CIS 2223 – MICROCOMPUTER APPLICATIONS

COURSE SYLLABUS 
INSTRUCTOR:
OFFICE HOURS:

OFFICE:

PHONE:           
E-MAIL:

COURSE TEXT:

New Perspectives on Microsoft Office 2007 – First Course, XP Edition.  Shaffer, Carey, Finnegan, 

Adamski, Ageloff, Zimmerman.  Course Technology, Inc., 2007.

 

SUPPLEMENTAL MATERIALS:
Each student should have at least a 256MB USB Flash Drive to process and store data for assigned projects and exams.  A computer account that provides access to e-mail and the Internet. Visit the Information Technology Department on the first floor of Sorrells Hall.
COURSE OBJECTIVES:

The student who successfully completes this course will be able to demonstrate knowledge of the:
1.
Windows operating system

2. Internet connection applications and the World Wide Web  

3. Word word-processing application

4. Excel spreadsheet application

5. PowerPoint presentation application

STUDENTS WITH DISABILITIES:

It is the policy of the University of AR at Monticello to accommodate individuals with disabilities pursuant to federal law and the University’s commitment to equal educational opportunities.  It is the responsibility of the student to inform the instructor of any necessary accommodations at the beginning of the course.  Any student requiring accommodations should contact the Office of Special Student Services located in Harris Hall Room 120; phone 870 460-1026; TDD 870 460-1626; Fax 870 460-1926.

ATTENDANCE:
Course attendance is expected of all students.  The instructor retains the option to penalize excessive absences (7 or more) by a reduction in grading points.  If you have more than six absences, your final average will be reduced by 1 point for each absence over six, unless there are extenuating circumstances as determined by the instructor.  

INCOMPLETE POLICY:

A student must be current with course work assignments and/or examinations and must have completed at least 75% of all required course work assignments and/or examinations to be considered for a grade of incomplete (I). 

GRADING POLICY:
1.
There will be four (4) exams including the final.  Each exam will be worth 100 points.

2.
Random homework assignments, class exercises, and quizzes will also be graded for a total of 250 points.

3.
The total earned points (650 possible) are accumulated, converted to a percentage, and applied to the following scale to produce the final grade.

A = 90% ‑ 100%

B = 80% ‑   89%

C = 70% ‑   79%




D = 60% ‑   69%

F =   0% ‑   59%

The above grade assignment may be revised at the discretion of the instructor.

4. 
Make‑up exams are not guaranteed. Every effort should be made to notify the instructor before the exam if the exam is to be missed. I must be contacted within 24 hours of the scheduled exam. Failure to observe this deadline will result in a grade of zero being assigned for the exam. Any make‑up exam allowed will carry a ten percent penalty. These make‑up tests will be given and scored at the convenience of the instructor.

5. 
Late work must be received by the instructor no later that one week past the original due date for half credit.  Late work is defined as work received after the beginning of class on the assignment=s due date.

CHEATING:
I reserve the right to dismiss and/or fail any student who participates in cheating whether it is on an exam or assignment.

PLAGIARISM/ACADEMIC DISHONESTY:

Plagiarism and cheating will not be tolerated.  If plagiarism or cheating is suspected, the instructor may, at her discretion, take any of the following actions:  1) issue a warning to the student; 2) lower the grade awarded to the student for the paper or test; 3) require the student to retake the test or rewrite the paper; 4) award no credit for the paper or test; 5) withdraw the student from the course; or 6) award the student a failing grade for the course.  See the UAM Catalog for more information on Academic Code Violations.

STUDENT CONDUCT:

All students are required to comply with the requirements of the Student Conduct Code as specified in the Student Handbook.  The handbook which includes the conduct code (pp. 43-50) is available online at:  http://www.uamont.edu/pdf/Student Handbook 2007-2008.pdf.

SPECIAL DATES:

January 9: 
First day of classes

January 15: 
Last day to register or add spring classes

January 21: 
Martin Luther King Holiday
February 22: 
Deadline to file for August and December graduation

March 17 – 21:
Spring Break

April 2: 
Last day to drop with W 

April 7:
Preregistration for summer and fall begins

April 18: 
Preregistration for summer and fall ends 

April 24: 
Last day to withdraw from class

April 29: 
Last day of classes

April 30:
Final exam 1:30 – 3:30

May 9:
Monticello Commencement
NOTE :  Cell Phones, Pagers, Beepers, iPods, MP3 Players, and Bluetooth devices must be turned off and put away. 
