
VIRGINIA HIGHLANDS COMMUNITY COLLEGE/ABINGDON HIGH SCHOOL 
ITE 115 – Introduction to Computer Applications and Concepts 6810V-01 SYLLABUS
Instructor: Janie Patrick



Office: Room 125

Office Hours:  2:08-3:30



Phone: 276-739-3214

E-mail:  jpatrick@wcs.k12.va.us
Course Description
ITE 115 covers computer concepts and internet skills and use of a software suite which includes word processing, spreadsheet, database, and presentation software to demonstrate skills.  It is a dual-enrolled class which offers 3 college credits and 1 high school credit.l
Prerequisite: Information Technology Fundamentals or Computer Information Systems

Instructional Materials

Text:   

Practical Computer Literacy by Parsons and Oja

with Interactive Book-on-CD by Parsons and Oja

Microsoft Office 2003 – Illustrated Projects by Carol Cram


Software:
Windows 98, ME, 2000, or XP



Office 2003 – Word 2003, Excel 2003, PowerPoint 2003, Access 2003 


Supplies:
Blank Data Diskettes or Flash Drive and a 3-ring notebook binder



Headsets (only needed if working on computers in lab without speakers)


Hardware:
PC’s, printers

Methods of Instruction
Interactive computer-based tutorials and hands-on, practical exercises

Lecture/demonstrations

Units covered include:

I. Introduction to Computers and Windows Environment (Note: you need to know this material to succeed in later units, but there will not be a test specifically on this unit)

II. Word Processing Software 
III. Spreadsheet Software
IV. Presentation Software

V. Database Management Software

Special Note


This is a hands-on course. As such, it is necessary for the student to practice using the computer. Almost all in-class time will be spent on the computer. If you have trouble keeping up with the pace of the class, be sure to see me for suggestions and possible out-of-class assistance. Ultimately, it is the student’s responsibility to seek help early and to put forth effort to master these skills.

Attendance Policy

Due to the hands-on nature of this class, attendance is extremely important. If you miss a class, you are responsible for finding out what you missed and for completing class assignments. 
Assignments

You will be completing various projects on Excel, Word, PowerPoint and Access throughout the semester. 
Academic Misconduct

Any type of academic misconduct (such as plagiarism, offering or soliciting information on a test, inappropriate copying of disks/files, etc.) is prohibited.  Unfortunately, I have had to deal with a few cases of cheating in the past. Make sure you do your own work. It is the honest thing to do; the best way to prepare for the test; and it will assure that you avoid the consequences of getting caught cheating!

Comments and Suggestions
Please feel free to offer any comments or suggestions about the structure and content of this course. Your opinions are always welcome. 

Tentative Weekly Schedule for ITE 115
Fall 2006
	Week
	Assignments

	1. Aug 21-25
	Course Introduction; Introduce Bb; Post to Discussion Board; Read Before You Begin p. x-xvi; 

Complete Chapters 1 and 3 in Practical Computer Literacy text.

	2. Aug 28 –
Sept 1
	Chapter 4: Getting Started with Windows; 
Chapter 5: Working with Files

Chapter 6: Getting Started with Application Software

Read Introduction to Projects p. 294-299
Start projects

	3. Sept 4-8
(off Mon) 
	Excel – Chapter 10: Creating a Worksheet 
Excel – Chapter 11: Formatting a Worksheet

	4. Sept 11-15
	Excel – Chapter 12: Finalizing a Worksheet
Start Excel “Big” Projects

	5. Sept 18-22
	Complete Excel Projects
Review for Test

	6. Sept 25-29 
	Excel Test! (Scheduled for Wednesday, September 27th)

	7. Oct 2-6
(off Fri)
	Word – Chapter 7: Creating a Document
Word – Chapter 8: Formatting a Document

	8. Oct 9-13
	Word – Chapter 9: Finalizing a Document
Start Word “Big” Projects

	9. Oct 16-20
	Complete Word Projects
Review for Test

	10. Oct 23-27
	Word Test! (Scheduled for Wednesday, October 25th)

	11. Oct 30-
Nov 3
	PowerPoint – Chapter 13: Creating a Presentation 
PowerPoint – Chapter 14: Finalizing a Presentation

	12. Nov 6-10
	Complete PowerPoint “Big” Projects
Review for Test

	13. Nov 13-17

	PowerPoint Test! (Scheduled for Wednesday, November 15th)

	14. Nov 20-24
(off W-F)
	Access – Chapter 15: Creating a Database

	15. Nov 27 -
Dec 1
	Access – Chapter 16: Finalizing a Database
Start Access “Big” Projects

	16. Dec 4-8
	Complete Access Projects
Review for Test

	17. Exams
Dec 11-13
	Access Test! (Scheduled for Wednesday, December 13th 
at 10:30 am – 1:00 pm)


