
Introduction to Microcomputing – INFS 1000 
(formerly AIS 1180) 

Fall 2014 
Contact Information: 

Name:  
E-mail:  
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Class Format:  
Last Withdrawal 
Date:  
Holidays and 
Breaks:  

Course Description: 
An introduction to microcomputing tasks and terminology. Topics include input and output, 
storage, memory, the CPU, and the Windows operating system. Hands-on experience is gained 
in working with Windows, managing files, managing disks, and exploring the Internet. 

No prerequisite knowledge in the discipline is required. Students should have the reading and 
writing skills appropriate and expected of college-level students 

Textbooks and CourseMate Code Required: 
Publisher: McGraw-Hill 

The information below is the best available at the time of updating of the syllabus. Please 
see DISCLAIMER below. 

Microsoft Office 2010, Windows 7, A Case Approach, The O’Leary Series – Authors: Timothy J. 
and Linda I. O’Leary - ISBN # 978-0-07-733125-7 

Computing Essentials 2015, Introductory – Authors: Timothy J. and Linda I. O’Leary – ISBN# 
bundle  in NSCC bookstoreISBN_1259353893 and Connect code 

The two required books and the required Connect code are sold packaged as a bundle at the 
NSCC bookstore.  



DISCLAIMER: Textbook selection is subject to frequent change. Confirm with the school 
bookstore: http://www.cbamatthews.com/nashtk/ or 615-353-3315 

Grading Criteria: 

Grading Criteria: 

Tests 50% 

Assignments 40% 
Participation (Discussions) 10% 

Tests (50%): 
The tests contain questions based on the course outcomes and competencies listed earlier in this 
syllabus.  

Assignments (40%): 
Homework assignments will consist of assigned exercises and problems. Homework assignments 
for a lab or chapter have deadlines and may not be accepted past the deadline. 
 
Participation (10%): 
Students are expected to post at least once in each Module Discussion Forum following the 
Discussion Grading Rubric shown in the course to receive credit for postings. 

Grading Scale: 
A 90 - 100 
B 80 - 89 
C 70 - 79 
D 60-69 
F under 70 

Note that per Computer Accounting Department policy, no Ds are given as final grades.  
Therefore, you essentially need a "C" average or better to pass this course. 

Topics to Be Covered: 
Windows 7 (Operating System) 

• Project 1: Windows 7 Basic Skills 
• Project 2: File Management 
• Project 3: Using Applications 

Discovering Computers (Book Version Updated Annually) 

• Chapter 1: Information Technology, the Internet, and You 



• Chapter 2: The Internet, the Web, and Electronic Commerce 
• Chapter 3: Application Software 
• Chapter 4: System Software 
• Chapter 5: The System Unit 
• Chapter 6: Input and Output 
• Chapter 7: Secondary Storage 
• Chapter 8: Communications and Networks 
• Chapter9: Privacy, Security, and Ethics 

Course Outcomes: 
Upon successful completion of this course, students will: 
 

1. Be able to turn on a computer, log in and navigate using the Windows 
operating system.  

2. Be able to identify hardware, what its function is and types of application 
software commonly used.  

3. Identify microcomputing terms and distinguish one from another.  
4. Identify the components of the system unit and input/output devices and 

their functions.  
5. Be able to create, make changes to, retrieve and save files in a specific 

location on the hard drive or on portable storage media and be able to 
create a folder structure and manipulate files within the folder structure.  

6. Be able to locate files, launch applications and perform Internet navigation 
and searches.  

Course Competencies: 
The following are detailed course competencies intended to support the course outcomes: 

Given a computer to use (if necessary) and without notes or other materials: 

1.      Explain the importance of computer literacy.  

2.      Classify computers according to category. 

3.      Define a personal computer and identify its components. 

4.      Explain the terms and functions of an operating system, a server, a workstation and a 
user interface. 

5.      Describe Windows and its primary features. 

6.      Identify and explain the purpose of the Utilities included with most operating systems. 



7.      Summarize the computer start-up process and explain how programs transfer in and out 
of memory. 

8.      Use Windows Help and Support. 

9.      Identify the characteristics of and explain the purpose of a network, user account types 
and user accounts. 

10. Define a bit and describe how a series of bits represents data and defines storage 
capacity. 

11. Turn a computer and its monitor on and off and log on and off.  

12. Perform the basic mouse operations: point, click, right-click, double-click and drag. 

13. Display and customize the Start Menu and open documents and programs from the Start 
Menu. 

14. Locate and launch various application programs from All Programs. 

15. Minimize, open from the Taskbar, maximize, restore, move, size, scroll within and close 
a Window. 

16. Manipulate, add and delete icons, shortcuts, files and folders to the Desktop. 

17. Manipulate the Desktop Properties. 

18. Launch the Recycle Bin, view its contents and properties, delete an item(s) or empty the 
Recycle Bin and restore an item(s). 

19. Locate and view the contents of drives, folders and files in My Computer and Windows 
Explorer. 

20. Display various Views and drive, file and folder Properties in My Computer and 
Windows Explorer. 

21. Create, name, save, open, modify, close, rename and delete a document in NotePad or 
WordPad. 

22. Given a shortcut notation, understand how to use the shortcut and understand the 
notation. 

23. Create a folder, name and rename, copy or delete a file or folder, move documents into 
and out of a folder and open and close folder expansions in My Computer or Windows 
Explorer. 

24. Given a file name, identify common file types by their extension. 

25. Copy a file onto portable storage media. 



26. Open a file from portable storage media and manipulate files and folders. 

27. Be able to Cascade windows, Tile Horizontally and Tile Vertically. 

28. Be able to manipulate the Taskbar and Toolbars on the Taskbar. 

29. Use the Search feature to locate files and folders, save a search and use the saved search.  

30. Open the Control Panel window, change the View and adjust settings. 

31. Distinguish between system software and application software. 

32. Identify the categories of application software and identify the key features of widely 
used business programs. 

33. Define input; identify and describe the most common input devices. 

34. Define output; identify and describe the most common output devices. 

35. Define storage; identify and describe the most common storage media. 

36. Explain how to connect to the Internet, access various websites and perform an Internet 
Search. 

37. Explain the functions of a web browser, internet service provider and communications 
hardware. 

38. Identify and explain the components of a web address. 

39. Describe the general types of Web sites. 

40. Apply the rules of netiquette.  

General Education Competencies: 
The following are general education competencies intended to support the course outcomes: 

41.  Given a computer topic, write a clear, well-organized document supporting your solution or 
decision. 

42.  Given a computer problem or project, locate, evaluate, and use multiple sources of 
information to determine and substantiate your decision. 

43.  Given a computer problem, participate as team members and team leaders. 

44.  Given a computer problem, apply critical thinking skills to determine and support a solution. 

45.  Given a computer situation, use and adapt current technologies to increase efficiency and 
effectiveness in performing routine computer operations. 



Communications Policy: 

It is the student’s responsibility to check NS Online (D2L) and MyNSCC email 
on a regular basis. These are the official communication channels between 
the college and students. Students are responsible for the information 
communicated through those channels. NS Online (D2L) contains specific 
course information and MyNSCC contains information important for other 
purposes. 

 

Instructor Response Time: 

The instructor will respond to e-mails on a timely basis with the exception of 
school holidays or breaks. E-mails sent after 4:30 on Fridays or a day before 
a holiday or break, may not receive a delayed response.  

Late Submissions Policy:  
Students are expected to log into the online course at least twice per week 
and read any e-mails from the instructor and Discussion postings from the 
instructor and fellow students. Students are expected to complete 
assignments, tests, and online discussions by Calendar due dates. Students 
who become behind by missing assignment(s) and/or test(s) for 
two consecutive weeks and do not contact the instructor during that 
time may not be allowed to complete prior work. In no case are 
discussion postings allowed to be made up. If you have a legitimate reason 
for missing a deadline please communicate with your instructor concerning 
this. 

Late discussion postings are NOT allowed. The Discussion forums 
are open for a specified amount of time and locked after the stated 
deadline. 
 
Late assignments may not be accepted by the instructor. Please 
provide documentation as to why you missed the assignment if you 
are asking to turn in a late assignment.  
 
Late tests may or may not be allowed at the discretion of the 
instructor and the gravity of the student’s situation. Please provide 
documentation as to why you missed the test if you are asking to take 
a test late. 
 



It is the student’s responsibility to plan ahead and anticipate power 
outages, internet connectivity problems, equipment failure, etc.  You should 
have an alternative means of completing this class’s requirements or simply 
complete these in advance of the deadline to avoid such problems at the last 
minute. Discussion forums, Assignments and Tests are open and available 
starting the first day of class until the deadline. Nashville State Community 
College has computers available for use, as well as every public library. 
Many businesses provide free wireless internet such as McDonald’s and 
Starbucks as well. Since this is a fully online course, it is highly 
recommended that you have your own personal equipment and a backup 
available. Also it is crucial to have a reliable internet service provider and a 
backup plan. Personal computer and/or software issues are not the 
responsibility of the instructor. Please call the NSCC 24/7 Help Desk at 615-
353-3678 for assistance:  

http://nscc.edu/student-‐resources/student-‐resources-‐details/computer-‐help-‐desk/ 

Early Warning System 
Nashville	  State	  Community	  College	  has	  implemented	  an	  Early	  Warning	  System	  to	  notify	  students	  via	  e-‐
mail	  about	  academic	  problems	  such	  as	  poor	  classroom	  attendance,	  poor	  performance	  on	  
assignments/tests,	  poor	  communication	  skills,	  late/missing	  assignments,	  and/or	  lack	  of	  classroom	  
participation.	  	  Please	  note	  that	  Early	  Warning	  Alerts	  do	  not	  affect	  a	  student’s	  academic	  standing.	  

Americans with Disabilities Act (ADA) Policy: 
Nashville State complies with the Americans with Disabilities Act. If you require any 
accommodation(s) for this class, please notify the Student Disabilities Services as 
soon as possible. The Student Disability Services office is located in D-26 and their 
phone is 353-3721. Notify the instructor about the accommodation that you seek. 
NSCC Accessibility Policies and Services Statement: 

Learning Management System – Desire2Learn (D2L) Accessibility 
Statement: 

http://www.desire2learn.com/products/accessibility/instructor-resources/course-
organization/ 

Academic Dishonesty and Conduct Policy: 
Plagiarism, cheating, and other forms of academic dishonestly are prohibited. 
Students guilty of academic dishonesty, either directly or indirectly through 
participation or assistance, are immediately responsible to the instructor of the 
class. In addition to other possible disciplinary sanctions that may be imposed 
through the regular institutional procedures as result of academic misconduct, the 
instructor has the authority to assign an "F" or a "zero" for the exercise or 
examination or to assign an "F" in the course (Student Handbook) 
http://nscc.edu/resources/student-handbook/ .  



Mission of the Division of Business and Applied Arts: 
To help our students become ethical and competent professionals in their chosen 
fields by providing a learner-centered environment. 
The Business and Applied Arts Division provides programs of study consistent with 
students’ goals which are intended to develop appropriate skills that our faculty and 
advisory committees have identified as critical to success. To accomplish this we 
focus on academic excellence, best practices in teaching and learning, technological 
competence, and the practical application of discipline-specific principles. 

Vision of the Computer Accounting Program: 

The	  vision	  of	  the	  Computer	  Accounting	  program	  is	  to	  provide	  the	  community’s	  premium	  
educational	  and	  employment	  value	  in	  the	  computerized	  accounting	  field.	  

Mission of the Computer Accounting Program: 
The	  mission	  of	  the	  Computer	  Accounting	  program	  is	  to	  provide	  quality	  education	  in	  computerized	  
accounting	  that	  enables	  students	  to	  succeed	  in	  a	  career	  now	  and	  in	  the	  future.	  
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