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E. Rationale:

The proposed CS0131 course will provide an additional choice for non-computer science majors to fulfill their General Education Requirements while providing the intermediate/advanced application of Microsoft Office 2010 - including MS Word, MS Excel, MS Power Point and MS Access.  Pre-requisite courses would be CS0110 and CS0131.
CS0131 will facilitate an improved means of accomplishing assignments for other courses while providing real world lab assignments that illustrate the various uses of Microsoft Office and other general software.  Thus this course will appeal to a very broad base of students pursuing diverse interests.

II. Course Description

A. Course Content, Purpose and Methods:

CS0131 will focus on the intermediate/advanced application of Microsoft Office, Notepad and other common programs (like WinSCP, CD Everywhere, sound and media conversions, Zip utilities, etc.) to accomplish both individual and possible group lab projects.

Students will have the ability to customize the projects (in conjunction with professor approval) to meet their specific interests.  The course will focus on the planning, development, implementation and refinement of several key applications of common software.  The following summarize elements of the course content: 

1) Applied MS Word - The development of a professional flyer with an accompanying letter and Part A of the midterm, a truly professional resume and a cover letter - this can be substituted with an or in-depth project including a letter (i.e. business plan or comparable project) .

2) The ‘hands on’ development and use of Excel spreadsheets that utilize intermediate and advanced formulas/functionality.  Specifically, data projections, analysis, reporting and management.  Macros, Filtering, Sorting, Charting, Summarizing will be required along with exceptional formatting.
3) The development and implementation of an Access relational database utilizing Imports of various file types, detailed construction of Tables in Design View, Forms, Reports and several Queries including calculations and multiple Relationship types.
4) The cross utilization of Excel and Access to manage and analyze data effectively.
5) The effective use of Power Point to integrate multiple files and file types including sound/video/media, Word documents, Spreadsheets and Charts.
6) The use of Power Point to work with and manage images, create logos and modify graphics.

7) Creation of a web page using notepad that consolidates the above components of the class.

Students will begin the semester with a two class review to ensure that all students have a unified base from which to build.  Utilizing class for follow along instruction with coinciding/overlapping homework and individual lab assignments will follow to provide the intermediate/advanced knowledge of the software.  This will cover 4-6 class periods based on the software.
Pursuant to the completion of the review process and presentation of new material the class will have the opportunity to be assigned to groups of 3-4 students.  Though each students work will be evaluated individually, the teams will meet weekly (outside the class - approximately 2 hours) to ultimately develop their integrated projects.  Faculty will complement each group to ensure an effective and timely progression. 
B. Pre-requisites:

Completion of High School version of CS0131 and/or CS0110.
C. Recitation Sections: 
N/A
D. Anticipated Enrollment:  25-35 students
E. Course Offerings:

Spring/Fall semesters, ideally Tuesday & Thursday 1 hour 15 minute classes.

III. Course Syllabus

A. Course Objectives:

To provide an advanced/professional understanding of the application of Microsoft Office and other common software programs to accomplish diverse real world projects.

B. Organization of Course Content:

The course coordinator will ensure a logical progression of assignments to develop and refine the students comprehension of how to most effectively utilize the software the will accomplish each project/lab assignment culminating in a group final project.  The following summarizes the course schedule:
Week(s)
Topics to be covered

1 Review of Microsoft Office foundation
2 Introduction of Intermediate MS Office concepts

3

Intermediate/Advanced MS Word
4-7

Excel Topics

8

Power Point Topics

9-11
Access Topics

10

Notepad, HTML, FTP

12-15
Group Projects

C. Course Requirements:

All projects and assignments will be posted on the CS0131 website as the course progresses to ensure that students attend class.  All final projects will be reviewed at the onset of the course (and posted on the website) to provide students the ability to ‘work toward’ those that appeal to them. 

1. Required Text and Reading:  To be determined
* A customized set of lab/class notes will be posted on the course website specific to each CS0131 class to ensure repetition and clarity.

2. Weekly Assignments:

The use of ‘traditional homework assignments’ will be minimal though

utilized by the instructor as desired to maintain class involvement and ensure comprehensive understanding.


3. Papers and Projects:
The course will entail the development of one ‘paper’ and a minimum of 4 lab projects (all with progress evaluations).

Midterm Project: A project that incorporates the above paper (MS Word document), an Excel workbook and Adobe Photoshop graphics will be required of each student.  The midterm will occur prior to the ninth week of the semester to allow students the option for monitored withdrawal.

Final (Group) Project: This will consist of the integration of refined Midterm projects combined with MS Access and Power Point - presented to the class.


4. Exams:

There will be two exams and two quizzes throughout the semester based on information covered/presented.

5. Approximate time spent outside the class:  6-8 hours per week.

D. Grading Policy
	Projects/Labs (1)
	20%
	4 lab assignments and 4 progress evaluations

	Class Performance Rating (2)
	20%
	A rating of skill demonstrated on each project

	Homework
	10%
	Combination of Excel and Word project

	Midterm – Individual Project
	15%
	Combination of Excel and Word project

	Final - Group Project (3)
	10%
	Combination of Power Point, Excel, Word and Access

	Attendance
	15%
	Graded as percent to the total number of classes


(1) Project/Lab grading will be evaluated as follows (Labs/homework penalized 10% per day late): 
75% timely completion
 and adherence to project requirements

15% Professional Appearance

10% Organization of Material

(2) Class Performance Rating (CPR) – A rating 1 (poor) to 5 (excellent) that objectively measures the skill demonstrated with respect to the project and the balance of the class.   This reflects the combination of the time spent on the assignment, the creative/comprehensive use of information covered and the complete finished product.  This also removes the need for any ‘curve’.  It applies to all lab work, midterm and final projects.
(3) Final – Group Project will include a presentation to the class.  Groups will be broken in to teams based on class size and related project topics.  Each group will be required to select from each of the students respective individual information to select the groups project.

E. Students with Disabilities

If you have a disability for which you are or may be requesting an accommodation, you are encouraged to contact both your instructor and Disabilities Resources and Services, 216 William Pitt Union, (412)-648-7890, or (412)-383-7355 (TYY), as early as possible in the term. DRS will verify your disability and determine reasonable accommodations for this course.

F. Course requirements Academic Integrity:

Students are expected to comply with the University of Pittsburgh’s Policy on Academic Integrity. Honest academic conduct and a high level of responsibility in fulfilling course requirements are expected of students in all aspects of the course. Cheating/plagiarism will not be tolerated. Students suspected of violating the University of Pittsburgh Policy on Academic Integrity, noted below from February 1974, Senate Committee on Tenure and Academic Freedom reported to Senate Council, will be required to participate in the outlined procedural process as initiated by the instructor. It is the responsibility of the faculty to make it clear to students those standards by which students will be evaluated, and the resources permissible for use by students during the course of their study and evaluation.
G. Office Hours:  Office hours will vary each semester based on class times and available labs (outside of class times).  All office hours will be on the course syllabus, course website and instructors office door.  The instructor provides contact availability via personal email (that automatically alerts cell phone when email contains @pitt.edu address) and cell phone number.

Sample assignments and other information can be seen by following this link:

http://www.aranae.com/cs231/
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