BOROUGH OF MANHATTAN COMMUNITY COLLEGE
City University of New York

Department of Computer Information Systems

Title of Course: Introduction to Computer Applications Class hours: 2
CIS 100 Lab hours: 2
Spring 2008

Credits: 3

Course Description:

This course helps students develop a basic understanding of computer hardware and software-using PC based business applications.
These applications include word-processing, spreadsheet, database management, and presentation software. Students will also be
introduced to historical milestones in the development of computers, as well as to their social, ethical and economic impacts.

Prerequisites/Co-requisites: MAT 010/ 011, ESL 062, RDG 062, ENG 088.

Student Learning Outcomes:
After completing this course students will be able to:
e Demonstrate knowledge of software, hardware, and telecommunications concepts

Students will know how to:
e Navigate the Windows XP operating environment
e  Word process documents using MS-Word
e Create spreadsheet applications using MS-Excel
e Analyze and design databases using MS-Access
e  One of the databases will be used to perform a mail merge
o Create and design graphic presentations using MS-PowerPoint.

Projects and exercises will be assigned to strengthen the student’s understanding of these packages as well as to help them develop
an understanding of the PC’s use in business environments. The analysis and design of simple information systems using
appropriate data sets for each application is also introduced.

Required Text & Readings

Textbook: Microsoft Office 2007 Illustrated Introductory
Author: Beskeen, Cram, Duffy Friedrichsen, Reding
Publisher: Course Technology

ISBN: 1418860476

Other Resources: Diskettes or Flash drives (recommended).
Use of Technology (if applicable)

Evaluation & Requirements of Students

Word Exam 25%
Excel Exam 25%
Access Exam 25%
PowerPoint Exam 25%

100%




Outline of Topics:

Unit I: Introduction / Concepts & Windows

6 hours

Concepts: Understanding Essential Computer Concepts
Windows XP Unit A: Getting Started with Windows XP
Windows XP Unit B: Understanding File Management

Concepts Unit A:

Pgs..1-27

Windows XP Unit A: Pgs. 1-24
Windows XP Unit B: Pgs. 25 — 52

Internet Unit A: Getting Started with Internet Explorer 7 Internet Unit A: Pgs. 1-24
Office 2007 Unit A: Getting Started with Microsoft Office 2007 Office 2007 Unit A: Pgs. 1-16
Unit 11: Applications Software / Word Processing / Word 2007 15 hours
Word 2007 Unit A: Creating Documents with Word 2007 Word 2007 Unit A:  Pgs.1-24
Word 2007 Unit B: Editing Documents Word 2007 Unit B:  Pgs. 25 - 48
Word 2007 Unit C: Formatting Text and Paragraph Word 2007 Unit C:  Pgs. 49 - 76
Word 2007 Unit D: Formatting Documents Word 2007 Unit D:  Pgs. 77 - 104
Unit 111: Applications Software / Spreadsheets / Excel 2007 15
hours

Excel 2007 Unit A: Getting Started with Excel 2007 Excel 2007 Unit A:  Pgs.1-24
Excel 2007 Unit B: Building and Editing Worksheets Excel 2007 Unit B:  Pgs. 25 - 50
Excel 2007 Unit C: Formatting a Worksheet Excel 2007 UnitC:  Pgs.51-78
Excel 2007 Unit D: Working with Charts Excel 2007 Unit D:  Pgs. 79-104

Integration Unit A: Integrating Word and Excel

Integration Unit A: 1 - 16

Unit 1V: Applications Software / Database Management / Access 2007 12 hours
Access 2007 Unit A: Getting Started with Access 2007 Access 2007 Unit A:  Pgs. 1-27
Access 2007 Unit B: Building and Using Queries Access 2007 Unit B:  Pgs. 27 — 50
Access 2007 Unit C: Using Forms Access 2007 Unit C:  Pgs. 51 - 76
Access 2007 Unit D: Using Reports Access 2007 Unit D:  Pgs. 77 - 104
Integration Unit B: Integrating Word, Excel, and Access Integration Unit B: Pgs. 17 - 32
Unit V: Applications Software / PowerPoint 2007 12 hours

PowerPoint 2007 Unit A: Creating a Presentation

PowerPoint 2007 Unit B: Modifying a Presentation

PowerPoint 2007 Unit C: Inserting Objections into a Presentation
PowerPoint 2007: Unit D: Finishing a Presentation

PowerPoint 2007 Unit A: Pgs. 1 —24

PowerPoint 2007 Unit B: Pgs. 25 — 48
PowerPoint 2007 Unit C: Pgs. 49 — 72
PowerPoint 2007 Unit D: Pgs. 73 — 96

Integration Unit C: Integrating Word, Excel, Access, and PowerPoint Integration Unit C: 33 — 48

Final Exam

College Attendance Policy

At BMCC, the maximum number of absences is limited to one more hour than the number of hours a class meets in one week. For example, you
may be enrolled in a three-hour class. In that class, you would be allowed 4 hours of absence (not 4 days). In the case of excessive absences, the
instructor has the option to lower the grade or assign an F or WU grade.

Academic Adjustments for Students with Disabilities
Students with disabilities who require reasonable accommodations or academic adjustments for this course must contact the Office of Services for
Students with Disabilities. BMCC is committed to providing equal access to all programs and curricula to all students.

BMCC Policy on Plagiarism and Academic Integrity Statement

Plagiarism is the presentation of someone else’s ideas, words or artistic, scientific, or technical work as one’s own creation. Using the idea or work
of another is permissible only when the original author is identified. Paraphrasing and summarizing, as well as direct quotations, require citations to
the original source. Plagiarism may be intentional or unintentional. Lack of dishonest intent does not necessarily absolve a student of responsibility
for plagiarism.

Students who are unsure how and when to provide documentation are advised to consult with their instructors. The library has guides designed to
help students to appropriately identify a cited work. The full policy can be found on BMCC’s website, www.bmcc.cuny.edu. For further information
on integrity and behavior, please consult the college bulletin (also available online).




