	Bergen Community College

	Division of Business, Math & Social Science

	

	Generic Course Outline

	Information Technology

	Fall 2004


	Instructor:  Prof. Samuel said
	Telephone with Voice Mail: 201-612-5549

	Web-Site:  
	Office: S245

	E-mail:ssaid@bergen.edu
	Office Hours:  Mon 11-12, Wed 10:00 – 12:00
                         TH 14:00 – 15:00


Course Title:

INF-101 Introduction to Information Technology

Course Syllabus at http://www.bergen.edu//inf/syllabi 

Textbooks and Supplies:

· Bundled Set Needed  ISBN:  007-355-7374

· Peter Norton, Introduction to Computers Fifth Edition, McGraw Hill with Electronic Workbook CD

· Timothy O’Leary and Linda O’Leary, Microsoft Office 2003 Volume I, McGraw Hill with Student Data disk CD-ROM

· Timothy O’Leary and Linda O’Leary, Microsoft Windows XP Brief, McGraw Hill

· Interactive Companion Version 3.0 CD-ROM set
· 3 ½” High Density Diskettes, zip disk or flash disk.

Additional Class Information:

Introduction to Information Technology Calendar Fall 2004
	Week
	Type
	Assignments*

	1
	Read 1
	Course Introduction

Unit 1:  Amazing Computer

Section 1A  Introduction to Computer Systems
Section 1B  Introduction to the Internet

	1
	Lab 1
	Windows Lab 1 (Windows XP Lab Book)
Windows XP Overview, pages WNO.1 – WNO.4
Windows XP Basic Skills, pages WN 1.1 – WN 1.77

Assignment (Lab 1)
Pages WN 1.78 – WN 1.79 – Screen Identification #1 & #2

Pages WN 1.80 – WN 1.82 – Matching, Multiple Choice, True/False

Page WN 1.84 – Hands-On-Exercises – Step-by-Step # 1-a, 1-b, and 1-c

Submit:

Lab 1:  Answers to pages WN 1.78 – WN 1.82 (only)

	2
	Read 2
	Unit 2:  Interacting With Your Computer
Section 2A  Standard Input Devices
Section 2B  Alternative Input Devices

	2
	Lab 2
	Windows Lab 2 (Windows XP Lab Book)
Organizing Your Work, pages WN 2.1 – WN 2.49     

Formatting a Disk, Appendix A, pages WN A.1 – WN A.3

Downloading Files and Extracting Zip Files, Appendix B, pages WN B.1 – WN B.3

Assignment (Lab 2)
Page WN 2.50 – Screen Identification

Pages WN 2.51-WN 2.53 – Matching, Multiple choice, True/False

Pages WN 2.55, WN 2.57, and WN 2.59 –  Hand-On Exercises – Step-by-Step # 1, 3, and 5

Submit:

Lab 2: Answers to pages WN 2.50 – WN 2.53 (only)

	3
	Read 3
	Unit 3:  Output Devices

Section 3A  Monitors and Sound Systems

Section 3B  Devices That Output Hard Copy

	3
	Lab 3
	Windows Lab 3– WordPad / Graphics (Windows XP Lab Book)
Using Applications, pages WN 3.1 – WN 3.41

Assignment
Lab 3-1:

Pages WN 3.42 – WN 3.43 – Screen identification # 1 and # 2

Pages WN 3.44 – WN 3.46 – Matching, Multiple Choice, True/False

Lab 3-2

Page WN 3.49 Hands-On Exercises, Step-by Step # 3

Submit:

Lab 3-1:  Answers to WN 3.42 – WN 3.46

Lab 3-2:  Page WN 3.49

	4
	Read 4
	Unit 4:  Processing Data

Section 4A  Transforming Data Into Information

Section 4B  CPUs Used in Personal Computers 

Unit 9:  Application Software: Word Processors and Spreadsheets
Section 9B  Spreadsheet Software

	4
	Lab 4
	Data representation (Lab 4-1 AND Lab 4-2)
Norton textbook, Assignment - page 131, Section Labs # 1

File Size (Lab 4-3)
Norton textbook, Assignment - page 148, Unit Projects # 2

Introduction to Microsoft Office 2003, Office 2003 Lab book, Read pages I.1 – I.28

Submit:

Lab 4-1:  Your ASCII sentence

Lab 4-2:  Translation

	5
	Read 5
	Exam #1 – Units 1 – 4 and Section 9B of Unit 9

	5
	Lab 5
	Excel Lab 1 (Office 2003 Lab Book)
Read Overview of Microsoft Office Excel 2003, pages EXO.1 – EXO.6

Do Creating and Editing a Worksheet, pages EX 1.1- EX 1.83 (Lab 5-1)

Do Charting Worksheet Data, pages EX 2.1 – EX 2.6, EX 2.13 – EX2.27 (Lab 5-2)

Submit:

Lab 5-1:  Downtown Internet Café Spreadsheet as last seen on page EX 1.75, Figure 1.70

Lab 5-2:  Downtown Internet Café with the updated formatting and two Column charts as shown on page EX 2.24 Figure 2.19 and page EX 2.27 Figure 2.22

	6
	Read 6
	Unit 5:  Storing Information in a Computer

Section 5A  Types of Storage Devices

Section 5B  Measuring and Improving Drive Performance

	6
	Lab 6
	Lab Test 1
All Lab work from Lab 1 through Lab 5, focus on Windows & Excel

	7
	Read 7
	Unit 6:  The Operating System and User Interface

Section 6A  Operating System Basics

Section 6B  PC Operating Systems
Unit 10:  Application Software: Presentation Programs and Databases
Section 10B  Database Management Systems

	7
	Lab 7
	Access Lab (Office 2003 Lab Book)
Read Overview of Microsoft Office Access 2003, pages ACO.1 – ACO.6

Do Creating a Database, pages AC 1.1 – AC 1.67

Do Analyzing Data and Creating Reports, pages AC 3.1 – AC 3.26 (Stop at “Querying Two Tables”)

Submit:

Lab 7-1 Lifestyle Fitness Club Database produced by following pages AC 1.1 – AC 1.67

Lab 7-2 Lifestyle Fitness Club Queries produced by following pages AC 3.1 – AC 3.26

	8
	Read 8
	Unit 7:  Networks and Data Communications

Section 7A  Networking Basics

Section 7B  Networking the Home, the Office, and the Globe

	8
	Lab 8
	PDA Lab
Handout

	9
	Read 9
	Unit 8:  The Internet and Online Resources

Section 8A  Internet Basics

Section 8B  Getting Online, Working Online

Unit 14:  Living With Computers

Section 14A  Computers and the Individual

	9
	Lab 9
	Introduction to the Internet and the World Wide Web
Handout

	10
	Read 10
	Exam #2:

Units 5 – 8, Section 10B of Unit 10 and Section 14A of Unit 14 

Unit 9:  Application Software: Word Processors and Spreadsheets
Section 9A  Word Processing and Desktop Publishing Software

	10
	Lab 10
	Word Lab 1 (Office 2003 Lab Book)
Read Overview of Microsoft Word, pages WDO.1 – WDO.7

Do Creating and Editing a Document, pages WD 1.1 – WD 1.77

Submit:

Lab 10-1 Announcement produced by following pages WD 1.1 – WD 1.77

Lab 10-2 Page WD 1.83-WD 1.84: Hands-On Exercises: Step-by-Step # 2: Writing a Newspaper Article 

	11
	Read 11
	Unit 11:
Graphics and Multimedia
Section 11A  Graphics and Graphics Software
Section 11B  Understanding Multimedia

	11
	Lab 11
	Word Lab 2 (Office 2003 Lab Book)
Do Revising and Refining a Document, pages WD 2.1 – WD 2.72

Submit:

Lab 11-1 Letter produced by following pages WD 2.1 – WD 2.72

Lab 11-2 page WD 2.86: Hands-On Exercises: On Your Own #3

	12
	Read 12
	Unit 10:  Application Software: Presentation Programs and Databases
Section 10A  Presentation Programs
Unit 14:  Living With Computers
Section 14B  Computing Issues That Affect Us All 

	12
	Lab 12
	Lab Test 2

All Lab work from Lab 7 through Lab 11, focus on Internet & Word
PowerPoint Lab (Office 2003 Lab Book)
Read Overview of PowerPoint 2003, Page PPO.1 – PPO.6

Do Creating a Presentation, pages PP 1.1 – PP 1.72

Submit:

Lab 12-1 Presentation produced by following pages PP 1.1 – PP 1.72

Lab 12-2 pages PP 1.79 – PP 1.81; Hands-on Exercises; Step-by-Step # 3, Massage Therapy

	13
	Read 13
	Unit 12:  Development of Information Systems

Section 12A  The Basics of Information Systems

Section 12B  Building Information Systems

	13
	Lab 13
	Information Systems Lab
Submit:

Norton textbook, page 459, Section Labs # 2 

	14
	Read 14
	Unit 13:  Software Programming and Development

Section 13A  Creating Computer Programs

Section 13B  Programming Languages and the Programming Process

	14
	Lab 14
	Programming Lab – Create and run a simple program in Visual Basic.net (handout)

	15
	Read 15
	Exam #3 – Units 11 – 13 and Section 9A  of Unit 9, Section 10A of Unit 10 and Section 14B of Unit 14
Optional Cumulative Final

	15
	Lab 15
	Lab Test 3
PowerPoint Presentation

	*Readings and Labs may be modified based upon time constraints
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