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IST 2710 Syllabus
Computers and Society
Fall 2006

David R. Bowen, Instructor
What is a Syllabus?

The Syllabus for a course is the basic contract between you and the University. It should describe what you can expect to learn, what the assignments and other graded work are, and how the course grade will be determined. It should also describe the basic rules governing the course. While it is common for a syllabus to be changed once or twice during the term, you should read it carefully and keep it available for reference during the term.

Computers and Society is not a spectator sport. You will be expected to use computers and to answer questions related to computers. Doing these requires practice. While concepts and methods will be demonstrated during class, seeing someone else do it is not enough, so use the opportunity to practice during class, labs and homework. These are critical to success for all but a very few students.

About this course

This class primarily uses Microsoft Office 2003 under the Windows XP operating system. 

This Syllabus applies to the following two sections of IST 2710:

	Section #
	984
	988

	CRN:
	15240
	15065

	Day/Time:
	Mondays 9:35 AM – 1:15 PM
	Mondays 6 – 9:40 PM

	Location:
	Oakland Computer Classroom, Room 214
	Oakland Computer Classroom, Room 214


Telephone numbers for the Oakland Center Main Office:

(248) 553-3545 or (313) 577-3592
Instructor: 

David R. Bowen
Office Hours:
Thursdays at Oakland Center, 2 – 3 PM and 5 – 6 PM in the faculty office section or in the computer classroom, #214

Office Location: 
2311 A/AB (5700 Cass)

Work Phone: 
313-577-1498

IS FAX:
313-577-8585

E-mail:
d.r.bowen@wayne.edu

Home telephone:
248-549-8518

Address:
4704 Elmhurst Avenue


Royal Oak, MI
48073

Cell phone:
248-514-9458

Ford telephone:
313-390-2155 (Fridays and some Thursdays)

Work, Home, Cell and Ford phones have voice mail. I cannot pick up Ford voice mail unless I am there.

AIM screen name:
wsuwebguy

Course Description and Objectives:
IST 2710 is part of the Undergraduate General Education Program and meets the General Education Computer Literacy (CL) Requirements at Wayne State.
The purpose of this course is to make students computer literate in an interdisciplinary context. Therefore the objectives are not only to provide students with hands-on experience with commonly used applications such as Word-processing, Database, Spreadsheet, and Database programs, but also to introduce the conceptual underpinnings of the digital computer to enable them to better grasp its strengths and limitations as a tool in solving a variety of problems, to introduce students to its architecture and how it functions as an information processing system through the addition of appropriate peripherals, to introduce students to methods of communication with a variety of information sources, and to examine the impacts of computers on society with particular emphasis on the transformation of values, and the nature of work in the changing culture.

The course will cover three major areas: 

I. Computer Concepts and Computer Architecture

A. Structure of a computer

1. Binary number system

2. Binary representation of information

3. How machines do logic – logic with switches, Logic Gates

4. Interrelationship of the various parts of the computer – Paper and Pencil Computer

5. Operating Systems

B. Peripherals (Floppy and Hard Disks, Printers, Monitors, etc.)

C. Software (Machine Language, Programming Language, and Applications) 

D. Personal/Mainframe Computer communication

E. Client / Server architecture

F. Internet and World Wide Web

II. Laboratory work using selected software (Microsoft Works on DOS/Windows)

A. Word - Word Processing

B. Excel - Spreadsheets

C. PowerPoint - Presentation Software

D. Access - Database Analysis

E. Excel - Charting

F. QBasic - Introduction to programming

G. Internet and World Wide Web application – Email

H. Programming with QBasic

III. The Impact of Computers on Society, including

A. Artificial Intelligence

B. Computer Applications - Cars, Electronic Mail, etc.

C. Intellectual Property

D. Impact on the Workplace

E. Impact on the Economy

F. Impact on Values

G. Computer Security on the Internet

For students who wish to fulfill the General Education computer competency requirement in other ways, you may use a course from the Computer Science Department or Business School as an alternative, or take the general Computer Competency exam.

Course web site: 

The web site for these sections is: http://www.is.wayne.edu/drbowen/casf06

The web site for all IST 2710 sections is: http://www.is.wayne.edu/gst2710. Your own Instructor may modify the materials on the web site, so always use the course materials you get from your Instructor.

Materials: 

The two IST 2710 texts are available at the Barnes and Noble campus bookstore at the Oakland Center, on campus, and at other off-campus centers. The two texts for this course are shrink-wrapped together and sold as a bundle with ISBN 1423973305.

1. Microsoft Office 2003 Professional, Premium Edition, Course Technology / Thomson Learning, 2007. ISBN # 1-4188-6076-X (paperback).

2. Deborah Morley, Computers and Technology in a Changing Society, Second Edition, Thompson / Course Technology, 2006. ISBN-10 # 0-619-26767-4 (paperback).

If you buy the textbooks used, check the editions before you buy.

Other required materials: 

3. Box of at least five High Density 3-1/2" Floppy Disks, 2.0 MB unformatted capacity, or 1.44 MB if formatted. This may be purchased at the University Bookstore, Radio Shack, or any office supply or computer store, for about $10, before the 2nd class. You will use these disks to store your work between lab sessions. You should bring a working diskette and a spare to each class. If you buy a formatted floppy diskette, make sure that it is formatted for Windows IBM PCs and compatibles. If you buy unformatted diskettes, which are almost the same cost as formatted, you will have to format them before use, so formatted diskettes make more sense. Some diskettes carry one-year warrantees, while other carry lifetime warrantees. It is hardly ever worth your while to use the warrantee, but still it is better to know how strongly the manufacturer backs the product. I (David Bowen) always buy IBM formatted diskettes with a lifetime warrantee. Treat your diskettes carefully. You can damage the disks and lose the stored information because of heat, cold, strong electric or magnetic fields, dust or debris in the bottom of a briefcase or handbag, and bending or twisting. Seriously consider buying a diskette carrier. You should also label your diskettes. If you have more than one, it will help you bring the right ones. If you leave your disk in the classroom, you might get it back if it is labeled.

4. Wayne State University email account. WSU gives students free accounts for Internet access and for Internet email. These accounts are issued to students during their first semester, and are valid for one calendar year after leaving the University. Notification of your AccessID and Password is sent by postcard to your home address listed with the University. These are the same name and password that you use to log in to Pipeline and BlackBoard. If you were a student as of Fall 1997, you were notified at that time. If you entered after Fall 1997, you were notified during your first semester. If you have lost the notification, you can apply in person for a renotification in the C&IT computer center in the Adamany Undergraduate Library (telephone 313-577-4778).


You can find computers for course work and Internet access at WSU computer labs, including the off-campus centers, and at the Adamany Undergraduate Library on campus. Other institutions, such as libraries and town halls, provide free computer use and Internet access. Please note that non-WSU computers, including computers at home or work, may have different software than we will be using in this course.

Dates of Major Evaluations: 
· Half-hour Quiz at start of fourth class   

· Four-hour midterm exam during the ninth class

· Half-hour Quiz at start of twelfth class

· Four-hour final exam on the class day during Finals week.

There will be a list of Objectives for the course; the Quizzes and Exams will be taken from these lists. Each Quiz and Exam will have some of the usual “paper and pencil” questions, and in addition some practical use of the computer.

Grading Scale
Letter
Numerical
Description
A
90-100
Excellent

B
80-89
Good

C
70-79
Fair

D
60-69
Poor but passing

F
0-59
Failure

Wx
----
Official withdrawal (see #2 below)

I
----
Incomplete. Must be able to finish course without attending classes, must have completed a substantial part of the written assignments, must have agreement with Instructor for completion date. After one year, the I turns into an F.

The "-" range for a grade is the lower three points, and gets averaged at the middle. For example, A- is 90 to 92 and gets averaged as 91. The "+" for a grade is the top three points, and gets averaged at the middle. For example, B+ is 87 to 89 and gets averaged as 88. A grade of 100 is an A+. Note that the highest grade recognized by the University is A.

A note from the Registrar on grade changes effective Fall 2006:

“1. The X Grade (formerly used for failure to complete course requirements) is eliminated. Students who do not complete your course requirements, or do not withdraw appropriately (in timely ways), should receive a failing grade. 

”2. Students who request withdrawals beginning with the 5th week of the 
term will now receive one of these notations: 
-WP Withdrawal with a passing grade earned to date 
-WF Withdrawal with a failing grade earned to date 
-WN Withdrawal never attended, or no graded work to date 

”We expect that students will be able to make requests to withdraw on Pipeline, and that you will be able to approve the request on Pipeline, much as happens now with final grades.  More information on the new withdrawal procedure will be forthcoming. 

”3. Incompletes will revert to a failing grade after one calendar year for both Undergraduates and Graduate Students.  That means that work must be completed within one calendar year – there will be no extensions. 

”4. The failing grade for Undergraduates will now be F, rather than E. 

”5. Students will need to see an advisor to repeat the same course a third time. 

”6. Students who have repeated three different courses overall will need to see an advisor to repeat any fourth course.”

Grading: 
There will be weekly homework assignments, weekly labs to complete during class, regular quizzes, several computer assignments, two examinations and an essay assignment.

The course grade will be constituted as follows: 

· Weekly Assignments and Labs, all together: 15%
(May be reduced if there is a significant difference between quiz and exam performance and homework performance). The principal benefit of the Assignments and Labs will be to help you do well on the Quizzes and Exams. If you do not keep up with the Assignments and Labs, you will have a hard time doing well on the Quizzes and Exams.

· Quizzes, together 15% 

· Attendance 10%

· Midterm Exam 25% 

· Final Exam 25% 

· Essay 10%

So What?

Doing badly on a 10% component (Attendance or Essay) lowers your course grade by one full letter. All of the weekly assignments and labs combined are counterbalanced just by the two Quizzes. The Midterm and Final are the largest components – doing badly on either one means a maximum course grade of C. While missing or doing badly on the weekly assignments and labs can lower your course grade by up to 1½ letter grades, their primary benefit is getting you prepared for the Quizzes and Exams. But, they will only have this benefit if you do them on time; if they are late, you will have to do the Quizzes and Exams without practice. And remember, Computers and Society is not a spectator sport!

Assignment Schedule
NOTE: Reading and homework are due on the date shown, so they should be started no later than the week before. On the agenda for each class, there will also be weekly homework assignments, which are not shown below.

	Week
	Date,

Mon
	Reading: Computers and Technology in a Changing Society
	Reading: Microsoft Office
	Quiz, exam, other

	1
	9/11
	
	 
	 

	2
	9/18
	Chpt 1
	Essential Computer Concepts through (including) Key Terms on EC 36, and Windows through Key Terms on WIN 36
	 

	3
	9/25
	Chpt 2
	File Management and Word: Tutorial 1
	

	4
	10/2
	Chpt 3
	Word: Tutorial 2
	Quiz 1

	5
	10/9
	Chpt 4, 119 – 141
	Word: Tutorial 3
	 

	6
	10/16
	Chpt 4, to end
	Word: Tutorial 4 not including Mail Merge
	

	7
	10/23
	Chpt 5, 163 – 181
	Excel: Tutorial 1
	

	8
	10/30
	Chpt 5, to end
	Excel: Tutorial 2
	Midterm Q&A

	9
	11/6
	
	Excel: Tutorial 3
	Midterm

	
	11/13
	Chpt 6, 203 – 216
	Excel: Tutorial 4
	

	10
	11/20
	Chpt 6, to end
	Integration: Tutorial 1
	

	11
	11/27
	Chpt 7, 235 – 244
	Access: Tutorial 1
Internet Session 1
	Quiz 2

	12
	12/4
	Chpt 7, to end
	Access: Tutorial 2;
Handout on WSU Webmail
	 

	13
	12/11
	Chpt 8
	Access: Tutorial 3;
Handout on Programming 
	Final Q&A, Essay

	14
	12/18
	
	
	Final exam


Notes on Microsoft Office Professional

Finding sections in this book can be difficult, since the page numbers start over at every section. To locate a section, look at the colored rectangles at the top outside corner of every page, and keep track of where you are in the book.

The readings in Microsoft Office will prepare you for that week’s lab session. You will probably have trouble finishing the lab assignments in the time allowed, unless you do the reading beforehand.

You may want to do the labs at home or work. If you have Microsoft Office Professional 2003 (or 2000) there, this should work. If you do the labs at home using other office software, for example one of the Works suites or the free Star Office, you will not know how to use Microsoft Office for the exams and quizzes, and this will really pull your course grade down. Under Windows, you can tell which software you have by using the menu item Help > About…
This Microsoft Office text / lab manual has extremely detailed steps that are very reliable. If you run into trouble with a step, it is almost always because you left out an earlier step. Most steps have an introduction, then the detailed instructions (yellow background), and finally what you should see on the screen afterwards (yellow background). Tracking all of this will keep you in good shape. You may want to check off each section as you do it, to make sure that you do not miss a step.

Keep in mind that, from the point of view of this course, the point of all of this is to be able to use the software on the exams and quizzes. Here, the very detailed steps can make it hard for you to understand what it is that you are doing, for example formatting a paragraph. The list of course objectives will have what tasks you should be able to perform on the exams and quizzes.

Late Assignments, Missed Classes, Quizzes or Exams
There will be no penalty for late assignments. However, from November 13 to the end of the course on, I will accept no more than two labs or weekly assignments each class, and only one lab or weekly assignment on the day of the Final Exam. If you miss a class, download and review the Agenda and then contact your Instructor as soon as possible. You can download the Agendas from any computer that has Internet access, so you should be able to do this even before the missed class, if you are traveling for example. In other words, there are very few acceptable excuses for letting this drag on. There will also be a makeup assignment in lieu of the class time.

If you miss a Quiz or Exam, contact your Instructor as soon as possible, if you want a makeup. (If you do not complete a makeup, the missing Quiz or Exam gets averaged in as a "0," which really pulls down a course grade.) If more than one person misses, there will normally only be a single makeup session. I will give the group needing a makeup a couple of times, and let them figure out the schedule and tell me. If you do not contact me quickly after missing a Quiz/Exam, notice that the makeup time may be very difficult for you. The University requires that if you miss the Final Exam and want to make it up, you notify the Instructor within 24 hours.

Assessment by 4th Week: 

The instructor is required to provide the University with a written assessment of your performance in IST 2710 by the end of the 4th week of class. In these sections, the assessment will include performance on quizzes, timely purchase of class texts, completion of homework assignments and attendance, and will include suggestions for improvement which will be routed to a counselor

Incompletes

Incompletes will be given in this course only under very exceptional circumstance, as the student cannot be assured of a computer station in the subsequent terms if the classes are filled to capacity. Under no circumstances will incompletes be given to students who miss two weeks of class in the first 8 weeks of the 16-week term, unless they meet with the instructor before the second absence. Make-up exams will only be given in exceptional circumstances for officially verified medical reasons. The request must come before the actual exam.
Dropping Classes
Do not just stop attending this or any other WSU class. You will still owe tuition and will get a grade, such as F or WF that you do not want on your record. Always use a Drop form to drop a class. These forms are easily available through an Academic Counselor (call (313) 577-0832 for ISP Academic Counselors). If you have severe problems during the semester, ask the Instructor for an Incomplete (I) that you can make up afterwards.

Important Dates 

· Tuesday, September 5: Classes begin

· Tuesday, September 5 through Monday September 18: Late open registration

· Friday September 29: Last day to file certificate or degree applications

· Tuesday, November 21: Day scheduled as a Thursday

· Wednesday, November 22: Day scheduled as a Friday

· Thursday, November 23 – Saturday, November 25: Thanksgiving Recess

· Wednesday, December 13: Last day of classes

· Thursday, December 14:
Study Day

· Friday December 15 - Thursday December 21: Final Exams

· Sunday December 31: End of Term

Grading for Course withdrawals: 

Students who do not officially withdraw from the course before the drop deadline will be given an F. Students who have reasons for withdrawal after the drop-deadline that are compelling enough to warrant an exception to this policy will only be considered for an exception if they meet with the instructor about the issue allowing no more than 2 consecutive absences or a total of 3 absences to elapse before the meeting.

If you are doing badly in a course, either because your grades are low or because your work is incomplete or behind, you can withdraw from the course, or ask for an I (Incomplete). Grades of D, F, W or I can have serious consequences, and you should consider the options carefully. There are many factors that can influence which possibility is the best. Ask the Instructor or a counselor if you want advice.

Exceptions to grading policy: 

· Students with As on the midterm and the final exams will obtain an A in the course. 

· Students with Cs or Ds on the quizzes, and midterm and final examinations can have their grade improved significantly if their attendance and homework is steady and demonstrates their understanding of the concepts. 

· Students who miss a class are required to get the assignment for the following week as soon as possible, and turn in their assignments for the subsequent week on time. The major cause of in this class has been poor attendance, and irregular attention to the course. Very few, if any, students who have done their own homework and attended class regularly have failed this class. Student with anticipated work-related attendance problems should contact the instructor well in advance. Students with special emergencies should call and leave a message as soon as possible.

Additional information: 

You must have the required materials. Those individuals who chose not to have the required materials will be seriously jeopardizing their chances for success in this class! Please contact your instructor and counselor immediately if this is a problem for you. Laboratory work will be involved for the second half of the four-hour class period every week. Students will be provided a computer that runs DOS/Windows and the required software, to work with in the lab, and will be assigned software on disk. Texts associated with the software will be used to do exercises. As lab time is limited, students should be well prepared at home to attack their lab assignments efficiently. Almost all students need to use a computer outside of class hours to finish their computer assignments. The classroom presentation is a distillation of the assigned readings. Concentration in the classroom is the most efficient use of your time. I encourage you to tape the lecture-discussion part of each class to ensure that the concepts are internalized. It is much more difficult to glean them cold from the readings. 

Miscellaneous Notices:
· Make sure that all of your lab and homework files are on your floppy diskette before leaving class.

· Use the same computer each class.

· Save your work frequently, about every 10 minutes, so that it is not lost in a system crash.

· It is a good idea to have at least one study buddy in the classroom. If you do not know anyone else, make your neighbor in the classroom your study buddy and be sure to exchange phone numbers. Have your study buddy pick up materials for you in your absence.

· Regular and prompt attendance, and attention to computer labs and assigned readings is essential for best results.

· Know where your files are! A major cause of lost work and lower grades has been saving work to the hard drive (C:) instead of the floppy diskette (A:).

Class Conduct

A class session is a time for the Instructor and the class to work together towards the goals of the course. The Instructor's focus during class sessions will be on helping the entire class work towards the course goals, and this should be your goal also. 

Since there is a lot of work, class time is a valuable resource, not to be wasted. Attendance at class sessions and focus on class activities, is taken as evidence of course effort, and counts towards the course grade. Coming to class but not focusing on class activities is evidence of a lower level of effort. Distracting others who are otherwise focusing on class activities is unfair to the class, and detracts from the educational value of the class. 

In terms of the value of the class sessions, and this part of the course grade, if you do not want to participate in the class activities, it is better to stay away or leave the class, and people who persist in detracting from the educational value of the class may be asked or required to leave the course. If you think, for example, that the class session is not helping you meet the course goals, rather than distract others you should say that this is not helping you with the course goals, and leave.

Class sessions are a group, participatory setting. We encourage you to ask questions about the course. Questions can be for clarification, for review or repetition, to give an example to make a general principle specific or to clarify how it might apply in your own situation. Counter-examples and disagreement can be equally valuable. Questions to clarify assignments and about changing deadlines are also encouraged. In general, you should ask any questions, or make any comments or statements that you think could help the class towards the class goals. The worst that will happen is, if it only affects you, the Instructor will ask that you take this up outside of class time. For example, if you don't understand a comment on a homework paper, that could help the whole class understand the point, but if you think there is an arithmetic error in your grade, that only affects you.

Examples of what can detract from the educational value of the class include (but are not limited to):

· Playing video games

· Using email, unless this is part of a class activity

· Doing homework or assignments

· Use of cell phones or PDAs

· Asking someone near you a question - this distracts the entire class, and causes both you and the person you asked to fall further behind. If you have a question, ask the Instructor, so that the whole class can benefit.

To signal that you need a repeat, a restatement in using other words, an example, or some other type of clarification, or that you have something to add, there are several techniques:

1. Raise your hand (this is the best method)

2. Look confused or shake your head

3. Make a show of reading your notes and signaling disagreement

4. If there is no response, speak out

You may have personal emergencies during a class, particularly if the class lasts for several hours. If you get an emergency cell phone call during class, please follow the following guidelines, to avoid distracting others more than absolutely necessary:

1. Excuse yourself from the class, saying that you have a personal emergency.

2. Handle the emergency outside of the class.

3. When you return to class, people will be concerned. Consider giving a short report so that we don't imagine something even worse.

Quizzes and Exams are special circumstances. These are supposed to represent your own work. Talking, whispering or using a PDA or cell phone could be cheating, and so you should avoid these. Turn that cell phone off!

Grade Appeals
The Department of Interdisciplinary Studies has a clear policy in the event that a student should disagree with the Instructor's course (semester) grade. This policy is on the Departmental web site at www.is.wayne.edu/Policies/Grade Appeal Process.htm , and is summarized here. The grounds for a grade appeal may be (1)  the application of non-academic criteria in the grading process, as listed in the University's non​discrimination and affirmative action statute: viz, race, color, sex, national origin, religion, age, sexual orientation, marital status, or handicap; (2) sexual harassment; or (3) the application of criteria not relevant to course requirements. The policy involves first talking informally with the Instructor about the grade to see if the dispute can be resolved informally. This should be done within thirty days of the official notification of grades. In the event that it cannot be resolved informally with the instructor, the student can file a formal appeal with the Department Chair (currently, Roz Schindler – roslyn.schindler@wayne.edu or 313-577-0832). The Chair will consult with to the Departmental Academic Standing Committee. The student will be notified in writing of the Chair’s decision, and may then appeal to the Dean of the College (www.clas.wayne.edu/dean.htm). At any time, the student may also or instead go to the University Ombudsperson (www.ombudsman.wayne.edu) or to the Provost of the University (www.wayne.edu/provost/).

The Instructor is usually the first step. Those trying to start at the upper levels are usually referred back to the lower levels first.

You can also go directly to the Ombudsperson at any time for advice on how to handle an academic situation. The Ombudsperson is experienced with many different types of problems, and can tell you what types of resolutions you can expect, as well as advocate with faculty on your behalf.

SHUTTING DOWN A WINDOWS COMPUTER 

1. Make sure that all work is saved.

2. Click on the "Start" button (normally at lower left corner of screen)

3. Click on “Turn Off Computer” (twice)

4. If you have any unsaved work, you will be given a last chance to save it at this point

5. Remove floppy diskette (if you have not done this earlier).

Plagiarism

Putting this topic at the end does not imply that I think it is unimportant, but instead that I think it applies to everything in this course. In academic work, plagiarism is treated as a serious breaking of the rules, but it has harmful effects on your education beyond this. Plagiarism basically means passing off someone else's work as your own, and includes reusing your own work from the present course or from past courses. It does not matter whether this is done on purpose or by accident, by commission or omission, from one source or from many sources; it is still plagiarism, and it is still serious. The most obvious form of plagiarism is "copying" - using another author's words, without a hint that they are not yours. Changing one or two words in a sentence still results in plagiarism. On the other hand, using quotation marks and a reference to the source is OK, since you are not passing off the work as yours. Such references can even add to an impression that you have read the assignments!  References to opinions can also be used to strengthen your arguments, since a reference makes clear that someone else feels the same way that you do.

The Department of Interdisciplinary Studies has a formal Plagiarism Policy on its web site at http://www.clas.wayne.edu/IS, then click on “Policies” and then on “Plagiarism.” The policy describes plagiarism in detail, and describes consequences. If you have any doubt about what plagiarism is, make sure to ask the instructor. To be safe, make sure that you give credit to any authors you borrow from.

In this course, the first work that contains any plagiarism will be ignored, as if it were never turned in. In order to receive credit for the assignment, another topic must be chosen, and the work completely rewritten. Note that at the end of the course, there may not be enough time to redo the work, or even to notify you, before grades are due. Therefore, plagiarism near the end of the semester can have a particularly serious effect on your grade. The second case will count as an automatic failure for that assignment, and the third case will result in failure for the course. In accord with the DIS plagiarism policy, in all cases, including the first, a memo will be sent to the Department Chair describing the plagiarism, and the action I have taken. The student has the right to see the memo before I send it, to have a copy of the memo, to add a comment to the memo if desired. The student will be offered the opportunity to countersign the memo, but the memo will be sent with or without this counter-signature.

The main consequence of plagiarism, whether or not it is detected, is that you will not have the confidence that you can do the course work. The ability to step up in the outside world and say with confidence, "I can do that" is surely one of the primary benefits of a college-level course, and is the source of the other benefits. You may "get away" with plagiarism once or even more than once, but the main cost is that your college education, which is one of the best things you can do for yourself, will not have the benefits you were looking for.


Page 1 of 12

Page 12 of 12

