UNIVERSITY OF ARKANSAS AT MONTICELLO
SCHOOL OF COMPUTER INFORMATION SYSTEMS
COURSE SYLLABUS
CIS 2223 – MICROCOMPUTER APPLICATIONS (3 credit hours) 
SPRING 2012 MWF 12:10 P.M.
INSTRUCTOR:  Karen E. Donham, MBA			OFFICE:	 Room 105, BBC

PHONE:	870-460-1431 (direct)			OFFICE HOURS: 	MWF	10:00 – Noon
	 	870-460-1031 (CIS office)					TH 	11:00 – 1:00 PM
										Other times as requested
EMAIL:	 donham@uamont.edu							
		
COURSE DESCRIPTION/OBJECTIVES:
The study and use of microcomputer based applications software to increase business and personal productivity. Realistic computing problems will be solved using standard software packages.

COREQUISITES:  ENGL 1013 (Comp 1) or ENGL 1033 (Honors Comp 1); and MATH 183 (Intermediate Algebra) or higher level mathematics. If students are enrolled in Fundamentals of English or Introduction to Algebra, they should be taking CIS 1013 Introduction to Computer Systems.

REQUIRED COURSE TEXT:	
CIS 2223 Microcomputer Applications (University of Arkansas at Monticello) by Shaffer, Carey, Parsons, Oja, Finnegan. Published by Cengage Learning. ISBN 978-1-133-06708-5 

REQUIRED SUPPLEMENTAL MATERIALS:
Each student should have the following materials for the course:
· 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.  
· A UAM E-mail account. Visit the Information Technology Department to obtain one.

STUDENT LEARNING OUTCOME
The student who successfully completes this course will be able to demonstrate knowledge of the following:
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 graphics application

ATTENDANCE:
Course attendance is expected of all students.  After role has been taken, students are responsible for notifying the professor of their late arrival to avoid incurring an absence. The instructor retains the option to penalize excessive absences (4 or more) by a reduction in grading points.  If you have more than three absences, your final average will be reduced by one percentage point for each absence over three, unless there are extenuating circumstances as determined by the instructor. A student who leaves early without notifying the instructor prior to class will be counted as absent.

If a student must miss class due to a University function (organizational functions, athletic events, band activities, etc.), the instructor must be notified before the missed class so that the absence may be counted as excused; otherwise the student will incur an unexcused absence and not be allowed to make up any missed work.

CELL PHONES/ELECTRONIC DEVICES:
All cell phones and electronic devices should be silenced and stored away during class.   If a student is seen texting during class or if a phone rings during class, the student will be penalized five (5) homework points.  An answered call results in a ten (10) point penalty. If a student continues to disregard the cell phone policy, they will be removed from class and counted as absent (unexcused). If a phone or any other device is seen on a desk or in use during a test, the student will receive a zero (0) as the test grade.

COURSE SCHEDULE (may change at the discretion of instructor):
January 11-13			Syllabus, UAM Email, Blackboard
January 18-20			Windows – Exploring the Basics of Microsoft Windows 7
January 23-25			File Management – Managing Your Files and Internet – Browser Basics
January 27			Exam 1

January 30-February 3	Word Tutorial 1 – Creating a Document
February 6-10			Word Tutorial 2 – Editing and Formatting a Document
February 13-20		Word Tutorial 3 – Creating a Multiple-Page Report
February 22			Exam 2

February 24-29		PowerPoint Tutorial 1 – Creating a Presentation
March 2-9			PowerPoint Tutorial 2 – Adding and Modifying Text and Graphic Objects
March 14			Exam 3

March 19-23			Spring Break

March 26-30			Excel Tutorial 1 – Getting Started with Excel
April 2-9			Excel Tutorial 2 – Formatting a Workbook
April 11-20			Excel Tutorial 3 – Working with Formulas and Functions
April 23-30			Excel Tutorial 4 – Enhancing a Workbook with Charts and Graphics
May 3 at 10:30 am		Final Exam			

GRADING POLICY:
1. There will be four (4) exams including the final.  Each exam will be worth 100 points.  Corresponding lab assignments and quizzes will be worth 10-25 points each.
2. If a student misses an exam they will not be guaranteed a make-up exam.  Every effort should be made to notify the instructor before the exam, if the exam will be missed.  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 10% penalty.  These make-up tests will be given and scored at the convenience of the instructor.
3. Late work is defined as work received after the end of class on the assignment’s due date. To receive credit for late work, it must be submitted to the instructor the next class day. Any work received after the next class date will not be accepted. 
4. The total earned points are accumulated, averaged, and applied to produce the final grade:	
		A = 90% - 100%		
		B = 80% - 89%
		C = 70% - 79%
		D = 60% - 69%		
		F = 0% - 59% 
5. All assignments and quizzes will be submitted through the Blackboard learning system. Deadlines for all assignments and quizzes are strict and students will not be allowed to submit assignments after their deadline. Students also will not be allowed to make up any quizzes that might be missed.

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).

STUDENTS WITH DISABILITIES:
It is the policy of the University of Arkansas 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; email: whitingm@uamont.edu.

STUDENT CONDUCT CODE:
Students at the University of Arkansas at Monticello are expected to conduct themselves appropriately, keeping in mind that they are subject to the laws of the community and standards of society. The student must not conduct him/herself in a manner that disrupts the academic community or breaches the freedom of other students to progress academically. 

ACADEMIC DISHONESTY:
1. Cheating:  Students shall not give, receive, offer, or solicit information on examinations, quizzes, etc. This includes but is not limited to the following classes of dishonesty:
a. Copying from another student’s paper;
b. Use during the examination of prepared materials, notes, or text other than those specifically permitted by the instructor;
c. Collaboration with another student during the examination;
d. Buying, selling, stealing, soliciting, or transmitting an examination or any material purported to be the unreleased contents of coming examinations or the use of any such material;
e. Substituting for another person during an examination or allowing such substitutions for oneself.
2. Collusion:  Collusion is defined as obtaining from another party, without specific approval in advance by the instructor, assistance in the production of work offered for credit to the extent that the work reflects the ideas of the party consulted rather than those of the person whose name is on the work submitted.
3. Duplicity: Duplicity is defined as offering for credit identical or substantially unchanged work in two or more courses, without specific advanced approval of the instructors involved.
4. Plagiarism: Plagiarism is defined as adopting and reproducing as one’s own, to appropriate to one’s use, and to incorporate in one’s own work without acknowledgement the ideas or passages from the writing or works of others.

For an instance of academic dishonesty that is discovered by the instructor, whether the dishonesty is found to be cheating, collusion, duplicity, or plagiarism, the result for the student(s) involved will result in a grade of zero (0) for the assignment/quiz/exam for the first instance. A second instance of academic dishonesty will result in a final grade of F as the student(s) grade for the semester.

SPECIAL DATES:
January 11		First day of classes
January 16		Martin Luther King, Jr. Holiday (no classes)
January 18		Last day to register or add classes
February 24		Last day to apply for August or December graduation
March 19-23		Spring Break
April 2-13		Preregistration for Summer and Fall 2012 
April 4			Last day to drop with a W in regular classes
[bookmark: _GoBack]April 26		Last day to withdraw from class
May 1	Last day of classes
May 2-8	Final Exam Period
May 11	Commencement	
			
