CGS 2100 

Computer fundamentals for business

Syllabus

Course description


Web assisted course, designed to teach undergraduate students how to use computers (hardware and software) in business, including business applications, commercial packages and the Internet.

Course structure

The course consist of two parts:

- Lectures:


Designed to cover wide topics of computer theories focusing on:



. Hardware.



. Software.



. Management Information System MIS.



. Networking



. Internet and e-commerce.



. Computer security.



. Social and ethical issues.

- Computer lab sessions:  

Designed to teach students how to use Office Suite:

· Microsoft word for document and reports.

· Microsoft Excel: Tables and spreadsheets.

· Microsoft Power point: Multimedia presentations.

· Microsoft Access. Database creation and manipulation.

· HTML to author and update web pages and websites.

Course organization:


Because of the high enrollment, students are divided into sections

· Lecture sections:  up to 200 each.

· Lab sections      :  up to 30 each. (1 TA and 1 grader each).

· Web section/Virtual Lab: Student attendance is not required. (Web Teaching).

· Open Lab: Where students can complete their work and find the needed assistance (TA’s available).

Tests and projects:


Scheduled tests, assignments and projects are designed to monitor students achievements and their skills as follow:


- Lecture tests:


35% of the final grade.

Three (one hour) tests. Closed books, closed notes and neighbor. To take a test student must present his UCF ID.


- Skills tests: 


25% of the final grade.

Four tests that focus on the skills of the student after completing each of the office suite topics. 


- Assignments:

15% of the final grade.

1 e-mail of the zero tolerance policy.

1 web page authoring.

8 assignments on the office suite (two per topic).

Student will have a weekly assignment.


- Internet Projects:

15% of the final grade

Two projects using office suite topics and the student should post them on his/her own website to be timely graded.

- Attendance and pop quizzes: 10% of the final grade.

· Students may earn extra credits out of the quizzes curve the tests and help curve the final grade if needed.

· Due dates, directives, announcements, help and assistance are posted on the course website regularly. So are all information regarding the instructors and the lab TA’s. To stay well informed and tuned up with the course requirements, students should always check the course website.

Make up policy:


Tests make up are made at the discretion of the lecture instructor and are subject 

            To valid emergency reasons and prior arrangement.

Grading policy:


UCF is now applying new grading system as follow:



A
93 and higher
A- 
90-92.99



B
83-90

B-
80-82.99



C
73-80

C-
70-72.99



D
63-70

D-
60-62.99



F
< 60
Course Website: The Website’s URL is www.cs.ucf.edu/courses/cgs2100

The website is designed to give the student a daily updated, easy to access information about the course features.



. Announcements.



. Instructors (Names, Offices, office hours, email and phone).



. Frequently Asked Questions FAQs.



. Course calendar.



. Course sections (lectures, lab, Web).



. Lecture notes.  Etc…. 

Course material:

· CGS 2100 books package (lecture book (New perspectives in Computer concepts) and Office suite book are bundled together with the skills tests and HTML booklets)  ISBN: 0619-161-68X

· Packet of small pink scantrons.

· Number 2 pencils.

· 3 floppies or more as needed.

· All supplies and course material are available at UCF bookstore.

Zero tolerance policy:


All students must agree to and email to their graders the following zero tolerance policy statement:


“I understand that I am enrolled in a course, which enforces a zero tolerance policy regarding then misuse of computer resources. This means that if I use any form of cheating, disrespect, profanity or pornography either in class or on a computer, I will be violating the policy and will receive a failing grade for this course. I further accept full responsibility and the consequences for the action of any person violating this policy using my account(s). I understand that a report of misuse of computer resources may subject me to further disciplinary action by the university”.

Note:


The course coordinator reserves the right to modify/make addendum to this syllabus as deemed necessary, which will be posted on the course website, so:

“Check the course website regularly”

Welcome and good luck 

