COMPUTER TECHNOLOGY DEPARTMENT

GREENVILLE TECHNICAL COLLEGE

Greenville, South Carolina

COURSE SYLLABUS

Course Number:  CPT 101 (OFFICE 2003 Version)    
Course Title:  Introduction to Computers
Lecture hours per week:     3.0      Semester credit hours:   3.0
Prerequisite: 
 Placement into MAT 101, MAT 155, MAT 170, or higher OR successful completion of MAT 032                                                                                                                                                                                                                                                                                              
Catalog Course Description:  This course covers basic computer history, theory and applications, including word processing, spreadsheets, databases, and the operating system.

Purpose of the Course:

1)
To provide a basic knowledge of microcomputer hardware and its uses.

2)
To provide a basic knowledge of computer software application packages, their purposes, and example uses.

3)
To provide hands‑on experience in the use of representative microcomputer software packages by use of 
assigned lab exercises and problems. 

Required text(s) and other materials:

1.
Microsoft Office 2003 Premium Introductory Concepts and Techniques; Second Edition; with SAM 2003 3.0 Tutorial and Access Key; Shelly, Cashman, and Vermaat; Course Technology; ISBN: 1-423-94571-9
2.    A USB portable storage device such as a flash drive will be needed for coursework storage.
3.
All students must access CampusCruiser regarding final course grades/transcripts, information postings, financial records, etc.  Students in traditional classes must access CampusCruiser for postings regarding assignments, grades, and e-mail.  Students in online classes must access WebCT for specific course information regarding assignments and due dates, test dates, and e-mail correspondence; online courses require weekly participation.
Note:  It is recommended that you purchase the Microsoft Office 2003 Suite, Professional Edition, for successful completion if taking this course via the Internet.  When purchasing your software, be careful to make sure that it contains the four products used in this course, i.e., Word, Excel, Access, and PowerPoint.  

Students for Whom the Course Is Intended:  Students seeking a course in microcomputer literacy and an introduction to a variety of application software packages.  The course is also prerequisite preparation for higher level microcomputer courses.  This course meets the college-wide computer competency requirement for all associate degree majors.
Instructor:                                                                               

Telephone Ext: __________________________

Office Location:                                                                      

Office Hours: ___________________________

Approved by:          Kim Cannon                

Date:  January 8, 2007

Kim Cannon




Computer Technology/Programming Department Head



Kim.cannon@gvltec.edu, 864-250-8425, ET 305
Approved by:               Susan McDonald
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Dean of Technical Business
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STUDENT/INSTRUCTION POLICY AGREEMENT

TECHNICAL BUSINESS DIVISION ATTENDANCE POLICY – TRADITIONAL CLASSES

It is the student’s responsibility to be present for all scheduled classes and labs.  Any student missing more than 10 percent of the class meetings 
may be administratively withdrawn by the instructor.  It is the student’s responsibility to notify the faculty when absences are/were necessary due 
to illness or a death in the student’s immediate family.  Each student's situation will be judged on an individual basis and the final decision rests
 with the faculty. Entering a class more than 10 minutes late or leaving more than 20 minutes early shall constitute an absence.  The faculty will be responsible for making a reasonable attempt to notify the student of intent to administratively withdraw; however, failure to notify the student will not prevent the faculty from proceeding with the administrative withdrawal.

TECHNICAL BUSINESS DIVISION ATTENDANCE POLICY – ONLINE CLASSES

To be successful, it is imperative that students commit themselves to online classes and participate regularly.  Students who stop sending weekly 
e-mails, or bulletin board postings and/or stop submitting work will be assumed as not "attending" class and will be marked absent.  Consistent absences will make a student eligible for being dropped from the course or denied access to the course.  Students should not assume that they will

be administratively withdrawn if they stop participating, even if they have been denied access to the course.  A student who believes that he/she is unable to complete the course or finds him/herself falling behind should contact the instructor.  It is up to the student to process the paperwork for withdrawing. 

Attendance for online students means having continuous communication with the instructor by e-mail, bulletin board postings, and turning in assignments.  In other words, if a student simply accesses the course but doesn't communicate, then it doesn't count as "attendance;" and if the student does not withdraw, he or she may receive a final grade of "FA," meaning "failed due to lack of attendance."  Such a grade can affect a student's financial aid status. 

WITHDRAWAL FROM CLASSES

If a student finds it necessary to withdraw from one or more classes, the student is responsible for completing the required paperwork for the withdrawal.  The student must complete the required student update form and process it at the Office of Student Records located at the McAlister Square facility.  Requests for withdrawal cannot be processed by an instructor or staff member.  Failure for the student to process the paperwork 
will require a grade assignment at the end of the semester based on the portion of coursework completed.

CLASSROOM CONDUCT       Refer to the 2006 College Catalog/Student Handbook, pages 59-66, for additional information.
It must be assumed by all students that classroom conduct and manners are founded in courtesy and respect for others.  Discussion and expression of all views relevant to the subject matter are recognized as necessary to the education process, but students have no right to interfere with the freedom of instructors to teach or the rights of other students to learn.  The instructor sets the standards of acceptable behavior for their classroom.  Unacceptable behavior will not be tolerated and could result in dismissal from the class as outlined in the College Catalog/Student Handbook.

Devices such as beepers/pagers and personal cellular phones are permitted on campus; however, they MUST NOT be activated in classrooms or labs.  Students MUST leave the classroom or lab to answer or return calls.  
Academic Honesty      Refer to the 2006 College Catalog/Student Handbook, pages 12 & 60, for additional information.

Students should know what activities constitute cheating, plagiarism and collusion as defined in the Student Code for South Carolina Technical Colleges.  A student involved in any of these activities will, at a minimum, receive a grade of “0” for that portion of the course*.  This grade will be computed in the final course grade.  Any student who is suspended or expelled due to an act of academic dishonesty will have the right to due process as explained in the Student Code for South Carolina Technical Colleges.  The following is the Student Code for Academic Dishonesty:
1. CHEATING on tests is defined to include the following:  copying from another student’s test paper; using materials during a test not authorized by the person giving the test; collaborating with any other person during a test without permission; knowingly obtaining, using, buying, selling, transporting, or soliciting in whole or in part the contents of an unadministered test; bribing any other person to obtain 

tests or information about tests; and substituting for another student or permitting any other person to substitute for oneself.

2. PLAGIARISM is defined as the appropriation of any other person’s work and the unacknowledged incorporation of that work in one’s own work offered for credit.

*  Note:  Refer to the Department Academic Honesty Policy under the Grading Information for specific information.

POLICY FOR REPEATING A COURSE      Refer to the 2006 College Catalog/Student Handbook, page 16, for additional information.
A student may register for a class a maximum of three times including withdrawals.  There is an appeal process for extenuating circumstances.
STUDENT WITH DISABILITIES      Refer to the 2006 College Catalog/Student Handbook, page 45, for additional information.
All students who have a disability and need accommodations should visit, call, or e-mail Student Disability Services at the beginning of each semester.   Students are strongly encouraged to obtain their accommodation forms within the first 2 weeks of class to ensure appropriate services. The office is located at the Barton Campus in the Student Center, Room 124, and can be reached by phone at 250-8202 or 250-8408 or by email at sharon.bellwood@gvltec.edu. The Disability Service Counselor is available to meet with students on satellite campuses by appointment.

The above information is only a portion of the College’s policies and procedures for which each student is responsible.  For the most current information, please direct your attention to www.greenvilletech.com for the most current student handbook information.  The information is listed under Current Student and then under Student Resources.

Revised 8/1/06
COLLEGE-WIDE COMPETENCIES

This course meets the following college-wide competencies and is a required course for Associate Degree graduates:

1. Demonstrate research skills necessary for personal and professional purposes.
2. Apply mathematical skills appropriate to solve day to day as well as work related problems.

3. Demonstrate knowledge of computer applications compatible with job demands.

4. Demonstrate the critical thinking and problem-solving skills to fulfill work and personal responsibilities.

5. Demonstrate an awareness and understanding of various cultures.

   CPT 101 TERMINAL OBJECTIVES
Students who successfully complete this course will have demonstrated the skills necessary to accomplish the following objectives 
with a minimum competency of 70 percent:
1. Identify and classify the components of a computer system and describe their function.

2. Describe the general information processing cycle and functional processes within each.

3. Identify the different types of business software applications and their functions.

4. Identify, describe, and utilize an operating system and its elements.

5. Perform basic file management operations.

6. Utilize a word processing software package to:

a. Create/open a word processing document
b. Edit a document
c. Format a document
d. Save a document
e. Print a document
f. Incorporate and manipulate clip art into documents
g. Utilize word processing templates such as resumes, business letters, cover letters, etc.

7. Utilize a spreadsheet software package to:

a. Create/open a spreadsheet
b. Edit a spreadsheet
c. Format a spreadsheet
d. Save a spreadsheet
e. Print a spreadsheet
f. Utilize formulas and functions to create active spreadsheets
g. Prepare, edit, and format various types of charts within the spreadsheets
8. Utilize a presentation graphics software package to:

a. Create/open a presentation
b. Edit a presentation
c. Format a presentation
d. Save a presentation
e. Print a presentation

f. Run a presentation

g. Incorporate various objects, including clip art, pictures, tables, and charts into presentations
h. Utilize templates, layouts, animations, and transitions to create professional-looking presentations
9. Utilize a database software package to:

a. Construct a database
b. Manipulate a database
c. Create data in a database

d. Retrieve data in a database

e. Update data in a database
f. Delete data in a database
g. Create and utilize tables, forms, queries, and reports to accompany databases
Business Division Student Lab Rules

The following lab rules are in addition to those mandated by the college as outlined in the Computing Facilities Use Policy (College Catalog/Student Handbook, pages 56-57).  By signing the Syllabus Acknowledgement Form for this course, you agree to follow all of the guidelines specified by both the college and the division.  Failure to comply with all computer policies will result in the loss of privileges involving campus computer facilities.

· Children are not allowed in labs and classrooms nor left in hallways (College Catalog/Student Handbook, page 56).  

· Food and drinks are not allowed in computer labs.

· Labs are to be used only for students enrolled in Computer/Business Program courses and for educational purposes only and may not be used for commercial or personal purposes.  

· A Student ID is required.  You may be asked to show your student ID and also a copy of your current class schedule.

· You must log into the computer when you arrive.  You will enter your first and last names and your CampusCruiser ID.  You will then receive a listing of courses for the current semester, and you will need to select the course for which you are completing work.  Remember to log out of the computer before you leave the computer and the lab.
· Inappropriate or unethical use of the Internet is strictly prohibited (i.e., chat rooms, pornographic web site access, etc.)  On the first offense, a written warning will be issued.  Lab privileges will be revoked upon the second offense. 

· Printing in the Business Division Student Lab is now available.  Students will need to purchase a pay-to-print card (one is located in the lab), and the student will be charged per page for printing.  Printing from the Internet is allowed; however, all regulations regarding the use of the Internet also apply to printing from the Internet.  
· Printing in the lab classrooms may only be done at the request of the instructor during class time.  Then only one copy of the final assignment may be printed for submission.  No other printing is permitted in these labs.

· Lab assistants are on duty to handle hardware/software problems; they do not providing tutoring. 

· The Lab Assistant’s office and telephone are not to be used by students; a pay phone is located in the canteen.

· All equipment malfunctions are to be reported to the lab assistant; do not attempt repairs.

· Labs are closed to all students during exam days (except for scheduled exam use), holiday breaks, and between semesters.

· Copying of any software programs and applications which are licensed or protected by copyright is theft.

· Copying of computer programs, documents, spreadsheets, databases, presentations, computer codes, etc. is not tolerated.

· You must keep the labs neat and clean by picking up after yourself. 

· Labs are occasionally reserved for classes; adhere to posted signs.
· You must leave the lab and/or classroom to answer or return cell phone calls.  Please put your cell phone on manner-mode or vibrate when in the lab and/or classroom; disruptive and loud ring tones are not acceptable.  Students may be asked to change inappropriate ring tones that are disruptive to the learning environment in the lab and/or classroom.

· The lab assistant may be asked to perform corrective activity for a disk, but it is done so at your own risk with no guarantees that data will not be lost.

· Loading of ANY software onto campus computers is prohibited.

· Internet downloading is prohibited!

· Use of personal laptops is not permitted in the lab.  Only computers owned by the College may be plugged into any College network.
· Instant messaging is prohibited.

· All students must use the Business Division Student Lab to complete work outside of the scheduled course times.  Students will not be allowed to remain in the classroom to complete work after the class is over.  Instructors will ask all students to leave the classroom and report to the Student Lab if they desire to continue working on a computer.

The Business Division Student Lab is located on the Barton Campus in the Engineering Building (103), Room 115.

You will be required to sign in and out when using this lab.   Be sure to keep your student ID and class schedule with you; you may be asked to show your current student ID and/or your current class schedule.

*Lab Hours:   Monday – Friday 8:00 am to 9:00 pm   ▪   Saturday 8:00 am to 1:00 pm   ▪   Sunday Closed
Revised 8/1/2006                                                                                                                                                                                                             *Subject to change
CPT 101 – INTRODUCTION TO COMPUTERS
COMPUTER TECHNOLOGY DEPARTMENT GRADING POLICIES

Grades for this course will be assessed as follows:
· Fifty-five (55) percent of the final grade will be based on the average of the five equally-weighted exams. 

· Twenty (20) percent of the final grade will be based on the grade of the comprehensive final exam.

· Fifteen (15) percent of the final grade will be based on the completion of lab assignments and quizzes.

· Ten (10) percent of the final grade will be based on the completion of a final research project on a topic related to “CULTURAL DIVERSITY.”  Specific requirements are outlined at the end of this syllabus. 

****NOTE:  ALL TESTS AND EXAMS WILL BE COMPLETED ONLINE, AND STUDENTS ARE REQUIRED TO HAVE AN ACCESS CODE.  ACCESS CODES ARE OBTAINED BY PURCHASING THE SAM 2003 3.0 TUTORIAL CD/ACCESS CODE WHICH IS INCLUDED WITH THE TEXTBOOK WHEN PURCHASED AT THE GTC BOOKSTORE.  SHOULD A STUDENT HAVE A USED BOOK, THE CD/ACCESS CODE CAN BE PURCHASED AS A STAND-ALONE PRODUCT THROUGH THE GTC BOOKSTORE.  
Departmental Policy for the Submission and Grading of Assignments
· All assignments (i.e., labs, projects, research papers, etc.) for this course must be completed and submitted to the instructor by the due date established in order to receive full credit for the assignment.  
· Assignments not submitted by the due date can receive up to a maximum of 80 percent credit if it is submitted within one week of the due date.  
· Assignments submitted after one week of the due date will have a zero (0) grade recorded for the assignment. 
· In the event that an assignment is made less than one week prior to the end of the course, the assignment must be submitted by the last day of class prior to the beginning of the final exam period and will not be accepted late.
Departmental Test Policy for Computer Technology Courses

· A minimum of three (3) tests and a Comprehensive Final Exam will be given.

· Test dates will be announced in class and posted on CampusCruiser.
· Periodic announced and unannounced quizzes may be given to encourage attendance; make-ups are not allowed.

· The student assumes responsibility for materials and announcements missed when absent.

· Each student will only be granted one make-up test for the course.  The date and time of the make-up test will be at instructor’s discretion.  If the first missed test is prior to the last date to withdraw for the course, the test must be completed prior to the withdrawal date.  Bonus options will not be allowed on the make-up test.  If a second test is missed, the student will automatically receive a failing grade for the course.
· A comprehensive final exam must be taken as scheduled with no exemptions or exceptions.

Exceptions to the Departmental Test Policy will be made on an individual basis as a result of a decision involving the department head, instructor, student, and/or the Dean of Technical Business.
CPT 101 Addendum to Departmental Test Policy for Computer Technology Courses

Any exam not taken at the scheduled time or in the scheduled location without prior approval by the instructor will be considered a make-up exam.
Departmental Academic Honesty Policy for Cheating and Plagiarism

Cheating and Plagiarism will not be tolerated in any Computer Technology course.  If cheating and/or plagiarism are found, the following grading penalty will be assessed:


1st Offense – A grade of zero (0) will be assessed for the assignment/test on which the incident occurred.

2nd Offense – A grade of zero (0) will be assessed for the entire assignment/test portion for the course in which the incident occurred.  For this course the penalty would be 15 percent of the final grade for assignments and 55 percent of the final grade for tests.
Departmental Grading Scale

Final letter grades will be issued as follows:

A
=
90 ‑ 100
points







B
=
80 ‑   89
points







C
=
70 ‑   79
points







D
= 
60 ‑   69
points







F
= 
  0 ‑   59
points

INCOMPLETES:  An INCOMPLETE ("I") will only be approved if ALL of the following conditions exist:
· The student must have no more than 3 weeks (15-week term) or 1.5 weeks (8-week/10-week term) remaining to complete the course. 

· The student must have a validated, documented reason why he/she cannot complete the course by the prescribed end date (illness, work situation, death, etc.). 

· The student must be up to date with all work up to the point of the request for an Incomplete (no untaken tests or un-submitted labs, homework, etc.), and the student must have a passing grade average (C or higher) for all work submitted. 

 CPT 101 – INTRODUCTION TO COMPUTERS

Tentative Schedule of Topics and Class/Lab Meetings

Note:  There will be lab assignments with each unit which WILL require lab time in ADDITION to class time.

Tutoring is now available in the Business Division Student Lab located on the Barton Campus in the Engineering Building (#103), Room 115.   The hours for tutoring are posted in the lab (ET 115); no appointment is necessary.  There are no fees required for this service. 
General Course Introduction and Syllabus Review         



UNIT I:  Introduction to Computers and Windows XP
Essential Introduction to Computers

PROJECT 1:  An Introduction to Windows XP Professional and OFFICE 2003
The Windows XP desktop, the keyboard, and keyboard shortcuts; copying, moving, renaming, and deleting files in Windows Explorer; and using Help.
Selected exercises assigned as homework


EXAM 1 – Introduction to Computers and Windows XP   (11% of the final grade) 

UNIT II:  WORD PROCESSING using Microsoft Word 2003
    
PROJECT 1:  Creating and Editing a Word Document 



Load Word application; create, save, retrieve, and revise a document changing the font size and style of print, formatting paragraphs and characters, correcting errors, adding graphics, scaling graphic, using undo, using spell check, and using HELP; and exit Word.

PROJECT 2:  Creating a Research Paper



Create a research paper to include adjusting margins, adjusting line spacing, using headers and footers, numbering pages, centering paragraphs, viewing through Print Layout, inserting manual page breaks, creating a hanging indent, finding and replacing text, using the thesaurus, and hyperlinking.


PROJECT 3:  Creating a Resume Using a Wizard and a Cover Letter with a Table


Creating a cover letter using resume wizard, using tables, creating a letterhead, creating a cover letter, copying and pasting, using the tab key, using AutoText, viewing and printing, using shortcut keys, and creating an envelope.
 
WEB FEATURE – Creating Web Pages (optional by instructor’s discretion)

 
EXAM 2 – Covering WORD (11% of the final grade)
UNIT III:  SPREADSHEET concepts using Excel 2003

PROJECT 1:  Creating a Worksheet and Embedded Chart



Create a spreadsheet by entering text and numbers, copying, using Autosum, using Autocalculate, using the fill handle, merging and centering cells, using AutoFormat, using ChartWizard, saving, printing a worksheet, correcting errors, using Excel online HELP, and using Tips.


PROJECT 2:  Formulas, Functions, Formatting, and Web Queries


Using functions, using formulas, using percentages, changing fonts, coloring cell background, aligning text, changing the width of columns and heights of rows, using spell check, printing entire workbook, displaying formulas, using portrait and landscape oriented printouts, and changing sheet names.

PROJECT 3:  What-If Analysis, Charting, and Working with Large Worksheets 


Using fill handle to create a series, rotating text, copying to nonadjacent paste areas, freezing titles, inserting and deleting cells, using the NOW function, using absolute cell references in formulas, creating and exploding a 3-D pie chart, formatting chart items, using the IF function, using the Drawing toolbar, and rearranging sheet names.
CPT 101 – INTRODUCTION TO COMPUTERS

Tentative Schedule of Topics and Class/Lab Meetings

UNIT III:  SPREADSHEET concepts using Excel 2003 continued

WEB FEATURE – Creating Static and Dynamic Web Pages Using Excel (optional by instructor’s discretion)

 
EXAM 3 – Covering Excel (11% of the final grade)

UNIT V:  PRESENTATION GRAPHICS concepts using PowerPoint 2003 


PROJECT 1:  Using a Design Template and Text Slide Layout to Create a Presentation



Creating a presentation, modifying a presentation, creating bulleted lists, viewing the presentation



using slide show, and printing a presentation.


PROJECT 2:  Using the Outline Tab and Clip Art to Create a Slide Show



Adding clip art to a presentation, adding animation effects to slides and to bulleted items on a slide,



and changing a slide layout.

WEB FEATURE – Creating a Presentation on the Web using PowerPoint (optional by instructor’s discretion)


EXAM 4 – Covering PowerPoint (11% of the final grade)
UNIT IV:  DATABASE concepts using Access 2003
      PROJECT 1:  Creating a Database using Design and Datasheet Views



Creating a database, creating tables, defining fields, adding records, closing tables, opening tables, printing the table, using queries, using a form to view the data, creating a report, and using HELP.


PROJECT 2:  Querying a Database Using the Select Query Window


Creating a query, printing answers to a query, closing and clearing a query, using wildcards to query a database, using comparison operators in a query, using AND and OR, sorting, using computed fields, calculating statistics, joining tables, and crosstab queries.

 
PROJECT 3:  Maintaining a Database Using the Design and Update Features of Access

 

Adding, deleting, locating records, filtering records, editing records, altering the structure, and changing or deleting groups of records, using referential integrity, ordering records, and creating an index.

WEB FEATURE – Publishing to the Internet Using Data Access Pages (optional by instructor’s discretion)

 
EXAM 5 – Covering Access (11% of the final grade)
Final Examination:  Comprehensive exam will include objective and performance on all four software applications and will be assessed 20% of final grade.
CPT 101 – INTRODUCTION TO COMPUTERS

“Cultural Diversity” Final Research Project (10% of final grade)

	Date Due:  Will be announced in class.
PURPOSE:   

The purpose of the Cultural Diversity research paper is to fulfill the following college-wide competencies:
· Demonstrate research skills necessary for personal and professional purposes.

· Apply mathematical skills appropriate to solve day to day as well as work related problems.

· Demonstrate knowledge of computer applications compatible with job demands.

· Demonstrate the critical thinking and problem-solving skills to fulfill work and personal responsibilities.

· Demonstrate an awareness and understanding of various cultures.

Thus, the topic of this final research project needs to be on any aspect of “Cultural Diversity” (Cultural Differences).  Culture deals with the way people live.  When cultures interact, adaptation has to take place in order for the cultures to acknowledge the existence of individual differences within any given society.  This report will be more interesting if it is something that you like or have an interest about.

Here are examples of things you may find of interest: 

· marriage and family systems

· social hierarchies and interaction

· business and social etiquette (customs and protocol, gift giving, country-specific rules for business and social etiquette, dining practices)
· special foods and consumption taboos 

· dress and appearance

· holidays and holy days 
· cultural diversity in classrooms/education

· cultural diversity in businesses

· cultural diversity in the community


The topic you choose has to be handed in to the instructor, typed using Word, at least a month in advance of the due date.  The instructor will initial/sign the sheet showing approval of the topic; this approval sheet is to be attached to your scoring sheet along with the other printouts.  Three points will be deducted if the signed approval sheet is not attached to the scoring sheet.

The topic you choose has to be submitted for approval to the instructor at least a month in advance of the due date.  The topic must be typed using Word.  Your topic must be approved by the instructor.  If you do not have topic approval, five (5) points will be deducted from your project score.

· After following the guidelines below, you are to turn in the following printouts from your files: Cultural Diversity Research Paper, worksheet with embedded chart, and formulas version of your worksheet (landscape orientation).
· You are to submit three files using Campus Cruiser.  These files should be: Word file, Excel file, and PowerPoint file.

· You will staple your printouts and the signed approval sheet of your topic behind the SCORING SHEET that is attached to this syllabus.

· After following the guidelines below, you are to submit three files using Campus Cruiser for a traditional class or WebCT for an online class.  Your submission should include the following three files: Word file, Excel file, and PowerPoint file.

WORD FILE 
A three-page minimum (two pages text plus works cited) research paper on Cultural Diversity completed in WORD using the MLA Documentation Style.
Guidelines:

· You will use the MLA Documentation Style that you used in Word Project 2.  

· The Name/Course Information block will include:  your name, instructor’s name, CPT 101, and the current date.
· You are to embed the chart from your Excel file in the research paper; it cannot take up more that 1/3 of the page.
· The last page will be the WORKS CITED page.  You are to have at least three (3) references.  If you use a 
      Website, make sure to format with a hyperlink.  (See examples on the next page and on page WD 108 in  

      your textbook.

CPT 101 - INTRODUCTION TO COMPUTERS

“Cultural Diversity” Final Research Project (10% of final grade)

EXCEL FILE 
You are to use EXCEL to create a WORKSHEET and an Embedded Chart (3-D Bar, 3-D Column, or 3-D Pie) that illustrates your statistical information from your Cultural Diversity Research Paper. Use the concepts and techniques presented in Excel Projects 1, 2 and 3.
Guidelines:

· You are to use at least two different types of formulas or functions in your worksheet (i.e., +,-,*, /, or sum, average, max, min, if, now). 

· You are to format your worksheet (numbers and text) and the chart in a professional style, text as well as numbers, and include a title, column, and row headings in the table.
· Your chart should include a chart title, category names and percentages (for pie chart), and include a legend for Bar and Column charts.
· You are to also embed the chart on the worksheet and embed the chart in the research paper; it cannot take up more than one third of the page in the research paper.
POWERPOINT FILE
You are to use POWERPOINT to create a presentation to summarize your “Cultural Diversity Research Paper”.

Guidelines:

· You are to use the concepts and techniques presented in Projects 1 & 2 of PowerPoint. 

· Slides (5 minimum):  Make sure the first one is the Title Slide.
· Apply an appropriate Design Template that goes with your topic.
· Use at least 3 different “Slide Layouts.”

· Insert Clip Art on three slides and apply Custom Animation Effects to the clip art. 

· Apply a Footer on your slides that includes your FULL NAME, DATE, and Slide Number.
· Apply an Animation Scheme to all slides in the presentation.
· Apply various fonts, sizes, and colors to your slides.
Suggested web sites:  On some of the sites listed below, a search using “cultural diversity” may be required.  Other sites may be used with the approval of the instructor.

http://www.usnews.com
http://www.diversitycentral.com
http://www.diversityworld.com
http://www.eeoc.gov
http://www.firstgov.gov
(Disclaimer:  These websites were verified as appropriate and valid websites on 6/21/06 for the purpose of cultural diversity research.)

Example for citing Website sources:

Generic:
Last name, first name, middle initial.  “Title of Article.”  Publication title.  Publication Information (date):  access date <address>.
Example:

Landsburg, Steven E.  "Who Shall Inherit the Earth?"  Slate 1 May 1997. 1 Oct. 1999 <http://www.slate.com/Economics/97-05-01/ Economics. asp>.

Website’s homepage:

Generic:

“Title of Homepage.”  Home Page. Organization Name.  Date.  Access Date <address>

Example:

Kasnic, Michael.”  Extended School Year.”  Butcher Children’s School Home Page.  5 January 1999.  27 November 1999  http://www.emporia.edu/butcheer/yre.htm
Additional resources for writing papers in MLA style:

http://www.ccc.commnet.edu/mla/
http://www.bedfordstmartins.com/online/cite5.html
http://mtn.merit.edu/resources/career/diversity_education.html
 

	“Cultural Diversity” Final Research Project Scoring Sheet
10% of Final Grade

Name:__________________________________
Class:____________

Date:________

Word 

Tasks

Points: 48
Name/Course/Date Information block

2

Title Centered

2

Minimum Two (2) pages Text

3

Header: Last Name, Page number, right aligned

3

Margins 1” all sides

2
First Line Indent 

3

Font: Times New Roman

1
Font Size: 12 point

1
Line Spacing: double spaced

1

Correct Paragraph Spacing

1

Parenthetical referencing of sources

5
Embed Chart from Excel Worksheet

4

Page Break before Works Cited Page
1

Works Cited Centered

2

Minimum Three (3) Sources 

3

Sources cited correctly: sort, hyperlinks, author, work
3

Hanging Indent

3

Spell Check 

4

Paper is proofread
4
Excel

Tasks

Points: 20

Formatted worksheet in a professional style

4

Two different formulas used in worksheet 

6
Embedded Chart (3-D Column, 3-D Bar, or 3-D Pie) on worksheet

3

Charted appropriate ranges

2

Appropriate Chart Title

2
Data labels/no legend (for pie chart) 

3

Power Point

Tasks

Points:  22
Minimum of five (5) slides: First one is the Title Slide

3

Apply appropriate design template

1

Apply animation effects on clip art 

2

Apply an animation scheme to all slides

3

Appropriate ClipArt on 3 Slides

3

Use at least 3 different “Slide Layouts”

3

Apply a Footer on all slides includes FULL NAME and DATE

3

Use various fonts, sizes and colors on slide

2

Spell Check
2
Presentation (instructor may opt to require oral presentation)

TBD

Content

Tasks
Points:  10
Topic Approved/Content of paper matches topic
10
Project Submitted Late
-20
Total

100

Comments
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Full Session Courses
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Spring 2007 Semester  -  January 8 through May 7, 2007

Technical Business Division - Important Semester Date Information

Note:  The refund policy has changed.  Please refer to the policy as published on Greenville Tech's Website.

▬  Summer/Fall 2007 Registration Begins:  April 9, 2007   ■   Summer 2007 Classes Begin - May 16, 2007  ▬
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Spring Dates 2007

		Technical Business Division - Important Semester Date Information

		Spring 2007 Semester  -  January 8 through May 7, 2007

				Classes Begin		Drop/Add Period		Holiday Break - 
No Classes		Last Day 
to Withdraw		Last Day
of Classes		Exams

		Full Session Courses		January 8		January 8 - 12		January 15 - MLK Birthday
April 2 - 7 - Spring Break		March 19		April 30		May 2 - 7

		Weekend Classes - 
Full Session		January 12		January 12 - 16		April 2 - 7 - Spring Break		March 19		April 28		May 4 - 5

		1st Session Courses - 
(8 Week Course)		January 8		January 8 - 10		January 15 - MLK Birthday		February 14		February 28		March 1 - 2

		2nd Session Courses - 
(8 Week Course)		March 5		March 5 - 7		April 2 - 7 - Spring Break		April 17		April 30		May 2 - 7

		CPT Department - 
10 Week Courses		February 12		February 12 - 14		April 2 - 7 - Spring Break		March 29		April 30		May 2 - 7

				January 8		January 8 - 9		January 15 - MLK Birthday		February 5		February 19		Last Day of Class

				February 21		February 21 - 23		April 2 - 7 - Spring Break		April 10		May 7		Last Day of Class

				January 8		January 8 - 9		January 15 - MLK Birthday		January 25		February 5		Last Day of Class

				March 5		March 5 - 6		None Applicable		March 21		March 30		Last Day of Class

		Note:  The refund policy has changed.  Please refer to the policy as published on Greenville Tech's Website.

		▬  Summer/Fall 2007 Registration Begins:  April 9, 2007   ■   Summer 2007 Classes Begin - May 16, 2007  ▬






