	CSCA01
	  Computing Skills for Co-op
  University of Toronto at Scarborough
	outline

summer 2008


	This course offers practical training in using several widely-accepted software tools such as Word, PowerPoint, Access, Excel and Visual Basic, as well as image-editing and web design tools. This is a non-credit course, limited to students enrolled in co-op programs.



	instructor
and TA:
	Kersti Wain-Bantin
	wainbantin@utsc.utoronto.ca    416 287-7275  SW625B
office hours:  Mon.  9:00-9:30,  Wed. 11:00-11:30

	lectures:
	Wednesday
	12:00-14:00  MW 160

	tutorials:
	Monday 
	TUT0001   10:00-12:00  BV469
TUT0002   13:00-15:00  BV469

	web site:
	www.utsc.utoronto.ca/~wainbantin/a01s08/


As this is a non-credit course, your mark in the course will not be calculated into your GPA. You will be given either a PASS or a FAIL as your mark in this course. This course will appear on your transcript, but it will not be counted towards your 20 FCEs.
The focus is on learning computer skills that will help in your co-op work placements and in future jobs.  The emphasis is on hands-on learning, and thus, more of an emphasis is given to learning in a tutorial (computer lab) setting than in a lecture hall.
This course assumes that students have a basic knowledge of using computers. We assume that students have used Microsoft Word, PowerPoint, and Excel. If you have never used these, consult the online manuals (see the Lectures page on the course web site). The focus will be on learning more advanced Microsoft Word, PowerPoint, and Excel that will take your computer skills to the next level.

We assume no prior knowledge of HTML, Dreamweaver, VBA, and Microsoft Access. We start our coverage of these software packages at an introductory level, and bring you up to an intermediate level. For VBA, we assume that you have not had any prior programming experience.
In addition to learning the software packages listed above to at least a moderate proficiency level, after successful completion of this course you will: 

· be more marketable in the workplace

· improve your skills to think critically and analytically

· be able to appraise components of a job or project, and determine which "information management" application best meets the requirements of that specific project, as well as the needs of the organization

· be able to integrate the results from different software packages

· be more comfortable using computers and have a better understanding of file and data management
· turn in better structured assignments for your other courses.

	lectures
	tutorials

	date
	topics 
	date
	topics

	May 7
	course introduction
	May 12
	Word and PowerPoint

	May 14
	Desktop Publishing: MS Publisher
	May 19
	Victoria Day –no tutorial

	May 21
	HTML
	May 26
	PowerPoint and Dreamweaver

	May 28
	HTML
	June 2
	Dreamweaver

	June 4
	Integration
	June 9
	Dreamweaver

	June 11
	MS Office 2007
	June 16
	Excel

	June 18
	MS VBA
	June 23
	Excel

	June 25
	MS VBA
	June 30
	Canada Day – no Tutorial

	July 2
	reading week
	July 7
	Excel

	July 9
	MS VBA
	July 14
	Excel

	July 16
	MS Access
	July 21
	VBA

	July 23
	Graphics: Corel Paint Shop Pro
	July 28
	Access

	July 30
	Graphics: Corel Paint Shop Pro
	Aug. 5
	Access and Integration


	grading scheme
	due date
	weight

	assignment: Word and PowerPoint
	June 2, June 16
	15%

	assignment: HTML, Dreamweaver
	June 16, July 7
	25%

	assignment: Excel
	July 7, July 21
	25%

	assignment: VBA, Access, Integration
	Aug 5
	25%

	10 in-class quizzes, 1% each
	nearly every week
	10%


	Software — major coverage
	Software — minor coverage (lecture only)

	Microsoft Word 2003

Microsoft PowerPoint 2003

Dreamweaver CS3
Microsoft Excel 2003

Visual Basic for Applications (VBA) 

Microsoft Access 2003


	HTML

FTP

DOS and UNIX

desktop publishing: Microsoft Publisher 2003

graphics: Corel Paint Shop Pro Photo XI

audio: Windows Media Player

video: Windows Movie Maker

PDF creation: Adobe Acrobat 8 Pro

file compression/extraction

CD/DVD burning

Microsoft Office 2007 


Textbooks

There are no textbooks for this course. Instead you have the following materials:

· downloadable manuals, available on the course Lectures web page

· links to additional information and online tutorials, available on the course Links web page 
· handouts in class and in tutorials.
Plagiarism

· Your soft copies of the assignments are to be placed on your W drive in a folder. Make your folder name difficult to guess and don’t tell anyone the name of your folder. (You must write your folder name on your assignment so the soft copy can be checked.)

· Although you may discuss general approaches to assignments with your classmates, the work you submit must be 100% yours. So don’t take notes while discussing the assignments with your classmates.

· Be sure to guard your assignment at all times; i.e. pick up your printouts immediately after printing your assignment on a public printer and do not dispose of your rough work on campus.

· If you have questions, read the students' code of conduct in the calendar and/or talk to your instructor.
Quizzes
In 10 of the 12 lectures you will receive a quiz at the beginning of class. Most, but not all questions will be based on the lecture content. You hand the quiz in at the end of class. Your cumulative quiz mark must be at least 5/10.

Assignments
You must obtain at least 40% on each assignment. If you fail to submit any assignment, you will fail the course. Your average mark for the four assignments must be at least 50%. Each assignment (except the last one) has two submissions. The first submission is marked with deductions for errors and omissions. The second submission is checked to see if all errors and omissions are corrected. 
· Start assignments early. Around the due date, the demand for PCs and printers may exceed the number available at the computer labs; last minute glitches are not a valid excuse for a late assignment.

· All assignments in this course may be completed at home, if you have the appropriate software. Please keep in mind that problems with your PC does not constitute a valid excuse for a late assignment.

· Make frequent backup copies of your assignment, as you are working on it. Always keep a backup copy of the final version of each assignment that you submit.

Late Assignments

· You will lose 2 marks for each day that the assignment is late. Late submissions are only accepted up until 5 days after the assignment was due unless accompanied by a UTSC Medical Certificate.
· If you are unable to submit an assignment on time due to medical reasons, get a UTSC Medical Certificate (at http://www.utsc.utoronto.ca/~registrar/registration/files/UTSCmedicalcertificate.pdf) completed by your doctor. When you return to campus, attach the certificate to your completed assignment and submit it as per instructions on the course assignment page. Be aware that doctors' notes are periodically verified.

Assignment Re-Marks

If you need to have an assignment re-marked, on the back of your assignment, clearly/specifically explain where you should have received more marks. Do not alter your assignment files or the marking notes. Assignment requests must be submitted into the assignment drop box within 1 week of the date that the assignment was returned.

AccessAbility Services

Students with diverse learning styles and needs are welcome in this course. If you have a disability/health consideration that may require accommodation, please contact the AccessAbility Services office (416-287-7560 or ability@utsc.utoronto.ca) as soon as possible. The UTSC AccessAbility Services staff are available by appointment to assess specific needs, provide referrals and arrange appropriate accommodation.  
Contact Information

· The instructor can be contacted during office hours and by e-mail. 

· Keep your email short, clear, and concise, with "CSCA01" as part of your subject line. Obscure emails will not be answered and marks will not be discussed via email. If you send e-mail from an account other than your UTSC e-mail account, you must include your full name and student number at the end of your message.

· If the answer to your question has already been discussed in the course, the instructor is not obliged to reply. So, lecture and tutorial attendance is important. Check the UTSC intranet for announcements frequently.

· E-mail is only answered two or three times per week; do not expect an immediate response, especially on the weekends and close to assignment deadlines. We reserve the right to ignore e-mail messages that do not conform to the above rules.
