La Salle University








 Spring, 2001

CSC 151 




        Introduction to Computing Using Packages

Instructor:  Dr. Jane Turk
Email:  turk@lasalle.edu, janeturk@voicenet.com


Classes:   Tu  6:15-8:55 pm  in O-129

Office:  Olney 230



Office Phone:  951-1094  (has voice mail)

Office Hours:  Tu  5-6 pm and by appointment

Texts:   O’Leary series, Brief Edition, published by McGraw Hill
Course Objectives:
     1.
understand the power and use of information in our technological society

     2.
understand some of the legal, social and ethical issues involved in processing and using information

3. understand how a computer works

4. understand and abide by the University computing and Web policies

     5.
develop competency in using file management, word processing, spreadsheet, presentation, e-mail, and Internet packages

     6.
develop problem solving techniques involving software applications

Course Assignments:   In addition to lab exercises, several homework assignments will also be given, each worth a stated point value.  A student's ability to answer test questions depends on thorough understanding of each lab and homework assignment.  Each test will contain questions that are directly related to lab exercises and homework assignments.  A lab exercise or homework assignment is due at the beginning of the following class.

Grading policy:  There will be 3 tests and a cumulative final exam.  Each test as well as the final exam will have both a closed and an open book part.  Questions testing concepts and basic facts will be closed book.  Questions on use of packages will be open book and will involve computer use.  You will be notified about a test at least a week ahead of time, and you will be given an outline of the contents of the closed and open book parts of the test.   Labs and assignments together count for 40% of the course grade; the 3 tests and the final, for 60%.  The exam may replace the lowest test grade in addition to counting in itself, if this is to the student's advantage.  The grading system for this course is:



93+ = A;   83-92 = B;   73-82 = C;   60-72 = D;   below 60 = F


Plus and minus grades may also be given.  In determination of these plus or minus grades the instructor will take into consideration creativity, thoughtful class participation, thoroughness of assignments, and attendance.

Guidelines for the semester:
     1.
No re-tests will be given.

     2.
Permission to re-schedule a test or delay the due date of a homework or lab assignment will be given only in case of an emergency and only if the instructor has been consulted in advance of the time of the test or the due date of the assignment or lab.

     3.
The value of a lab or homework assignment not submitted on time will be decremented by 20% for each week day the assignment is late.  

     4.
Students are expected to attend each class.  If a student cannot attend a class, the instructor expects an explanation for the absence, by phone or e-mail as soon as possible.  If a student’s final average is near the end point of a grade range, the instructor reserves the right to use the regularity of attendance, as well as class participation, as a factor in determination of the grade.

COURSE CONTENT FOR CSC 151

fundamental computer concepts of:  software, hardware, human-computer interaction, graphical user interfaces, networks

operating system:  role of an operating system; Windows as an operating system

file management:  why files and folders; use of Windows Explorer to:  create a folder; copy, move, rename, search for, and delete files; software piracy; virus checking

e-mail:  send and receive mail; use attachments; maintain folders and address book; e-mail privacy

Internet and Web:  basic terms and history; browse, search, and download; assess accuracy and reliability of sources; online privacy; intellectual property rights

basic concepts of a document and commands executed on a document as a whole:  open, close, save, save as

word processing: use Microsoft Word for basic word processing tasks

spreadsheets:  relative and absolute addressing; use Microsoft Excel for basic spreadsheet tasks, including use of built-in functions and construction of charts/graphs

databases and tables:  understand key database terms and operations; execute a query in an Excel database, in a Web search, in a library search

object linking and embedding:  share data between application packages

presentation skills:  create a Powerpoint presentation

Web pages:  understand basics of Web page creation and editing


