
MAYLAND COMMUNITY COLLEGE 
Welcomes You To: 

 

CIS 110 Ð 21 
Introduction to Computers 

3 Credit Hours, 4 Contact Hours 
 

Spring 2006 
Course Descr ipti on: 
This course provides an introduction to computers and computing.  Topics include the impact of computers 
on society, ethical issues, and hardware/software applications, including spreadsheets, databases, word 
processors, graphics, the Internet, and operating systems.  Upon completion, students should be able to 
demonstrate an understanding of the role and function of computers and use computers to solve problems. 
 
Prerequisi tes:  None. Corequisi tes:   None. 
 
Instr uctor Informati on: 

Instr uctor: Ryan A. Carter 
Offi ce Locati on: P211 
Telephone Number: (828) 765-7351  x334 
Email Address : rcarter@mayland.edu  OR  racarter@cc.mayland.edu 
Offi ce Hours:   Monday: 9:30am – 10:00am, 12:00noon – 1:00pm,  
  2:30pm – 3:30pm 
 Tuesday: 9:30am – 10:00am, 12:30pm – 1:00pm, 3:00pm – 

3:30pm 
 Wednesday: 9:30am – 10:00am, 12:00noon – 1:00pm, 
  2:30pm – 3:30pm 
 Thursday: 9:30am – 10:00am, 12:30pm – 1:00pm, 3:00pm – 

3:30pm, 4:30pm – 6:00pm 
 Friday: 9:30am – 10:00am, 11:00am – 12:00noon 
 

Course Informati on: 
This class meets on Thursdays from 6:00pm until 9:50pm in room P218. 
 
Required Text(s ): Parsons, June Jamrich and Dan Oja.  Practical Computer Literacy.  Course 

Technology, Boston, MA, 2005. 
 
 SAM 2003, version 3.0 software with Computer Concepts and Office from 

Course Technology.  It is in a brown CD package. 
 

The SAM 2003 software will be included in a bundle if the book is purchased 
from the MCC bookstore.  You can also buy just the software if using a book 
not purchased this semester.  However, please ensure that the SAM version 
that you purchase includes BOTH Concepts and Office.  (There are multiple 
versions in the bookstore).  Also, because of licensing reasons, you cannot use 
another person’s account from either this semester or a previous one.  If, 
however, you have previously purchased one yourself, you can use it again for 
this class.  Please note: you do not have to install the SAM software at home.  
You can use the Mayland computers to complete any SAM assignments.  I 
cannot provide technical support for home installation. 

 
LRC Resources:  None. 
 
Required supplies:  Two 3 ½” diskettes.  You must bring these disks to every class. 
 



Course Objecti ves/Competencies: 
1. You will be able to identify the basic components of a computer system and the function of each. 
2. You will be able to utilize current Operating System software to perform a wide variety of tasks that 

concern computer users. 
3. You will understand the need for, and will be able to perform basic tasks related to, file management. 
4. You will be able to identify different types of common software applications and utilize the software to 

perform basic tasks.  This includes becoming familiar with Word Processors, Spreadsheets, Web 
Browsers, Email programs, and Presentation Software.  For this course, we will be using the Microsoft 
Office 2003 suite to demonstrate concepts. 

5. You will be able to use the Internet and other related components of the World Wide Web. 
6. You will be able to discuss the impacts of technology on society and changing technological trends. 
7. You will be able to analyze emerging technologies and changes in the computer (PC) market and make 

informed decisions as a consumer of technology. 
 
Attendance Policy/ Tardiness/Make-Up Work:  
All assignments are due on the day and time specified in class.  Work is considered late after the instructor 
has called for and gathered the assignment. 
 
No late homework will be taken FOR ANY REASON, but one homework grade will be dropped.  If you cannot be 
present when homework is due, a 0 will be recorded.  Remember, however, that the lowest homework grade 
that you earn will not count against you. 
 
Test grades will not be dropped.  You can take one test late during the semester  IF you have the 
instr uctorÕs approval  IN ADVANCE before the actual due date.  Even wi th instructor approval , 5 points 
wi ll be deducted fr om the test grade for each school day that the assi gnment is late unless there is 
ver ifiable reason why it must be delayed.  The mi ssed test must be made up wi thin one calendar 
week, or it wi ll receive no credit.  No make up work will be accepted during the last 5 class days of the 
semester. 
 
Attendance is required, will be taken on a daily basis, and will be recorded throughout the semester.  You 
must be present for a ¾ majority of any given day’s class time in order to get credit for your attendance.  Two 
absences will not be counted against you.  (You are still required to hand assignments in on time, however).  
After  two absences, however, there wi ll be one point deducted fr om your fi nal grade for each 
additi onal absence – regardless of the reason.  Save the two absences until you truly need them. 
 
If you must miss class, you are responsible for finding out assignments, getting notes, reading the material, 
etc.  “I wasn’t here” is no excuse for not being prepared for your assignments. 
 
Grading Criter ia/Tests/ Project s:  
Exams:  There will be five exams given this semester.  Unless otherwise specified, exams are to be 
completed during class and are considered late once class ends.  However, take-home exams or project 
assignments may be substituted as necessary.  Please note that missed / late make-up exams may differ in 
content than those given in class and are only given in very unique and special circumstances.  All exam 
grades will be used in the computation of your final grade.  Extra credit in the form of SAM training will be 
periodically available for the exams. 
 
Homework:  Homework will consist of take-home assignments, generally computer-based, that will be 
completed in preparation for exams.  Homework will be judged for completeness and graded or the answers 
will be made available for self-check.  You do not need a computer at home to practice, but may need to 
make time available at Mayland to complete assignments.  The lowest homework grade will be dropped, and 
NO LATE HOMEWORK WILL BE ACCEPTED FOR ANY REASON. 
 
After two absences, each additional absence will lower your final grade one point.  This is non-negotiable and 
will affect your overall grade. 
 



Grading Criter ia: Grading Scale: 
 Exams 90% A = 93 – 100 
 Homework Completi on 10% B = 85 – 92 
   C =  78 – 84 
 (excessive absences will lower your  D =  70 – 77 
 final grade – see sections above) F  =  00 – 69 
    
 
We will be using both the SAM software and Mayland’s LEO website to augment and facilitate learning and 
communication in this class.  We will learn how to use these technologies as we go this semester, so don’t 
worry if you are unsure about them.  GRADES DISPLAYED IN LEO ARE AVERAGES BEFORE ABSENCES ARE 
DEDUCTED AS DISCUSSED IN THE PREVIOUS SECTIONS.  THIS IS IMPORTANT, SINCE YOU WILL ONLY SEE AN 
APPROXIMATION OF YOUR GRADE IN LEO.  I WILL TAKE OFF ABSENCE POINTS AT THE END OF THE SEMESTER AND 
WILL USE THAT AS YOUR FINAL GRADE.  THE MORAL: DONÕT MISS CLASS AN EXCESSIVE AMOUNT AND YOU WONÕT 
HAVE TO WORRY ABOUT DROPPING LETTER GRADES AT THE END.  EXCESSIVE TARDINESS (MISSING MORE THAN !  
OF A CLASS) WILL COUNT AS AN ABSENCE. 
 
While I have attempted to be as thorough as possible with this syllabus, course procedure may vary from this 
outline to meet the needs of this particular group. 
 
Inclement Weather Procedures: 
This class will either meet on time or be cancelled altogether during inclement weather.  MCC will issue a 
statement canceling evening classes whenever appropriate.  Please use your best judgment as to traveling and 
exercise extreme caution during periods of inclement weather. 
 
Academi c Standards/Student Expectati ons/Ethics:  
Students are expected to maintain the highest levels of honor and respect involving all things associated with 
this course.  This includes: 

• Ensuring that the work for which you get credit is your own work.  Cheating, copying, and plagiarism 
in all forms will not be tolerated.  This includes ‘sharing’ homework, using unauthorized materials 
during exams (including your neighbor), or failure to cite appropriate sources. 

o You are expected to do homework and projects on your own.  While forming study groups is 
encouraged, you should not be completing homework together.  Any submitted assignment 
should reflect your effort.  Otherwise, all people involved in turning in the same shared 
answers (even if you did the homework as a ‘group’) will be subject to disciplinary action for 
cheating. 

• Completing all assignments thoroughly and on time. 
• Complying with MCC’s Computer Resources Acceptable Use Policy. 
• Complying with MCC’s Student Conduct Policy. 
• Allowing others the full opportunity to learn during class time.  Therefore: 

o Turn off all cell phones and pagers or set them to silent alert. 
o Do not bring other people to class with you, including children, friends, or other family FOR 

ANY REASON.  The computer lab classroom setting is not an appropriate place to have 
visitors. 

o Do not use computers for web-surfing, emailing, game playing, or any other non-class related 
activity during class.  Since doing these non-class activities is a large temptation for classes 
taught in the computer lab, and since they are a large distraction for everyone in the room 
including other students and the instructor, I will be very watchful for activity which is not 
related to the lesson at hand.  You are expected to monitor your own conduct.  I suggest that 
instead of playing online, you take notes. If you pursue these activities you WILL be asked to 
leave class.  If non-class Internet usage / game-playing continues or becomes an issue, 
further appropriate measures will be taken. 

 
Withdrawal Dates:  
End of Unconditional Withdrawal   – Monday, February 13, 2006 
End of Conditional Withdrawal   – Monday, March 27, 2006 



 
Course Outl ine: 

I. Computer Hardware and Components 
II. Software Concepts 
III. Windows Skills 
IV. File Organization 
V. Word Processing 
VI. Internet and the World Wide Web 
VII. Multimedia Presentations 
VIII. Spreadsheets 

 
If a student has not been in contact  wi th the instr uctor and has not att ended class  for a consecuti ve 
two-week period, an admi nistr ati ve wi thdrawal  wi ll be submi tted by the instr uctor. 
 
Contact with the instructor as mentioned above includes direct contact such as a face-to-face meeting or a 
telephone call.  An administrative withdrawal may be performed, but is not required, for the final third of the 
semester.  If you are dropped out of a class due to an administrative withdrawal, you will not be allowed to 
rejoin that class during the semester. 
 
Any student requesti ng special accommodations for this course due to a disability  should apply for 
servi ces through the SOAR Offi ce or the Counseling Center , which wi ll document the disability.   A 
counsel or wi ll then help deter mi ne which accommodati ons, if any, the student needs for success  in 
th is course. 


