Hello CIS50 Spring 2016 Students:

My name is PJ Elson and I am the instructor for your CIS50 – Applying Computer Software course at Sierra College.
This course meets in Room V119 on Tuesdays and Thursdays for 2 hours and 5 minutes each day.  
Section CRN 43703 meets from 11am-1:05pm.   Section CRN 45030 meets from 2-4:05pm.  
	CIS50 is a fast paced, challenging class conducted at a college level, aimed at students taking business major transfer courses.  A lot is expected of the students.  CIS50 is NOT a good class for students who are new to business computer use, or new to college level study.  Most ESL students should take CIS30 first.  Only ESL students who are already very strong computer users, and are familiar with computer terminology and file management, might be ok in CIS50.  CIS30 is a slower paced course that reinforces vocabulary, file management and basic, everyday computer use in a supportive environment.  CIS30 is a better first course for new students, ESL students, those with disabilities, and any student still developing college level English, math, or study skills.
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A Few Things You Might Want to Know About This Course: 
1. We will be using the MS Windows 8 operating system; MS OFFICE 2013, and the MyItLab Course Software from Pearson Publishing.  (Note:  We will not be using MS Office 2016 for this course.)
As a Sierra College student – you are eligible to receive a free copy of Microsoft Office 365 (including the 2013 versions of Word, Excel, PowerPoint, and Access) for use as long as you are a student.  Please download and the following file for instructions on how to download your free copy:    Office 365 Install Instructions.  If you wish to PURCHASE your own copy of Office 2013 – it is available for $39.99 from College Buys at:    https://shop.collegebuys.org/microsoft-office-professional-plus-2013-for-students-download-p3.aspx
IMPORTANT: It is not recommended you try to complete this course using MS Office 2010 or 2016.
2. If you plan to work at home – make sure your computer is relatively new and meets the requirements listed here:  http://media.pearsoncmg.com/pegasus/system_requirements/system_requirements_5.html
(Note:  If you do not have a computer at home – it is not recommended that you take this class.)

3. If you have a Mac – you are on your own for troubleshooting any problems encountered.  Mac users may need to do some of their work in the CIS open lab, (Room V107 on the Rocklin Campus).

4. Homework is due at 11:59pm, from 3 to 6 days following each assignment.  There are multiple assignments each week.  Expect/plan for 6-12 hours of homework per week.

5. Late work is NOT accepted on most assignments.  If late work is accepted – a 25% penalty is deducted from your score for each day that assignment is late.  We have a lot to cover in this class, and adhere to a strict schedule.  It is your responsibility to turn in the right file, in the right place, at the right time.

6. Class meetings are mandatory, and consist of lectures, hands-on computer work, quizzes, and group work.   
7. Class will rarely be dismissed early.

8. Students are required to pay for printing when on campus.  See the following information: http://www.sierracollege.edu/student-services/campus-services/pay-to-print.php
(Obtaining textbooks/materials in advance is an important part of preparing for success in this course!!!
Please purchase your textbook package BEFORE the first day of class and bring all materials with you on Day 1. 

The REQUIRED materials for the CIS50 course includes the following 3 items:  
1)  a MyItLab Access code 
2)  either a spiral-bound hard copy;  OR  Etext version of the textbook:  Skills for Success With Office 2013, Volume 1
3)  a USB disk  (aka flash drive, thumb drive, etc.)   (Recommended 2gb minimum).

There are two options for purchasing the required textbook and Access Code:

1)  Buy a hard copy textbook packaged with a MyItLab access code.   If you are not comfortable using an Etext – this is the option for you.  The Sierra College bookstore sells this package:  ISBN: 9780133894264.
2)  Buy the MyItLab Access code with access to electronic version of text.  If you are comfortable doing all of your Chapter Reading and assignments in an Etext – this is an option for you.  You can purchase this package from the Sierra college bookstore (ISBN:  9780133775044) or online using a credit card or PayPal account by following the instructions in the video below
See video below for detailed instructions on purchasing and registering for your MyItLab account.
MYITLAB OFFICE 2013 REGISTRATION
Course IDs needed are:  college90953 for 11am section and college81198 for 2pm section
-------------------------------------------------------------------------------------------------------------------------------
 A “Browser Tune-up” is required in order to run the MyItLab program on your home computer. 

This tune-up program can be found on the following web page:   
http://www.pearsonmylabandmastering.com/northamerica/myitlab/browser-tune-up/office-2013.html 
Please perform the tune-up BEFORE class starts.  We will Sign In to your MyItLab account on the first day of class.  The MyItLab course software will be used all semester long for our class homework, exams, and grades.

-------------------------------------------------------------------------------------------------------------------------------
 Course Outcomes (what we will do in this class)
· design, construct, and modify text documents - flyers, reports and letters, including positioning graphics, setting tabs, creating columns, mail merge and constructing/formatting tables using word processing software
· design, construct, and modify spreadsheets with formulas, relative cell addressing, functions and charts using spreadsheet software
· design, construct, and modify, database tables, forms, reports and queries using database software
· differentiate and apply common computer terminology and basic operating system commands, manage files and folders
· use Web browser to upload and download files and navigate a network file server; study computer based training, take department assessments, utilize course management system
· design, construct, and edit presentations including graphics and animation using presentation software
· integrate applications by copying, inserting or importing data and objects from one application into another
[image: image1.png]


Looking forward to meeting everyone.  
Please email me if you have further questions.

Paula Jo (PJ) Elson
Professor-CIS

pelson@sierracollege.edu
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