Comp 100 Syllabus  - Spring 2020
PRINT (11 Pages)

Required COMP 100 Textbooks and Tools
The COMP100 Bundle includes 2 Books & 2 Codes for $128 to be purchased from CSUN bookstore.
1. Application Book: Microsoft Office 2019 – IN PRACTICE (Word, PowerPoint,Excel,Access)
Publisher: Mc Graw Hill – Authors:  Nordell,Stewart,Easton,Graves

2. Text Book: Computing Essentials 2019 by: Timothy & Linda & Daniel O’Leary
3. SIMNET/SIMBOOK Access Code - Training, Testing & Assessment  for Ms-Office 2019
4. CONNECT Access Code – Training, adaptive Learning for Investigating Technology
Codes are valid for 2 years
You may also choose to buy the DIGITAL ONLY version of the above with codes from the publisher online using your credit card for $90 (NO PRINTS)

You are strongly encouraged to buy the bundle from CSUN’s bookstore since we have negotiated a very good price for the bundle. But wherever you choose to buy make sure you have ALL the items included. 
DO NOT BUY from AMAZON or elsewhere, unless of course you are SURE you have ALL the items in the above bundle including a NEW CODE in your order!
Other Materials and Recommended Equipment:
1. Optional: A USB Jump (flash) drive is recommended , Min 1GB, buy from bookstore or elsewhere

2. IBM Compatible PC (desktop/laptop), printer, Internet Connection (own ISP or CSUN).

3. Windows 10 Operating Systems & MS- Office 2019 Software (FREE for CSUN students)
4. Headphones (Optional but very useful)

5. NOTE: Apple Mac Users may not be 100% compatible with software. SEE INSTRUCTOR for further details!
Required Assignments Description:

1. Reading Chapters from “Investigating Technology” Concepts Book & Completing weekly Chapter Assignments on CONNECT
2. Several Solo & Group Projects (Requires writing Reports etc.)

3. Regular Use of CSUN Webmail & Private mail, SIMNET/SIMBOOK, Professor’s website, Moodle
4. SIMNET/SIMBOOK training and Assessment on Ms-Office 2019
5. Several Exams (Including Quizzes, Mid-Term & Final) using SIMNET/SIMBOOK & MS-Office 2019
6. Pre & Post semester Assessment Survey, using SIMNET/SIMBOOK
7. Hands-On Homework using MS-Office 2019 & “MS-Office 2019 In Practice” Book. 
Method of Instruction:

1. Lectures and discussion (approximately 30 percent of class time):  Important material from the text and outside sources will be covered in class. Students should plan to take careful notes as not all material can be found in the texts or readings. Discussion is encouraged as is student-procured outside material relevant to topics being covered. 

2. Reading, Chapters must be read prior to the class meeting for a meaningful class discussion.
3. Solo/Group Assignments: End of chapter activities and online activities will be assigned weekly to reinforce material in the text. These assignments may require the application of various software packages, the Internet etc.

4. Quizzes: Weekly quizzes will be given to help ensure students stay up with assigned material. Usually Open Book & Timed!
5. Exams:  Exams will be open book/notes and will test assigned readings and material discussed in class. The final exam has to be taken to pass the course; however, the instructor reserves the right to retest on material that was not appropriately comprehended. 

6. Lab work (approximately 70 percent of class time) spent on MS-Office 2019 & Internet.

7. Homework, In addition to class time, students may expect three to four hours of homework (computer applications and textbook work) each week.  

8. Students will be assigned solo/group projects.

9. Participation: Student participation will be graded by the level of class participation and attendance.

SPRING 2020 - COURSE POLICIES (3 Pages - PRINT) :
Academic Dishonesty: 

Plagiarism and cheating are serious offenses and may be punished by failure on exam, paper or project; failure in course; and or expulsion from the University. For more information refer to the "Academic Dishonesty" policy in the University Undergraduate Catalog.  For this class, it is permissible to assist classmates in general discussions of computing techniques. General advice and interaction are encouraged. Each person, however, must develop his or her own solutions to the assigned projects, assignments, and tasks. In other words, students may not "work together" on graded assignments, unless of course it is announces as a Group Project!

Attendance Policy:

1. Class will start “on the hour or half” (depending upon posted start time)  It is necessary to be in class and ready-to-work “on time.”  Tardiness will not be tolerated and will result in a drop in grade.

2. Regular and punctual attendance is expected of all students.  Absence WILL cause a drop in grade as you will miss assignments. Please sign the roll sheet when passed on by the instructor – never sign for another person as this is a legal document.

3. Periodic Quizzes will be given at the beginning of the class session.  There will be no make-up (Unless specified by the instructor).  If you are not in your seat at the beginning of class, you will not be given a quiz.  

Incomplete Policy

Students will not be given an incomplete grade in the course without sound reason and documented evidence (i.e. medical reasons must be documented by a doctor’s note) as described in the Student Handbook. A student must be passing and must have completed a significant portion of the course. Incomplete forms must be signed by the student and the instructor.  Incomplete grades must be completed within one year

Requirements for Submission of Work:

Please label your work correctly:  Name, Class Time, Assignments (listed vertically in order) etc. on a keyboarded cover page (you will lose points if you do not complete the cover page correctly – this must be a printed page).  Each assignment MUST have your name printed on each submitted page.  Please use 8 ½ x 11 paper with appropriate fonts (e.g. Calibri 11 or Times New Roman 12 points) and standard margins.  Correct spelling, punctuation, and grammar are expected for all assignments. For assignments that require MLA style, please follow all directions for the correct format.

Policy on Assignment Due Dates:

All work must be submitted at the beginning of the class on the due date.  Work submitted after that time is subject to a late penalty.  Late assignments can only be submitted within one week of the due date for a loss of 20%

Quiz and Exam Policy:

1. Final Examination – Must be taken in class to pass the course – no makeup given (see note re extreme emergency). You must arrive on time.

2. Mid Term Exam   – No makeup will be given (see note re extreme emergency)- Exam must be taken in class during class time. You must arrive on time.

3. Weekly Quizzes – must be taken in class.  

4. Weekly Quizzes and Exams start at the beginning of the class.  You may receive a penalty if you arrive late for the exam or quiz.

Note:  For extreme emergencies (death in family, auto accident, etc.) – please see instructor re appointment for makeup. 

Appeals Policy

To appeal a grade, send an e-mail to your instructor's e-mail address within two weeks of the grade having been received. Overdue appeals will not be considered.  (See CSUN Appeals Policy)
Need for Assistance: 

If you have any condition, such as a physical or learning disability, which will make it difficult for you to carry out the work or which will require academic accommodations, please notify me as soon as possible
Electronic Devices in Class Policy

Use of Cellular phones, pagers, CD players, radios, and similar devices are prohibited in the classroom and laboratory facilities. Calculators and computers are prohibited during examinations and quizzes, unless specified. Reasonable laptop-size computers may be used in lecture for the purpose of taking notes. Use of foreign language translators are OK during tests if you have registered as an international student.

Missed Classes: 

The student is responsible for obtaining material distributed on class days when he/she was absent. This can be done through contacting a classmate who was present or by contacting the instructor during his office hours or other times. Missed or late quizzes can not be made up under any circumstances but with good cause and adequate notice, an early quiz may be given. 

General Guidance:
1. You are to complete all assignments YOURSELF.  Please see school policy regarding “cheating.”  Anyone who is suspected of turning in work which is not “his or her own,” will be subject to suspension.  (This work and the work from the person who allowed his/her work to be copied will not be accepted or recorded.)

2. All work must be submitted on time.

3. All work MUST have a cover page with the appropriate information listed.

4. Makeup work must be submitted according to submission rules.  

5. Lab time is to be used to complete class assignments.  Students using this time to “play” on the Internet (or play games in general) will be asked to leave the lab.  

6. One copy of each textbook is on reserve in the library.

7. It is the responsibility of each student to know and follow all the written guidance given by the instructor in this syllabus

8. This syllabus is subject to change and may be changed at the instructor’s direction.

List of Support Services for Students

1. Learning Resource Center: http://www.csun.edu/lrc/, 818.677.2033, Bayramian Hall 408. The mission of the LRC is to enable students to improve their academic performance through a variety of learning programs including workshops, one-on-one and group tutoring, Supplemental Instruction classes and interactive subject area computer programs and videos.  Students who use LRC learning programs will develop and strengthen their critical thinking skills, study strategies, writing skills and performance in subject matter courses.

2. Academic Advisement: http://www.csun.edu/ugs/advisement.html. The college-based academic advisement centers are available to assist students in selecting courses and programs of study and in choosing or declaring a major or minor. Visit the website to locate the advising center for your major, or for undeclared majors. 

3. University Counseling Services: http://www.csun.edu/counseling/, 818.677.2366, Bayramian Hall 520. UCS provides resources and information to assist students in dealing with a variety of large and small psychological obstacles that may interfere with academic progress and/or relationship satisfaction. Services include individual, group and crisis counseling.

4. Center on Disabilities: http://www.csun.edu/cod/studentservices.htm, 818.677.2684, Bayramian Hall 110. The Center on Disabilities serves students with a wide range of visible and hidden disabilities, in a confidential environment. Students are encouraged to meet with the professional staff and explore the services available to support their academic, career and personal goals.  Discover accommodations and strategies for help with disabilities in an academic setting.

5. The Career Center: http://www.csun.edu/career/students/, 818.677.2878, University Hall 105. Need some help in deciding on a career? Or do you know your career and need to meet employers? Perhaps your resume needs some sprucing up? The Career Center offers a variety of services for students, from those new to the University to those about to graduate into the world of work.

Comp 100 Student Learning Outcomes (SLOs) and Course Content 

(4 Pages - PRINT):
General Education Code – Section E
COMP 100 is part of Life Long Learning of the General Education. The general goal is to have the student understand how human beings function in a technological, cultural and social environment. Through the study of applied arts and science, students should become more integrated and well-rounded individuals.

SLO #1 - Demonstration of Time Management skills – Weeks 1-2

Students should recognize that their academic and personal success requires a commitment of time and energy and taking responsibilities in order to achieve their goals and to benefit from the course.

Course Content:
Use Excel to track time spent during a sample week.

Formative Assessment: Timesheet Homework 
· Using MS-Excel the student is to create a Weekly schedule (Timesheet) of a sample week, filling it up with their various activities. 
· To analyze time spent by answering specific questions based on category totals on the Excel work sheet and Using MS-Word to write down personal goals and commitments.
SLO #2 - CSUN Campus/Library Technology Resources Awareness – Weeks 1-2-3-4

Demonstrate the ability to locate, access and utilize CSUN computer resources through available technology, to enhance their learning and university life

Course Content:

Introduction to University Policies and Procedures, Library Resources and Research, Information Technology Resources (ITR), Wireless Networking (VPN services), CSUN email – Webmail (read, write, reply, forward documents (professor-student, student-student, copy to professor), address, list of addresses, attachments, save, customize w/your signature) CANVAS, use of SIMNET (Course’s Training & Assessment software), Organization of data on storage media (CSUN box, Udrive and USB flash card), Introduction to FTP (Software Downloads), Server and Client concept,. Using Search Engines, Using Web Browsers such as Windows Explorer, Google Chrome, Firefox, (URL’s, hyperlinks, home pages, access, read, basic actions and buttons on a page, interacting with a page, bookmarks)

Formative Assessment:  Assortment of Homework and monitoring of SIMNET 

· Send their instructor an email from their CSUN Webmail account. 

· A Time Management Exercise using EXCEL to demonstrate weekly schedule 

· Library Research Report using Library Resources (Group Project using MS-Word MLA Bibliography)

· Utilizing SIMNET/SIMBOOK/CANVAS Discussion Board Hypernews postings (throughout the semester)

· Download/Upload files onto their myCSUNBox/USB flashcards/Udrive 

· Ongoing use of SIMNET/SIMNET exercises and trainings during the semester.

SLO #3 - To demonstrate skills proficiency and a working knowledge of Windows 10 operating system and MS-Office 2019 including:Word, Excel, PowerPoint, Access. (Start on Week 1 and continue throughout semester)

Course Content:

Introduce concepts of Windows 10 New operating system, MS-Office 2019 including: word processing (MS-Word), spreadsheets (MS-Excel), Presentations (MS-PowerPoint) and databases (MS-Access) as a commonly used development environment for businesses. While a considerable introduction and review of basic concepts will be covered, the focus will be on developing critical-thinking and problem-solving skills in the “Real World” using MS Office 2019 as a tool. 

Formative Assessment: (SIMNET/SIMNET, Group Projects, Quiz, Homework assignments)

· Students are to take a series of SIMNET/SIMBOOK Training exercises on all MS-Office Modules (Word, Excel, Access, PowerPoint). In the Training mode, it takes the student through Practice Steps. In the Exam mode they can be permitted to repeat the task or the exam several times before passing. 

· THE SIMNET GRADER PROJECT is automatic Online Grading based on Whole projects to be done by the student off line at home. Using Hands-On Exercises, Mid-Level Exercises, Capstone Exercises, Mini Cases as homework from the Word book.

· To deliver a public, all-encompassing and comprehensive PowerPoint presentation (Incorporating all aspects of his/her acquired skills), to be graded by the Instructor in conjunction with feedback from classmates

· A group project, using a Team Assessment Rubric that takes the students Beyond the “Recipe”. The students are to design a project that demonstrates student’s knowledge of MS-Office application. It involves Project Management, Team Work, Critical Thinking, and Problem Solving and reflects complicated tasks that students will encounter in the workplace. Topics could include: Companies on the Cutting Edge Technology News, Computer History /Timeline, Technology Trailblazers, Career Corner, Computer Issues, Wireless Communications. Students are evaluated based on the depth of their information, amount of their role and participation and quality of their presentation. Peer Review is also included as part of their entire assessment

SLO #4 – To learn General Computer Concepts, “Key Terms” and vocabulary, IT Knowledge and Literacy ( start on Week 1 and continue throughout semester).

Course Content:

Introduction to Computers, Computer History, Internet, Making use of the World Wide Web, The components of the System Unit, Input and Output, Digital Imaging and Video Technology, Storage, Operating Systems and Utility programs, PC Buyer’s Guide, Communications, Computer Security, Ethics, and Privacy, Digital Entertainment.

Formative Assessment:  (SIMNET/SIBOOK/CONNECT, Book’s website, Quiz, Group Project)

· Timeline Computer History Quiz 

· SIMNET/SIMBOOK/CONNECT Quizzes, using T/F, M/C, Short  Answers, Matching etc. on the Chapters discussed

· A “How to buy a PC” Group project that utilizes the student’s acquired accumulated knowledge of all the computer terms and components and their Internet Search and browsing skills 

SLO #5 - Practical Computer Security

To educate our GE students to defend themselves against computers attacks and to Increase students' awareness and knowledge of information Security (Start on Week 1 and continue throughout semester).
Course Content:

Identify ways to safeguard against information theft, attacks and failure (viruses, worms, Trojan Horses, Denial of Service attacks, back doors, spoofing, phishing, sniffing, hardware and software theft and vandalism, unauthorized access and use). Identify risks and safeguards associated with wireless communications. 

Formative Assessment:  (SIMNET/SIMNET Quiz, Group Project)

· SIMNET/SIMBOOK Quizzes, using T/F, M/C, Short  Answers, Matching etc. on the Chapters discussed

· A “Group Project” designed by the instructor based on current News.

SLO# 6 Increase knowledge and awareness of Personal Computers and Information Privacy

To learn techniques in how to safeguard his/her personal Information and privacy. To know his/her individual rights as a consumer and a citizen.

To regain control of the tracking of his/her Internet surfing habits, start on Week 1 and continue throughout semester.
Course Content:

Student to Recognize and Discuss issues related to his/her Privacy while browsing the web or shopping online. Learn the steps and tips to become savvy online shoppers, avoid Online Fraud, Spam, Cookies, Electronic Profiling. Learn to preserve and protect your Identity

Formative Assessment:  (SIMNET/SIMBOOK Quiz, Group Project)

· SIMNET/SIMNET Quizzes, using T/F, M/C, Short  Answers, Matching etc. on the Chapters discussed

· A “Group Project” designed by the instructor based on current News.

SLO # 7 - Demonstrate the appreciation of the legal and ethical dimensions of the use of computers, Wireless, Internet and Information

Course Content:

Student to recognize and discuss issues related to information accuracy, Intellectual Property Rights, Codes of Conduct and to learn about related Federal Acts and Laws, Copyright Laws, Loyalties. Discuss and Recognize Information Technology Codes of Conduct

Formative Assessment:  (SIMNET/SIMNET Quiz, Group Project)

· SIMNET/SIMBOOK Quizzes, using T/F, M/C, Short  Answers, Matching etc. on the Chapters discussed

· A “Group Project” designed by the instructor based on current News.

SLO# 8 - Physical and Mental Health Concerns of Computer Use

To realize the health hazards involved in computer use.

To recognize and understand how to cope with and then treat computer addiction.

Introduction to Computer Workstation Ergonomics

Course Content:

To prevent health-related disorders and injuries due to computer use

To know when and how to treat computer addiction.  

To understand the symptoms of computer addiction

Formative Assessment:  (Courseport website, Group Project)

· SIMNET/SIMBOOK Quizzes, using T/F, M/C, Short  Answers, Matching etc. on the Chapters discussed

· A “Group Project” designed by the instructor based on current News.

SLO# 9 - Environmental and Global Concerns

Awareness, Observation, Perception, Sensitivity about the faith of the environment

To understand the relationship between computer waste and the environment

Students will be introduced to global security concerns 

Course Content:

To understand the importance of the environment.

To create a concern for global computer security.

Formative Assessment:  (Courseport website, Group Project)

· SIMNET/SIMBOOK Quizzes, using T/F, M/C, Short  Answers, Matching etc. on the Chapters discussed

· A “Group Project” designed by the instructor based on current News.

Grading / Evaluation of Student Performance 

	Week 1-2 Homework Assignments
	Email, Take Home Quiz/Timesheet
	30 Points
	30
	2%

	Attendance
	Must attend to every class & COMPLETE SIMNET ON TIME (BEFORE DUE DATES)
	80 Points
	80
	4%

	Investigating Technology
Text Book
	CONNECT weekly assignments – SMARTBOOK To be taken at home BEFORE every QUIZ 
	130 Points

(13 Chapters - 10 Points each)
	130
	7%

	Weekly Quizzes on Investigating Technology Text Book
	Every week on Tuesdays or Thursdays – MUST BE IN THE LAB TO TAKE THE QUIZ
	130 Points

(13 Quizzes - 10 Points Each)
	130
	7%

	MS-Word 2019
4 SIMBOOK Trainings

4 Guided Projects

4 Independent Projects
	SIMNET – All Online
	SIMBOOK - 10 Points each

Guided  Projects - 25 Points each

Independent Projects – 20 Points each

Extra Credit - Capstone Project
	220
	12%

	MS-Excel 2019
4 SIMBOOK Trainings

4 Guided Projects

4 Independent Projects
	SIMNET – All Online
	SIMBOOK - 10 Points each

Guided  Projects - 25 Points each

Independent Projects – 20 Points each

Extra Credit - Capstone Project
	220
	12%

	MS-PowerPoint 2019
4 SIMBOOK Trainings

4 Guided Projects

4 Independent Projects
	SIMNET ––All Online
	SIMBOOK - 10 Points each

Guided  Projects - 25 Points each

Independent Projects – 20 Points each

Extra Credit - Capstone Project
	220
	12%

	MS-Access 2019
4 SIMBOOK Trainings

4 Guided Projects

4 Independent Projects
	SIMNET – All Online
	SIMBOOK - 10 Points each

Guided  Projects - 25 Points each

Independent Projects – 20 Points each

Extra Credit - Capstone Project
	220
	12%

	Library Group Project
	Groups of 2-3

ANNOTATED BIBLIOGRAPHY in MLA Format
	50 Points
	50
	3%

	Mid Term I
	In the lab Test on WORD (50),

POWERPOINT (50)

Investigating Technology (50)
	150 Points
	150
	8%

	Mid Term Exam II
	In the lab Test on EXCEL
	50 Points
	50
	3%

	Integrating Project
	MS-OFFICE 2019
	100 Points
	100
	6%

	Final Exam
	PowerPoint Final (100)

WORD BROCHURE (50)

EXCEL & GRAPH (50)


	200 Points
	200
	11%

	
	
	TOTAL POINTS
	1800
	100%


	93.00% - 100.0% 
	A

	90.00% - 92.99% 
	 A-

	87.00 - 89.99% -
	B+

	83.00% - 86.99%
	B

	80.00% - 82.99%
	B-

	77.00% - 79.995
	C+

	73.00% - 76.99%
	C

	70.00% - 72.99%
	C-

	67.00% - 69.99%
	D+

	63.00% - 66.99%
	D

	60.00%-62.99%
	D-

	0.00% - 59.99%
	F
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