M, Pima Community College
-‘,l\v Course Syllabus

Campus/Center: Cholla High School, Tucson High School Room Number: TBA

Course Number: CIS 104 Course Title: Computer Fundamentals CRN:

Course Description: Introduction to computer information systems. Includes hardware, system software, networks, and
threats posed by malicious software and web sites. Also includes the social and economic effects of information, using the
Internet to do research, and productivity application software.

Course Prerequisites: None Course Co-requisites: None

Required Textbook(s):

Other Course Materials:

|MyPima.Qima.edu|— MyPima is a course tool used as means of communication and/or for accepting course work. Your instructor will
guide you in how it may be used in your course. Through MyPima you can also register and pay for classes, check your financial aid,
access your student email, view your schedule, and read college-wide announcements.

Instructor: Start Date:

Office Location: End Date:

Office Hours: Monday — Friday 8:00am-4:00pm Website: Pima.edu

Instructor Phone: Class Meeting Days: Monday - Friday

Instructor Email: Class Meeting Time: Monday 9:05-10:50am
Wednesday — 8:00am-8:49am Thursday/Friday —
8:00-9:00am
Final Exam or Final Activity Date: This will be
posted in Synergy student view.

Welcome! Automotive students

|www.pima.edul|
This syllabus is a guide for the course and is subject to change at the discretion of the instructor with notice to students.



http://www.pima.edu/
https://mypima.pima.edu/cp/home/displaylogin

Course Learning Outcomes:
Upon successful completion of the course, the student will be able to:

1.

Demonstrate proficiency with productivity application software — Word, Excel PowerPoint and Access.

2. Demonstrate knowledge of operating system basics especially using the Windows interface, and using Window Explorer/F
Explorer to to manage and organize files and folders.
3. Interpret information by selecting and analyzing information from the Internet appropriate to task.
4. Critically evaluate the information retrieved from the Internet for relevancy and accuracy.
5. Demonstrate knowledge of the various threats to privacy, safety, and security a user may encounter on the Internet.
6. Demonstrate knowledge of ethical and environmental issues related to using computers and information technology.
7. Demonstrate sufficient knowledge of computer hardware components to evaluate systems for personal use.
8. Discuss the impact of Information Technology and the Internet on society and the economy.
9. Demonstrate knowledge of the equipment needed and installation procedures required for setting up a home network.
Outline:
I.  Windows Interface
A. Use Windows desktop icons and menus to launch applications.
B. Use Taskbar to identify active applications and switch between them.
C. Use Windows Explorer/File Explorer to manage and organize files and folders.
Il. Business Application Tools - Word
A. Editing and formatting
B. Importing/Inserting
1. Pictures
2. Excel Charts
3. Tables
C. Creating and modifying
1. Styles
2. Table of content
[ll. Business Application Tools - Excel
A. Create, edit and format spreadsheets
B. Create and modify formulas using absolute, mixed and relative cell reference
C. Use Excel functions
D. Create and modify charts
IV. Business Application Tools - Access
A. File management
B. Create, design, normalize, join tables
C. Enter, update, delete, filter and sort data
D. Generate reports
V. Business Application Tools - PowerPoint
A. Create
1. Slideshows
2. Templates and master slides
3. Outlines
B. Modify
1. Slideshows
2. Templates
3. Outlines
C. Import/insert
2

|www.pima.edul|
This syllabus is a guide for the course and is subject to change at the discretion of the instructor with notice to students.



http://www.pima.edu/

1. Pictures
2. Graphs
3. Slides

VI. Other topics
A. Internet Fundamentals
1. Performing web-based research using search engines
2. Select and analyze information retrieved from searches
3. Critically evaluate of Internet information
4. Cite Internet sources
B. Privacy, security and safety
1. Threats and defenses against them
2. Internet fraud
C. Ethical and Environmental issues
1. Intellectual property rights
2. Responsible email and social media behavior
3. Using energy efficient equipment
4. Disposing of equipment in an environmentally safe manner
D. Hardware
1. High level view of the basics: CPU, RAM, input and output devices, etc.
2. Become an informed consumer: match computing devices with your needs.
E. Social and economic effects of Information Technology and the Internet
1. New jobs created
2. Old jobs destroyed
F. Home Networks
1. Equipment needed
2. Securing your network against threats

American Disabilities Act (ADA) Policy Statement

e PCC is committed to providing accommodations for qualified individuals with disabilities in a timely and effective manner.
To request a reasonable accommodation, students must be registered with the campus Access and Disability Resources
(ADR) office. Accommodations will be made based on eligibility determined by Access and Disability Resources. Services
can be requested at any time during the semester. Requesting services well in advance will help to ensure that resources
are available when needed. Please contact the ADR office at 206-6688 ol ADRHelp@pima.edul

General Campus Conduct

e Visitors are not allowed in class sessions or on field trips.

e Possessions of drugs, alcohol or firearms are not allowed on college property per College policy.

e Smoking, e-cigarettes and soliciting are not allowed in classrooms. Smoking is only permitted in designated smoking
areas.

e Anyitem that is used in a way that is disruptive to the classroom is not allowed. Such items may include cell phones,
pagers and any other electronic devices that distract students.

e Animals are not allowed in the classroom as per SPG-3603/BA. Visit{https:/www.pima.edu/about-

pima/policies/standard-practice-quides/SPG-3603-BA.html|

e Students creating disturbances that interfere with the conduct of the class or the learning of others, violates the Student
Code of Conduct. Students will be referred to an administrator.

o Disruptive behavior will not be tolerated and can be cause for being dropped from the class. Disruptive behavior disrupts
the learning process. Examples of disruptive behavior can be inappropriate talking, arriving late or leaving early, sleeping
in class, etc.

Course Grade Determination

Grading and Learning Criteria:
3
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Note: Above average grades, require an above average amount of time and effort!!!
Each learning station has (4) parts that you are responsible for completing in the following order:

1st-Learning and Practicing the information and tasks taught at the learning station until all videos are completed and you
mastered the content.

2nd-Complete Homework assignments with a minimum of 75% proficiency

3rd-Complete the Written Exam with a minimum of 75% proficiency

4th-Complete the Hands-On Test with a minimum of 100% proficiency

You may retake the 279, 319, or 4" requirement (listed above), one time only! Failure after a second attempt to obtain the
required proficiency constitutes failure of the learning station and you will be moved on to a different learning station.

You may only retest or redo an assignment to be turned in for a grade, (24) hours later or your next scheduled lab! Do not
retest or redo until you are absolutely sure you have mastered the content and tasks!

Note: The above grading and learning criteria supersedes any previous written procedures such as listed on existing
work orders.

Grade system:
A-Superior, (4) learning stations mastered. Including Homework and Written Passing

B-Above average, (3) learning stations mastered. Including Homework and Written Passing

C-Average, (2) learning stations mastered. Including Homework and Written Passing

D-Below average (1) learning stations mastered. Including Homework and Written Passing

F-Failure, No Stations Completed

I-incomplete-Requested by student, in writing to the Instructor of record 5-days before the last official day of the semester.
Requires a minimum of 60-hours lab time recorded on your timecard and 60% of the learning stations (all 4-parts) completed.
Course Policies and Procedures

There are no excused absences! If you miss time, it must be made up. Notify an instructor if you are going to be absent and
schedule your make up time. Failure to notify an instructor of your absence could result in your card being removed from the
rack and you will have to speak with an instructor before returning. Students, who fail to show up for two weeks (minimum
of 6 hours) or more prior to the 45" day, and have not contacted the instructor listed on this syllabus, may_be withdrawn from
the class. Those who miss two weeks or more after the 45" day will receive an “F” (unless you grade is higher) for the
course. If you are dropping the class it is your responsibility to go to registration and submit a drop form. You must attend
each course every week for approximately (4) hours each (minimum of 3 hours each). If you are going to be more than a
half hour late, or absent, you must call us and ask us to either hold your station available a little longer, or to document on your
card that you will be absent. If you are absent, you must make up the time the same week or following week. AUT 122- is
the only course that is an exception, since its schedule is different. Students arriving more than one hour after the class
begins will not be allowed to attend class for that period!

Before being assigned to a learning station, the student must complete the Automotive Technology program
Orientation/Briefing, which includes personal and environmental safety. Some courses require student assignment to
specific learning stations-check with the lab personnel.

You are required to read the assigned chapter(s) and complete the homework for every learning station prior to completing the
required tests, as outlined in the learning station descriptions listed below. You will answer all of the questions at the end of the
chapter(s), in writing (A,B,C,D, answers are OK for the multiple choice questions) to be turned in for grading and
documentation on your time card and work order, after completing the learning portion of the learning station.

Course Schedule

Monday 18t period 9:05-10:50
Tuesday no class
Wednesday 8:00-8:49

Thursday 8:00-9:00

Friday 8:00-9:00

|www.pima.edul|
This syllabus is a guide for the course and is subject to change at the discretion of the instructor with notice to students.



http://www.pima.edu/

|www.pima.edul|
This syllabus is a guide for the course and is subject to change at the discretion of the instructor with notice to students.



http://www.pima.edu/

