of Tennessee and then in the region, at both the undergraduate and masters level.  We also intend to be recognized by Tennessee business executives as the supplier of choice for education and training for corporate employees and executives.

Philosophies and Attributes

The most important accomplishments of the University happen in the classrooms, in the research environments, and in the professional interactions.  All other activities are designed to facilitate these important accomplishments.

We will strive for Accessibility, Quality and Value.  Accessibility means we use creative and innovative methods to make education available to all who meet the requirements for admission.  Quality means we will continuously raise the academic bar to produce graduates who distinguish themselves in their chosen fields.  Value means we will appropriately intersect accessibility and quality with cost.

Mission

The Jennings A. Jones College of Business provides the intellectual foundation for our students’ success.  We create a positive environment for quality teaching and learning while contributing to intellectual pursuits and serving middle Tennessee and the broader business community.  We will be responsive and accountable as we enhance accessibility, quality and value to our constituents.


Simply stated, our job is to increase the scope and dissemination of the body of knowledge in our relevant disciplines.

Goals for the Course:  Hands on experience with microcomputer software packages including Windows 98, Windows 2000, Internet, Word-processing (Word 2002), Electronic Spreadsheet (Excel 2002), Database Management (Access 2002) and Presentation Software (Powerpoint 2002).

Required Textbook:


Microsoft Officexp.  Parson, Oja, Carey et. al., Course Technologies.


Excel 2002. Parson, Oja, Carey et. al., Course Technologies.


Microsoft Windows 98. Parson, Oja, Carey et. al., Course Technologies.

Students will also need two 3.5” double-sided high density disks.  These disks will be required for completing the assignments.

Course Evaluation:


Exam 1 (Windows 98, 2000 and Word 2002)
20%


Exam 2 (Excel 2002)




20%


Exam 3 (Access 2000 and Powerpoint 2002)

20%


Homework Assignments



20%


Lab Quizzes





20%









------


Total





           100%

Final Grade will be determined using the University Scale, i.e.,


89.50 and above




A


79.50 – 89.49





B


69.50 -  79.49





C


59.50 -  69.49





D


Below 59.49





F

Attendance:


Class attendance is mandatory.  The student is responsible for all material covered in class.  Please report your intended absences to the teacher in advance.  No make-up exams will be given except if the student has a valid, documented, and verifiable excuse.

Lab Quizzes:


There will be three lab quizzes.  The lab quiz with the lowest score will be dropped while calculating the final grade.  Students will be allowed  to use their books/notebooks.  These quizzes will be held in class and they will test the students’ competence with the software under the time constraint.

Homework Assignments:


Assignments are due at the beginning of the class on the due date.  No students will be allowed to work on the homework assignments in class on the due date. There will be seven assignments during the semester and assignment with the lowest grade will be dropped while calculating the final grade.


Guidelines to be followed in submitting homework assignments:

1. Name, Assignment Number, Date, and Class Time must be printed on the right upper corner of the first page.

2. Staple together all pages of the assignment.

3. Clearly label each requirement/question.

Tentative Schedule


Reading Assignment



Homework Assigned


Week of

May 12
Introduction


 13
Windows 98, 2000

 14
Word Tutorial 1, 2





HW 1

15
Word Tutorial 3,4


16
Using Excel to Manage Financial Data (Excel Tutorial 1)
HW 2


19
Exam 1 (Windows 98 & Word 2002)

19
Working with Formulas and Functions (Tutorial 2) 

 HW 3


20
Quiz 1

20
Developing a Professional Looking Worksheet (Tutorial 3)


21
Working With Charts and Graphics (Tutorial 4)

HW 4


22
Working with Excel Lists (Tutorial 5)






22
Working with Multiple Worksheets and Workbooks
(Tutorial 6)HW 5

23
Quiz 2


23
Data Tables and Scenario Management (Tutorial 9)


26
Memorial Day (No Class)

27
Exam 2 (Excel 2002)






    
27
Access Tutorial 1(Introduction to Microsoft Access 2002)

27      Access Tutorial 2 (Creating and Maintaining a Database)

28
Access Tutorial 3 (Querying a Database)

28
Access Tutorial 4 (Creating Forms and Reports)

HW 6

29      Quiz 3

29       Powerpoint Tutorial 1 (Creating a PowerPoint Presentation) HW 7

29  
PP Tutorial 2 (Applying and Modifying Text and Graphic Objects)

May 30

Final Examination (Access 2002 and Powerpoint 2002)

