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UNIVERSITY OF THE INCARNATE WORD

COMP 1301:  Computer Literacy
Syllabus – Fall 2006

Course Description:  See COURSE CATALOG

Instructor:
Mr. Ronald Cook

Office Hours:  

   
Email professor for an appointment

Phone:  (210) 275-6989

Email:  rocook@uiwtx.edu
Please put COMP 1301 as subject

Classes:
COMP LIT 1301

Section 
Days 
Time 
Room

09 
MW
7:30 a.m. – 8:45 a.m.
JB 232 

Blackboard / Quia:
Blackboard and Quia will be used in this course.  Each student is required to enroll in his/her appropriate section.

Required Text:

Microsoft Office 2003, Volume I, The Exploring Series, Robert T. Grauer and Maryann Barber, Prentice Hall,  Pearson Education, Inc., Upper Saddle River, N.J., 2006
Required Materials:  Students will need to have five (5) scantrons, a Flash Drive, and a notebook.

Grading Policy:
The final grade will be based on assignments, quizzes, a mid-term exam, and a final exam.  Calculation of the final grade is based on the following:

	Item
	Percent of Total Grade

(%)

	Daily Journal/Aphorism
	20

	Quizzes
	20

	Assignments/Labs
	20

	Midterm Exam
	20

	Final Exam
	20

	                  Total
	100


Final Grades Assigned as Follows:

Numeric 
Letter 
     GPA

Average
Grade
     Points

93+            
     A
       4.00

90-92            

A-              3.70

87-89

B+
       3.30

83-86

B
       3.00

80-82

B-
       2.70

77-79
     C+
       2.30

70-76
     C
       2.00

67-69
     D+
       1.30

63-66
     D
       1.00
60-62
     D-
         .70

<60
     F
       0.00

Daily Journal: Throughout the semester, you will be expected to keep a daily journal of your thoughts and experiences at UIW. This daily journal starts on August 23, 2006. The content of the journal will be done in MS Word, but will also have Excel and PowerPoint pasted into parts of it. The daily journal will be stored on your Flash Drive and a backup is advised.

If you want to password protect the document, or hide certain portions of the text, that is permissible, however, demonstration of the completed assignment must be available and satisfactorily presented to the professor. In addition to content, improvement of writing style and skill will be assessed.

“Journal writing is a voyage to the interior.”

    - Christina Baldwin
Aphorisms: At least two aphorisms must be used within your Journal each week.  These aphorisms will count toward your grade. An aphorism is, “a concise and often witty statement of wisdom or opinion, such as “You can lead a horse to water, but you can’t make him drink,” or “Oh what a tangled web we weave, when first we practice to deceive.”  Each aphorism needs the Author’s First Name, Last Name, Topic, Source, and Quotation.
Scores for Aphorisms will be reduced exponentially for each time they are not available. Example: 1st time = -1 point, 2nd time = -2 points, 3rd time = -4 points.

Examples:
“I have written the little work that follows . . . in the role of one who strives to raise his mind to the contemplation of God and one who seeks to understand what he believes.”

    Saint Anselm of Canterbury (c. 1033-1109)

            *Preface to the Proslogion
“Growth is the only evidence of life.”

John Henry Cardinal Newman

- (1801–1890) Roman Catholic cardinal, theologian, writer       *Apologia pro Vita Sua

Quizzes:  The lowest quiz grade will be dropped.  The PowerPoint presentation may not be the dropped quiz grade.  THERE ARE NO MAKE-UP QUIZZES.

Mid-term and Final Exam:  A makeup mid-term or final exam will only be allowed for excused absences.  Prior notification must be made with the professor.  

Lab/Quia Assignments:  Students are expected to complete all lab assignments.  Assignments are due at the beginning of class unless otherwise stated by the professor.  Late assignments will not be accepted.  If you miss a class when an assignment is due, you must have the assignment turned in prior to the assigned class period.

The Internet Library assignment is a course requirement and must be successfully completed to pass the course and receive credit.

If you have questions regarding the material, please make an appointment, email, or speak to the professor immediately.  It is important to keep current and work at a steady pace

Preparation for Class:  There is a class outline and assignment sheet attached.  Check these schedules and Blackboard daily.  It is very important to read the materials assigned before coming to class.  Changes in the schedule or assignments will be announced in class and posted on the class Blackboard site.
Attendance Policy:  Students are expected to attend class.  Missing more than four (4) classes will result is a letter grade drop in the student’s overall average at the end of the semester.

Attendance will be taken at the beginning of each class.  Therefore, it is important to be on time.  Excessive tardiness will require a conference with the professor, and more than six (6) tardies will result in a letter grade drop in the student’s overall average at the end of the semester.

Classroom:  No food or drinks are allowed in the lab.  Students are expected to follow university guidelines for Internet use within the lab.

Academic Honesty:  The highest standards of academic honesty are expected in the course.  Forms of academic dishonesty include, but are not limited to cheating, unauthorized reuse or fraudulent work, theft, plagiarism, falsification of academic record, and collusion.  See the student handbook for definitions and procedures for investigation of claims of academic dishonesty
“Honesty is the first chapter in the book of wisdom.”
 - Thomas Jefferson
Disability Assistance:  The University of the Incarnate Word is committed to providing a supportive, challenging, diverse and integrated environment for all students.  In accordance with Section 504 of the Rehabilitation Act – Subpart E and Title III of the Americans with Disabilities Act, the University ensures accessibility to its programs, services, and activities for qualified students with documented disabilities.

For more information, contact Dr. Rhonda Rapp or Ada Sota – Student Disability Services Office – Administration Building – Room 117 – Phone (210) 805-5813 – Fax (210) 805-5895.







