CIS 1055 Computers and Applications
Laboratory Syllabus – Spring 2012
Section 005

Contact Information

	Instructor:
	Laurie Shteir

	E-mail:
	laurie@temple.edu

	Web:
	http://www.temple.edu/laurie

	Office:
	Wachman Hall, Room 418

	Phone:
	215.204.1681

	Office Hours:
	Monday and Thursday 3 PM to 4 PM or by appointment

	

	Course Web:

http://isc.temple.edu/cis1055 


Course Listserv: cis1055-shteir@listserv.temple.edu



Required Supplies

Storage Media

At least 1 USB Flash Drive (Suggest Flash Drives without U3 software)
Optional Textbook

Learning Microsoft Office 2010, Deluxe Edition, Bucki, Katsaropoulous, Parrish, Weixel and Wempen
Available for purchase at the University Bookstores and on reserve at the following locations

Temple University Main Campus, SIC in Tuttleman – 1st Floor lab, Circulation Reserve

Temple University Ambler Campus, Library, Room 29

Temple University Center City (TUCC), Room 404, 15th & Market Streets

In the laboratory portion of CIS 1055, we will work in the following software: 

· Windows 

· Word 

· Excel 

· PowerPoint 
· Access
· Dreamweaver

· Resources of the Internet 


Grading
Your lab grades will be posted each week on your instructor’s web site.  Students are responsible for checking their own grades each week on the web site.  Any grade discrepancies must be reported immediately.

All homework is due at the beginning of the next lab and is considered late if it is turned in once the lab class begins each week.  As a standard policy for CIS 1055 labs, the following point deductions exist for all late lab assignments:


· 20% grade deduction for assignments up to 1 class late

· 40% grade deduction for assignments up to 2 classes late

· Lab assignments are not accepted after 2 classes

There are  3 point quizzes given at the start of the lab starting in lab week 2.   There are no make-ups, nor can the quiz be taken late. However, each student will have the 2 lowest quiz grades dropped from their total quiz grade at the end of the semester.

In the lab, there is a lab examination worth 35 points.  The exam will consist of a computer based portion and a written portion.

Homework
For your homework assignments, you must use the same software that we use in the lab. The university has upgraded to Office 2010.  You are not required to buy any software for this course, but you may have to do some work in the school labs. Early in the semester, it is a good idea to become familiar with the hours of the school labs.  

If you do have an interest in purchasing Office 2010, information can be found on the CIS 1055 website - http://isc.temple.edu/cis1055/cisresources.html

Lab time is used for instruction; therefore, you will not be able to complete your homework assignments during class.  All submitted work must include your name and section number in order to receive credit.  When submitting assignments greater than one page, you must staple your assignment and make sure your name and section number is on every page.  This is for your own protection.  Homework cannot be submitted more than once.

Collaboration of any form during a quiz or exam will NOT be tolerated. In particular, no talking or other sharing of information is permitted. Each student must submit original homework.  Copying during an exam or quiz, copying homework, copying disks, sharing printed or digital homework files, or any other type of plagiarism in any form is strictly prohibited in this class.

The penalty for the first offense will be an “F” in the CIS 1055 course.  A subsequent offense (in another course) may be referred to the University Disciplinary Committee.

For help outside of lab you need to see your lab assistant or lab instructor during office hours or schedule office help by appointment.   In addition, there is a CIS 1055 Consultant station in the Tech Center (2nd Floor, General Use Computing Lab) A schedule of consultant hours is available from the CIS 1055 websites.

Students with special needs: Any student who has a need for accommodation based on the impact of a disability should contact me privately to discuss the specific situation as soon as possible. Contact Disability Resources and Services at 215-204-1280 in 100 Ritter Annex to coordinate reasonable accommodations for students with documented disabilities.

Goals of the Laboratory 

· To have a basic understanding of Operating System software. 

· To have a working knowledge of collaborative software, such as e-mail and Listserv. Participate in a discussion group.

· Use advanced features of a word processor (Word), and publish the documents to the World Wide Web. 

· Use presentation software (PowerPoint) to develop a multi-media presentation based on researching a specific topic. Publish the presentation to the World Wide Web. 

· To develop a web site using sound design techniques to publish course documents and incorporate multi-media components. 

· Use spreadsheet software (Excel) to analyze numerical and and statistical data, present data in chart format and publish numerical data to the World Wide Web. 
· Use database software (Access) to gain an understanding of data management concepts.

Lab Rules
· Students are responsible to check the CIS 1055 web site for pre-requisites before each lab.

· Students are expected to arrive on time for their scheduled lab. If you are late for lab, the instructor cannot stop class to get you up to speed. 

· All lab work must be done individually. Lab consultants are not permitted to help students with homework. 

· Students must provide their own flash drives and disks. Students may not use head phones during the lab. 

· Turn cell phones OFF or set to vibrate – all other electronic devices must be turned OFF

· IM, IRC and CHAT are not allowed during the lab. Students may not run software programs from CDs or disks. 

· Students may not print during the instructional portion of the lab. 

· Be conservative with printing – at the Main Campus each full time student has a printing quota of 400 non-color pages per semester. Additional printing costs will be charged to your Diamond Dollar Account. In order to print in the Tuttleman Labs you need to submit your print job and then swipe your TU ID thru the device attached to the printer.

· No food is permitted in the labs


Lab Schedule
	Date: January 26th
CIS 1055 Lab 1
	Introduction, Discussion Groups, File Management and Building the Resume
	2 points

	Date:  February 2nd
CIS 1055 Lab 2
	Creating a Website and publishing  course documents to the WWW
	10 points

	Date: February 9th
CIS 1055 Lab 3
	Researching, developing and  publishing a multi-media presentation to the WWW
	10 points

	Date:  February 16th
CIS 1055 Lab 4
	Web Design, Part I
	 5 points

	Date: February 23rd
CIS 1055 Lab 5
	Web Design, Part II
	  

	Date: March 1st
CIS 1055 Lab 6
	Web Design, Part III
	

	Date: March 8th
	SPRING BREAK
	

	Date:  March 15th
CIS 1055 Lab 7
	Web Design, Advanced Web Design
	35 points

	Date:  March 22nd
CIS 1055 Lab 8
	Work on Website Project
	

	Date:  March 29th
CIS 1055 Lab 9
	Analysis and publishing of numerical data to the WWW,  Part I
	15 points

	Date:  April 5th
CIS 1055 Lab 10
	Analysis and graphical representation of numerical data, Part II
	15 points

	Date: April 12th
CIS 1055 Lab 11
	 Database Creation and Reporting
	

	Date: April 19th

	Lab Examination Review

Any Grade discrepancies must be resolved prior to the laboratory examination
	  

	Date : April 26th
	Laboratory Examination

No homework accepted once exam begins
	35 Points
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