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INSTRUCTOR INFORMATION

	Name:

	Dr. Joseph Manthey

	Title:   
	Assistant Professor of Mathematics and Computer Science

	Office:                 
	McDonough Hall, Room 307

	Phone:                
	(860) 231-5603

	Fax:                    
	(860) 231-8396

	Email:                 
	jmanthey@sjc.edu

	Office Hours: 
	MWF 9-9:50 am, TR 9:30-11:00 am


COURSE INFORMATION

	Title:           
	Introduction to Computers

	Credit:         
	Three Hours

	Section
	01

	Bldg./Room:
	McDonough Hall, Room NC1

	Day/Time:
	TR 8:00-9:15 am


TEXTBOOK

Essentials of  Office XP by Fox, Metzelaar, Bird, Mulbery and Wood published by Prentice Hall and Computer Confluence by George Beekman also published by Prentice Hall.
SUPPLEMENTARY TOOLS

I have a set of course notes posted at www.geocities.com/vuumanj/ and I am planning to post the course notes on Blackboard.
COURSE DESCRIPTION

This course is designed to expose students to the fundamentals of working with a personal computer.  The following outline provides a brief description of topics.

1) Computer terminology

2) Hardware
3) Software

4) Windows Operating System
5) Word processing

6) Spreadsheets

7) Databases

8) Presentation Software

9) Internet
10) Social Issues
CLASS ATTENDANCE

Regular attendance is essential and all students are expected to attend class. If you miss class, you miss a lot.  You miss the notes, demonstrations, homework, lectures, and other helpful hints for performing well in this course.  

IMPORTANT DATES

	First day of classes
	September 3

	Final day to add/drop
	September 17

	Final day to ‘W’
	October 8

	Investiture
	October 19

	Mid semester grades due
	October 23

	Faculty development day
	October 28

	Final day to ‘WP’ or ‘WF’
	November 26

	Thanksgiving break
	November 26 (12:30) -28

	Last day of classes
	December 9

	Final exams
	December 11-16


EFFECTIVE STUDY HABITS 

Success is not arbitrary. Successful people have very specific attitudes and behaviors. By modeling what successful people have done we can reproduce the success experience. 
Effort: Successful people understand that true achievement comes only after applying significant effort over extended periods of time. A sufficient number of small increases in mental or physical ability can produce amazing long-term changes. People who survive graduate school, medical school, sports training, military training, martial arts training or algebra learn a powerful lesson: persistence eventually leads to success. It would be a serious error in judgment to think that success will follow easily and naturally after effort. It is essential to put forth the effort even when the results are not immediately evident. This requires faith and character. A serious student should be willing to devote an average of six hours a week outside of class to preparing for a three-credit course. 
Technique: Proper technique ensures that you receive the most for your effort. The proper technique begins with a positive attitude. Whenever possible study with people who have a generally positive attitude about life and who share your educational goals. Write summary sheets and develop concept maps for each chapter. Study the examples presented in class and ask questions to resolve any ambiguities. Ask your questions as they occur since it is much easier to keep up than it is to catch up. Mathematics is cumulative and only way to progress to the next level is to achieve mastery of the previous level. Learn the necessary formulas and procedures before attempting the homework and use the homework as practice for the exams. 
Lifestyle factors: Success in school requires focus. Maintaining the required continuity of effort is easier if you are eating properly, exercising and sleeping enough.
GRADING POLICY

The semester grade will be determined using the following weights

	Exams and Projects (each worth the same)
	75%

	Final exam
	25%


according to the following scale

	100-93
	A

	90-92
	A-

	87-89
	B+

	83-86
	B

	80-82
	B-

	77-79 
	C+

	73-76
	C

	70-72
	C-

	67-69
	D+

	63-66
	D

	60-62
	D-

	<60
	F


Projects will include hands on activities involving the use of the operating system, Office applications and the internet.  Exams will be based on the projects and also cover reading material from your textbooks and my web page.

MAKE-UP POLICY

Makeup exams will not be given.  Late projects will be assessed a 5 point per day late penalty and projects more than 5 days late will not be accepted.  Instead, I will drop the lowest exam or project score at the end of the semester (no score will be dropped for the purpose of computing the midterm grade).  The final exam must be taken and the final exam score will not be dropped.  It is to your advantage to complete every project and take every exam.  In the very rare event that you miss more than one exam I expect written documentation proving that both absences were excused.  If such documentation is not presented, then an exam score of zero will be entered for the second and all subsequent missed exams.

DISCLAIMER

The instructor maintains the right to adjust the course content and grading policies as needed.  The syllabus provides a tentative framework.
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