 SEQ CHAPTER \h \r 1
SPECIAL TOPICS COURSE APPROVAL


ACADEMIC UNIT: _Computer Information Systems_


Circle One Term:     FALL                           SUM I          SUM II          Year   _2008______


COURSE INFORMATION   (Syllabus must be attached)
_7598_____
_CIS___
_198V____
__02____


SEQUENCE
PREFIX
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SECTION






(198V/399V)
____1____           
___ST: Computer File Management__________________________
HOURS
                                                      TITLE

(1, 2, OR 3)

___BBC 122_______        ___W____
       _12:10__
      ___Angela Marsh_​_____________

LOCATION

           DAYS
         TIME

   INSTRUCTOR
WILL SUBSTITUTE FOR: 
__________________________________________________

(if applicable)



           COURSE ID AND TITLE

REQUESTED BY:

__________________________________________      __________
Not Applicable  __X____

Student’s Signature




      Date

__________________________________________      __________       Not Applicable
___X___

Advisor’s Signature




      Date

APPROVED BY:

_s/  Angela Marsh_____________________________    _10/09/07__


Instructor’s Signature




      Date

_s/  James Roiger____________________________      _10/09/07__


Unit Head’s Signature




      Date

_s/  Provost David Ray_______________________      ___________


Vice Chancellor for Academic Affairs’ Signature
      Date

RECEIVED/PROCESSED BY:

_s/  Dr. Debbie Bryant________________________      ___________


Registrar





      Date

ATTENDANCE: 

Students are expected to attend all classes regularly and punctually. For late arrivals, it is the student's responsibility 

to notify the instructor after class to prevent incurring an absence. 

 

CIS 1981 -Computer File Management 
COURSE SYLLABUS -SPRING 2008 

INSTRUCTOR: Angela Marsh 




OFFICE       10:00 a.m. -12:30 p.m. MW 

WEB SITE: http://www.uamont.edu/facultyweb/marshlhome.htm 

COURSE PREREQUISITE: 

Keyboarding ability recommended. Free on-line typing lessons are available from the UAM Writing Center's web site. 

COURSE TEXT: 

None 
SUPPLEMENTAL MATERIALS: 

Each student should have at least one memory stick to process and store data for assigned projects and exams. 

COURSE OBJECTIVES: 

The student who successfully completes this course will demonstrate computer file organization, management, and manipulation. The student will be able to: 

· Use My Computer or Explorer from Microsoft Windows to manage computer resources

·  Explain root directories 
· Identify drive letters for various storage devices

· Create an effective folder hierarchy

· Create, move, copy, rename, and delete files and folders

· Manipulate files, file formats, and file extensions

· Create and extract compressed (zipped) folders
· Use search utilities to locate specific files

· Identify free and used space on storage devices, and

· Create file backups 

STUDENTS WITH DISABILITIES: 
It is the policy of the University of Arkansas--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. 

STUDENT CONDUCT CODE: 

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. 

COURSE CONTENT & SCHEDULE: 

The data below shows the tentative course outline with test dates. While every effort will be made to follow this schedule, the need for change may arise. The student will be informed of any changes as soon as possible. 

Class 1 -5 - Root Directory, Storage Devices, My Computer, Explorer Class 6 - Test on above 

Class 7 & 8 - Folder Hierarchy, File/Folder management 

Class 9 & 10 - File formats and extensions 

Class 11 -Test on above 

Class 12 -Compressed folders 

Class 13 -Search utilities 

Class 14 -File backups 

Class 15 -Test on above 

GRADING POLICY: 

1. 
Exam will consist of two parts: written and hands-on. You will need a scantron and storage device to turn in for each exam. Make-up exams are not guaranteed. It is your responsibility to notify the instructor before missing an exam if possible. Any make-up exam allowed may carry a ten percent penalty. These make-up tests will be given and scored at the convenience of the instructor. 

2. 
You are responsible for completing the assignments. A class schedule will be given to you and will also be available from the instructor's web site. Following the 2:1 rule (for each hour that you spend in class you should spend two hours on that subject outside class), you should expected to spend at least two hours each week outside of class working on assignments. 

3. 
Assignments received after the due date will receive a 50% penalty. To receive credit, submitted work should contain as a header your name and sufficient information to identify the work. 

4. 
Students who complete each assignment should not assume full credit will be given. The quality of the assignment will be considered during the evaluation process. College-level, business-quality work is expected. Quality refers to, but is not limited to, English usage, neatness, presentation, correctness, organization, and degree of professionalism. 

5. 
Your attendance and attitude also count for a portion of your grade. You are expected to be on time, be prepared to take notes, pay attention, and work on this course's assignments during work time. Points will be deducted if you arrive late or leave early; do not have a storage device, pencil, or scantron; do not pay attention during lecture time; or work/play on other things. Your cell phone ringing during class will also result in lost points; more points will be lost if you answer that call. 

6. 
All scores are averaged 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% 

7. 
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). 

SPECIAL DATES: 

January 21
Martin Luther King Holiday 

February 22 
Deadline to file for graduation 

March 17 - 21 
Spring Break 

April 2 
Last day to drop with a "W" 

April 29 
Last day of classes 

April 30 - May 6 
Final exams 
SPRING








OFFICE: �
BBC Room 118 �
                HOURS:    


       �
11 :00 a.m. -12:30 p.m. TT 


10:00 a.m. -12:00 p.m. F 


Other hours by appointment �
�
PHONE: �
870.460.1341 (direct) 


870.460.1031 (CIS office)                �
                EMAIL: �
marsh@uamont.edu �
�









