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Course Description:

The world is emerging from the computing era into the information era.  With this emergence comes Information Technology—the way computers communicate with themselves and with each other.  As users of personal computers, students are well aware that improvements in computer hardware and software have been not only dramatic but also frequent.  Although these systems are technologically complex, they have become easier to use.  This ease of use has led to the explosion of technology in the workplace, in public areas, and in the home.  The body of knowledge that encompasses all of the aspects involving the development and use of technology is called Information Technology or IT.

ITEC 100 introduces students to the fundamental concepts in information technology and mathematical reasoning that provide the technical foundation for state-of-the-art computer applications.  A perspective on the range of information technology and mathematical concepts is presented through lectures and lab assignments.  Historical development and social implications in information technology form an integral part of the course.  Widely used computer applications, including word processing, spreadsheets, databases, presentation software, computer communications, and networking are used to supplement the IT concepts introduced in the course.  Additional lectures address computer systems organization, legal and ethical considerations, security, artificial intelligence, and the use of the Internet to develop research skills.
Students who have received credit for INSY 181, CPSC 106, or CPSC 106P may not receive credit for ITEC 100.

General Education – Mathematical Sciences Area; Three (3) semester hours credit
Course Textbooks:

1. Stair, Ralph M. and Baldauf, Ken. Succeeding with Technology (Second Edition). Thomson - Course Technology, 2007.

2. Shaffer, Ann, et al. New Perspectives on Microsoft Office 2003:  First Course (Premium Edition). Thomson - Course Technology, 2007.
3. SAM 2003 (Assessment and Training for Microsoft Office 2003), Version 3.1.  Thomson - Course Technology.

Course Supplies:

· A three-ring binder to organize your work is suggested.

· Transportable storage media if you so desire.

Course Goals:

Having successfully completed the course, the student will be able to:

1. Understand the foundational and historical significance of information technology, including influential leaders in the development of computers.

2. Understand how a computer system operates, including the integration of its hardware, software and peripheral devices.

3. Understand binary data representation, including comparison of analog and digital devices.

4. Understand the logical sequences of computer programs, using multiple platforms to demonstrate the process.  

5. Introduce elementary mathematical and digital concepts for computer programming.

6. Understand a network infrastructure, including communication protocols and internet/intranet architecture.

7. Recognize and use appropriate application software, specifically demonstrating skills in document production, spreadsheet creation, presentation development, and database management.

8. State a research topic, determine information requirements, and then locate and retrieve that information from available electronic resources.

9. Understand the ethical responsibilities and legal issues surrounding information technology, its social impact, and future implications.

ITEC 100 – Teaching Procedures:

· Two-hour weekly lecture of concept material
· Two-hour weekly lecture/demonstration of laboratory material
· Student Participation in in-class activities and assignments
· Additional out-of-class assignments to reinforce material covered in lecture and laboratory demonstrations
Grading Scale:

A = 90% to 100%

B = 80% to 89%

C = 70% to 79%

D = 60% to 69%

F = 59% and Below
Note:
I will NOT  ‘curve’ any grades, but throughout the semester will provide extra credit opportunities (short research papers, seminar attendance, etc.) for those wanting to raise their average.  You should at any time know your current class average. 
Assignments & Class Activities:

Assignments are designed to help students measure their understanding of the material covered in the lectures, in the textbooks, and in instructor-provided materials.  In addition, assignments help prepare students for tests and the final exam.  Assignments will be collected at the beginning of class on the assigned due dates.  Late assignments will not be graded; however, the lowest assignment grade will be dropped for each student.  Students are expected to turn in their own work for all assignments by the due date.  In particular, when practicing the use of applications like Word, Excel, etc. every student is expected to make their own key strokes, even if you are studying together.  It is not acceptable to work together & turn identical copies for a common result.  If students are struggling with the material, they are encouraged to take advantage of the instructor’s office hours and/or tutors available in labs.
In-class activities (exercises, quizzes, etc.) pertaining to the material presented in class and reading assignments will be given.  Expect an in-class activity during most class periods.  In-class activities cannot be made up; however, the two lowest in-class activity grades will be dropped for each student.
Tests & Final Exam:

Tests will cover material presented in the course through lectures, through reading assignments, through demonstrations, and/or through hands-on assignments.  Each test will evaluate material covered since the previous test.  The best preparation for tests is to regularly attend class, complete all assigned readings and assignments, take all notes given during lectures/demonstrations, participate in class activities/discussions, practice all software programs, and continually review, study, and prepare throughout the course.
Students are expected to take all tests and final exam in class on the date scheduled.  If you are going to miss a test, you must notify your instructor prior to the class period during which the test will be given.  Before any make-up test is taken, you must provide your instructor with official documentation explaining the reason(s) why you missed the test.  If you fail to notify your instructor in time or fail to provide official documentation, you will not be allowed to make up the test, and your score will be a zero (0).  Students will not be allowed to make up a test after the scores for that test have been returned to the class.

Attendance:

Students are expected to attend class regularly.  Absences of any nature do not relieve students from the responsibility for subject matter missed or for assignments made or discussed in class that were missed because of the absence.  Students are given full responsibility for the loss incurred as a result of any absence.  
Class Courtesy Policy:

Students are to be in their seats when class begins with all cell phones, pagers, and laptop computers turned off.  Arriving late or leaving the room to take phone calls is disruptive to the class and instructor.  The instructor will take steps to discourage these types of behavior if necessary.  In-class activities missed due to tardiness cannot be made up.
Checking e-mail, exploring the Internet, and/or completing assignments for other classes are not permitted during class time.  Such activities during class are distracting to other students and to the class instructor.  The instructor will take steps to discourage these types of behavior if necessary.  This statement applies to lab as well as to the use of wireless devices during lecture.
Honor Code:

The honor code is presumed in this course.  The Radford University Honor Code reads as follows:

By accepting admission to Radford University, each student makes a commitment to understand, support, and abide by the University Honor Code without compromise or exception.  Violations of academic integrity will not be tolerated.  This class will be conducted in strict observance of the Honor Code.  Refer to your Student Handbook for details.  

In accordance with the Radford University Honor Code, all work assigned in this course must be completed by each student individually unless notified otherwise by the instructor
Students with Disabilities:

Students seeking classroom accommodations under the Americans with Disabilities Act are required to register with the Disability Resource Office (DRO).  The DRO is located on the first floor of Tyler Hall.  The DRO phone number is 540-831-6350.  To receive academic accommodations for this class, students should obtain the proper DRO forms and meet with the instructor at the beginning of the semester.

Changes to the Course Syllabus:
Should it become necessary to modify this syllabus during the semester, all changes will be announced in class.  Students are responsible for all changes made to the syllabus even if they were absent when the announcement(s) was made.
Assessment Percentages:
	Evaluation
	Weight
	Grade Earned

	Assignments (Average)*
	30%
	

	Class Activities (Average)**
	25%
	

	Test 1
	15%
	

	Test 2
	15%
	

	Final Exam
	15%
	

	Total Weight:
	100%
	


  *Lowest assignment grade will be dropped.

**Two lowest class activity grades will be dropped.


Key:
CC = Succeeding with Technology Textbook

OF = Office 2003 Textbook

	
	TENTATIVE CLASS SCHEDULE

	WEEK
	SESSION
	TOPIC
	TEXT PAGES
	ASN. DUE

	Week 1

8/21,23
	Lecture
	Chapter 1:  Why Study Computers and Digital Technologies?
Syllabus
	CC:  2 – 46


	

	
	Lab
	Windows:  Exploring the Basics of MS Windows XP
Windows:  Managing Your Files 
	OF:  WIN 1 – 35

OF:  FM 1 - 20
	

	Week 2

8/28,30
	Lecture
	Chapter 2:  Hardware Designed to Meet the Need
	CC:  56 – 99 

 
	

	
	Lab
	Tutorial 1:  Creating a Document
Tutorial 2:  Editing and Formatting a Document
	OF:  WD 3 – 32

OF:  WD 41 – 78
	

	Week 3

9/4,6
	Lecture
	Chapter 3 – Software Solutions for Personal and Professional Gain
	CC:  110 – 164 
	

	
	Lab
	Tutorial 3 :  Creating a Multiple Page Report

Tutorial 4:  Desktop Publishing and Mail Merge
	OF:  WD 89 – 125

OF:  WD 135 – 172
	

	Week 4

9/11,13
	Lecture
	Chapter 4 – The Internet and World Wide Web
	CC:  174 – 222   
	

	
	Lab
	Tutorial 1:  Creating a PowerPoint Presentation
Tutorial 2:  Applying and Modifying Text and Graphic Objects
	OF:  PPT 3 – 32

OF:  PPT 41 - 78


	

	Week 5

9/18,20
	Lecture
	Chapter 5 – Telecommunications, Wireless Technologies, and Computer Networks
	CC:  230 – 272 

	

	
	Lab
	Test I – CC: Chapters 1, 2, 3, 4;

OF: Windows, File Management, Word, PowerPoint
	
	


	Week 6

9/25,27 
	Lecture
	Chapter 5 – Continued
	
	

	
	Lab
	Tutorial 1:  Using Excel to Manage Financial Data

Tutorial 2:  Working with Formulas and Functions
	OF:  EX 3 – 43

OF:  EX 51 – 84 
	

	Week 7

10/2,4 
	Lecture
	Chapter 6 – Digital Media for Work and Leisure
	CC:  282 – 332  


	

	
	Lab
	Tutorial 3:  Developing a Professional-Looking Worksheet

Tutorial 4:  Working with Charts and Graphs
	OF:  EX 95 – 134

OF:  EX 145 – 186
	

	Week 8

10/9,11 
	Lecture
	Chapter 9 – Information, Decision Support, Artificial Intelligence, and Special-Purpose Systems
	CC:  436 – 466 
	

	
	Lab
	Tutorial 1:  Integrating Word and Excel

Advanced Excel 1
	OF:  INT 1-3 – INT 1-20
	

	Week 9

10/16,18
	Lecture
	Chapter 10 – Systems Development
	CC:  476 – 513 
	

	
	Lab
	Advanced Excel 2
	 
	

	Week 10

10/23,25
	Lecture
	Chapter 7 – Database Systems
	CC:  340 - 379
	

	
	Lab
	Test II – CC:  Chapters 5, 6, 9, 10; OF:  Excel, Integration WD & Excel

	OF:  INT 1-3 – INT 1-20
	

	Week 11

10/30,11/1
	Lecture
	Chapter 7 -- Continued
	
	

	
	Lab
	Tutorial 1:  Introduction to MS Access XP
	OF:  AC 3 - 28
	


	Week 12

11/6,8
	Lecture
	Chapter 8 – E-Commerce
	CC:  388 – 428 


	

	
	Lab
	Tutorial 2:  Creating and Maintaining a Database

	OF:  AC 35 - 71


	


	Week 13

11/13,15
	Lecture
	Chapter 11 – Computer Crime and Information Security
	CC:  524 – 570


	

	
	Lab
	Tutorial 3:  Querying a Database
	OF:  AC 81 - 121
	

	Week 14
11/17-11/25
	
	FALL BREAK
	
	

	Week 15
11/27,29
	Lecture
	Chapter 12 – Digital Society, Ethics, and Globalization
	CC:  580 – 614
	

	
	Lab
	Tutorial 4 – Creating Forms and Reports
	OF:  AC 129 - 160
	

	Week 16

12/4,6 
	Lecture
	Review Quiz
	
	

	
	Lab
	Tutorial 2 – Integrating Word, Excel, Access

Tutorial 3 – Integrating Word, Excel, Access, and PowerPoint
	OF:  INT 2-3 – INT 2-21

OF:  INT 3-3 – INT 3-20
	

	Final Exam


	
	Final Exam – CC: Chapters 7, 8, 11, 12; OF:  Access, Integration WD-EX-AC-PPT
	
	


Final Exam Times:

Section 21 (Tu/Th 3:30 p.m.) – Thursday, December 13 at 8:00 a.m.
Section 24 (Tu/Th 5:30 p.m.) – Tuesday, December 11 at 5:30 p.m.
Section 29 (Tu/Th 8:00 a.m.) – Tuesday, December 11 at 8:00 a.m.
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