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Syllabus


Instructor:  Hank Bouma			Web Site:  hankb.host-ed.net
Phone: (805) 986-5800  Ext: 2054		E-Mail:  cisr104@yahoo.com

Course:  CIS R104 – Introduction to Windows
	31567	Time:  TBA		Days:  TBA		Room: OE-3	
	From:  11 Jan 2010		To:  19 May 2010


Text Book:  Windows XP Comprehensive Concepts and Techniques
		By Shelly – Cashman – Forsythe		ISBN:  0-619-25497-1


Student Supplies:   USB Flash Drive, 8.5” X 11” Notepad, Pen, and Pencil

Course Description:
This course is designed to introduce students to the features of Microsoft Windows XP.  Windows XP is a computer operating system that allows users to manage the hardware and software of a computer system.  This is a computer lab course that allows students to learn the various functions and features of the Windows XP operating system.


Grading:
	90 – 100 points	A
	80 -    89		B
	70 -    79		C
	60 -    69		D
	  0 -    59		F


Windows XP Project Test Requirements
Project tests must meet the following requirements to be accepted by the instructor:

1. Each project test must be completed on time in accordance with the deadline provided by the instructor.  Every portion of the test must be completed in order to receive full credit.  Incomplete tests will have 15 points deducted from your grade.

2. Project tests must be e-mailed to the instructor as file attachments on or before the due date.

3. Project tests not completed on time will have 15 points deducted from your grade.  Tests that are late will not be accepted; 15 points will be deducted from your grade.



CIS R104 – Introduction to Windows


Student instructions:
All students must have an e-mail account (use Yahoo – www.yahoo.com) for the course.  Enter the course name (Windows) on the subject line of all e-mail messages sent to the instructor.

Go to the instructor’s web site (hankb.host-ed.net) and click on the link CIS R104 – Intro. to Windows XP.  You are responsible for reading the information on this web page.


Grading instructions:
Grading is based on a point system. Every student starts the semester with 100 points. One point is deducted for each incorrect item on project tests and quizzes. In addition, one point will be deducted for each misspelled word in the project tests. At the end of the semester all deducted points are added together. That number is then subtracted from 100. The result of the subtraction will correspond to the letter grade you get for the course.
Example: During the semester John Student made 3 mistakes on one of his project tests. On another project test he made 4 mistakes. The total number of points to be deducted will be 7 (3+4=7). His grade for the semester would then be determined by subtracting 7 from 100 for a score of 93 points. His letter grade would be an "A" for the course.
You will be graded on your ability to follow the instructions provided in quizzes, project tests, as well as creating the specified documents.  Each mistake on the project test or quiz is equal to one point.  The project tests and quizzes must be submitted by the due date to receive credit.  Late project tests and quizzes will not be accepted, 15 points will be deducted from your course grade.  Project tests and quizzes must be submitted to the instructor by e-mail as a file attachment by the due date.

Grading will be based on the project tests for projects 1, 2, 3, 4, 5, 6 of the Windows XP textbook, the quizzes for projects 1 and 2, and the writing assignment in project 3.  There are no quizzes for projects 4, 5, and 6.  The grading for the project 3 writing assignment has specific requirements and will be incorporated into the final grade.  The grading requirements for the writing assignment are located in the writing assignment instructions.

In addition, failure to follow instructions in this syllabus will result in 15 points being deducted from your grade for each time you fail to follow instructions.  Read this syllabus thoroughly and follow the instructions.  If you have questions about this syllabus, send your question by e-mail to the instructor before the end of the first week of the semester or the first week of your enrollment.  By the end of the first week of the semester or the first week of your enrollment, you are considered to have read and understood this syllabus.



Computer Lab Instructions

You are required to work a minimum of 60 hours in the Computer Skills Center computer labs (rooms OE-3, OE-2 or LA-7).  The attendance tracking computers in each lab will be used to record the number of hours you work in the labs.  At the end of the semester a report will be run to check on the number of hours you have worked in the labs.  A minimum of 60 hours is required to receive a grade and credit for this course.  Make sure you log-in when you enter the lab and log-out when you leave.  The computer hours recorded to your account will not be adjusted if you forget to log-in or log-out or if you select the wrong course when you log-in.  If you forget to log-out, the computer will give you credit for only 30 minutes of time regardless of how long you have been in the lab.  If you have any questions regarding this policy, then contact me for further explanation.

Web Enhanced Hybrid Class

This class is a web enhanced hybrid class.  What this means is that there is information regarding this course from your instructor that you can access from the Oxnard College web site through MyVCCCD.  Instructions are provided on the college web site for you to access this course material.  If you have questions regarding accessing this material contact your instructor.


See the specific instructions for each project below.

Instructions for Project 1:
Read Windows Project 1 – then perform the steps in the chapter.  I recommend that you perform the steps a minimum of two times before attempting the project test. 

After you have completed the steps in the chapter, then you are to do the project test for project 1.  The project test is In the Lab 2, In the Lab 3, and In the Lab 4.  In the Lab 2, 3, and 4 can be found at the end of the chapter.   You are also required to do the project 1 quiz.  See the instructions below. 

Instructions for Project 1, In the Lab 2
Perform the steps indicated for In the Lab 2.  Open the Notepad application (see the In the Lab 4 instructions to open Notepad) and type in your answers for Part 2 and Part 3.  Save your answers to your flash drive using the filename Win Proj 1 ITL 2.  E-mail your file to me as a file attachment.

Instructions for Project 1, In the Lab 3
Perform the steps indicated for In the Lab 3.  Open the Notepad application (see the In the Lab 4 instructions to open Notepad) and type in your answers for Part 2, 3, 4, and Part 5.  In Part 3, skip step 7.  In Part 5, skip step 9.  There is no printing in this course, skip any step that instructs you to print something.  This applies to this project and all remaining projects for this course.    Save your answers to your flash drive using the filename Win Proj 1 ITL 3.  E-mail your file to me as a file attachment.

Instructions for Project 1, In the Lab 4
Do not do Part 3, there is no printing done in this course.
Do not do Part 4, step 2.  Instead click the Yes button to save your file to your flash drive.  Save your answers to your flash drive using the filename Win Proj 1 ITL 4.  Then e-mail your file to me as a file attachment.

	Project 1 Quiz
You are to perform the Project 1 quiz.  This is an open-book quiz.  You may use your textbook to answer the test questions.  Use Notepad to record you answers and send the file to the instructor as an e-mail attachment.  The project 1 quiz is located on my web site.  Go to the CIS R104 – Intro. to Windows web page, the link to the quiz is located at the bottom of the web page.  Click on the Project 1: Quiz link to display the quiz.

All parts of this test – In the Lab 2, 3, 4, and the Project 1 Quiz - must be submitted in one e-mail.  Multiple or duplicate e-mails will not be accepted.  E-mails submitted with missing file attachments or the wrong files attached will have 15 points deducted.  Pay attention to the files you attach to your e-mail message.  Your e-mail message should contain the name you used for enrollment (no nicknames or other names) and the project name and number for which you are submitting your test files.  For example:  “My name is Suzy Garcia and the attached files are for the Project 1 test.”  This policy applies to all the remaining project tests.

The due date for the Project 1 test is:  19 Feb 2010.
Project 1 tests will not be accepted after this date regardless of the reasons.  Fifteen (15) points will be deducted from your grade.


Instructions for Project 2:
Read Windows Project 2 – then perform the steps in the chapter.  I recommend that you perform the steps a minimum of two times before attempting the chapter test.  In this project, there are instructions to using a floppy disk.  Substitute using a floppy disk with using a flash drive.  After completing project 2, make sure you move all of your files and folders from the My Documents folder to your flash drive.

After you have completed the steps in the chapter, then you are to do the project test for project 2.  The project test is In the Lab 1, In the Lab 2, and In the Lab 4.  In the Lab 1, 2, and 4 will be found at the end of chapter 2.  
You are also required to do the project 2 quiz.  See the instructions below.

Instructions for Project 2, In the Lab 1
Do not do Part 5.

Instructions for Project 2, In the Lab 2
Perform the steps as indicated.  Save your document to your flash drive.  Skip any step that instructs you to print a document.

Instructions for Project 2, In the Lab 4
Perform the steps as indicated.  Save your document to your flash drive.  Skip any step that instructs you to print a document.

	Project 2 Quiz
You are to perform the Project 2 quiz.  This is an open-book quiz.  You may use your textbook to answer the test questions.  Use Notepad to record you answers and send the file to the instructor as an e-mail attachment.  The project 2 quiz is located on my web site.  Go to the CIS R104 – Intro. to Windows web page, the link to the quiz is located at the bottom of the web page.  Click on the Project 2: Quiz link to display the quiz.

The due date for the Project 2 test is:  5 Mar 2010.
Project 2 tests will not be accepted after this date regardless of the reasons.  Fifteen (15) points will be deducted from your grade.


Instructions for Project 3:
Read Windows Project 3 – then perform the steps in the chapter.  I recommend that you perform the steps a minimum of two times before attempting the chapter test.  

After you have completed the steps in the chapter, then you are to do the project test for project 3.  The project test is In the Lab 2 and In the Lab 3.  In the Lab 2 and 3 will be found at the end of chapter 3.  
You are also required to do the project 3 writing assignment.  See the instructions below.

Instructions for Project 3, In the Lab 2
Do not do Part 4 and Part 5.

Instructions for Project 3, In the Lab 3
Do not do Part 5, Part 6, Part 7, and Part 8.
	For Part 9, use your flash drive instead of a floppy disk.

	Project 3 Writing Assignment
You are to perform the Project 3 writing assignment.  You may use your textbook to assist you in writing this assignment.  Use WordPad to create your document and send the file to the instructor as an e-mail attachment.  The project 3 writing assignment instructions are located on my web site.  Go to the CIS R104 – Intro. to Windows web page, the link to the writing assignment is located at the bottom of the web page.  Click on the Project 3 Writing Assignment link to display the instructions.

Instructions for using WordPad are located on this web page.

The due date for the Project 3 test is:  19 Mar 2010.
Project 3 tests will not be accepted after this date regardless of the reasons.  Fifteen (15) points will be deducted from your grade.


Instructions for Project 4:
Read Windows Project 4 – then perform the steps in the chapter.  I recommend that you perform the steps a minimum of two times before attempting the chapter test.  
After you have completed the steps in the chapter, then you are to do the project test for project 4.  The project test is In the Lab 3.  In the Lab 3 will be found at the end of chapter 4.  

Instructions for Project 4, In the Lab 3
Type your answers in Part 3 into Notepad.  Save the file and e-mail it to the instructor.
	Ignore the instructions to print in Part 5.

The due date for the Project 4 test is:  2 Apr 2010.
Project 4 tests will not be accepted after this date regardless of the reasons.  Fifteen (15) points will be deducted from your grade.


Instructions for Project 5:
Read Windows Project 5 – then perform the steps in the chapter.  I recommend that you perform the steps a minimum of two times before attempting the chapter test.  
After you have completed the steps in the chapter, then you are to do the project test for project 5.  The project test is In the Lab 2.  In the Lab 2 will be found at the end of chapter 5.  

Instructions for Project 5, In the Lab 2
In Part 6, substitute your flash drive for the floppy disk.  Send the saved document to the instructor as a file attachment by e-mail.

The due date for the Project 5 test is:  16 Apr 2010.
Project 5 tests will not be accepted after this date regardless of the reasons.  Fifteen (15) points will be deducted from your grade.


Instructions for Project 6:
Read Windows Project 6 – then perform the steps in the chapter.  I recommend that you perform the steps a minimum of two times before attempting the chapter test.  
After you have completed the steps in the chapter, then you are to do the project test for project 6.  The project test is In the Lab 2 and In the Lab 4.  In the Lab 2 and 4 will be found at the end of chapter 6.  

Instructions for Project 6, In the Lab 2
Type your answers in WordPad.  Save the file and e-mail it to the instructor.

Instructions for Project 6, In the Lab 4
Part 2 – Do not print the web pages, instead write 3 web addresses for each topic in WordPad.  
	Part 3 – Do not print the document, save it to your flash drive.
	Part 4 – Do not print the maps.  Write the address of the map in WordPad.
	Part 5 – Do not print the WordPad documents.   Save the documents to your flash drive.
	E-mail all your documents to the instructor as file attachments.

The due date for the Project 6 test is:  3 May 2010.
Project 6 tests will not be accepted after this date regardless of the reasons.  Fifteen (15) points will be deducted from your grade.


SAM Instructions:
Do not buy the SAM 2007 CD.


All chapter tests are due to the instructor by 3 May 2010.

No chapter tests will be accepted after this date.

No Incomplete grades will be given.

No extensions will be given for any reason.

