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Course Information   
Course Description: This course is designed to help student’s master basic 

computer and keyboarding skills for inputting data into 
information system workstations and computers. Topics 
include computer terminology; file management skills, 
developing basic email skills, working with the Internet, using 
a course management system, and word processing skills. 
This course is designed for students with no previous basic 
computer or keyboarding experience.  3 hours lecture. 

  

Learning Outcomes: Upon successful completion of the course, the student will 
be able to: 

• Demonstrate mastery of the keyboard, including 
figures and special characters and using correct 
keyboarding techniques 

• Demonstrate the proper use and care of the operative 
parts of the various input systems and use the 
complete microcomputer system -- keyboard, monitor, 
disk drives, and printer 

• Apply basic word processing techniques utilizing a 
word processing application 

• Identify how and when computers can be used in the 
individual’s field of work and daily life 

• Apply microcomputer folder and file management 
skills 

• Demonstrate the ability to utilize email 
• Evaluate and comprehend the functions of the Internet 

and World Wide Web 
• Discuss the ethical, economic and social impact of 

computers in the present and future 

  

Prerequisites and 

Co requisites: 

None 

  
  

Course Topics: Week 1:  Introduction / KPB 1...13 

Week 2:  KPB / 14...25 and SNAP Setup 

Week 3:  Digitial Toolkit (30 points) 

  



Week 4: Computing Essentials (10 points) 

Week 5: Windows 7 

Week 6: Windows 7 (30 points) 

Week 7: Internet Explorer and Office 2010 (30 points) 

Week 8: Catch Up Week 

Week 9: Mid-Term Exam (100 points) 

Week 10:  KPB A...N 

Week 11: KPB O...T 

Week 12: Word 1 (20 points) 

Week 13: Word 2 (20 points) 

Week 14: Word 3(20 points) 

Week 15: Word 4(20 points) 

Week 16:  Final Exam (100 points) 
Specific Course Requirements: Microsoft Windows Operating System (Windows 7 or higher, 

jump drive, CD-Rom, 4 GB Ram, mouse, required textbook, 
internet access. 

  

Textbooks, Supplementary Materials, Hardware and Software Requirements   
Required Textbooks: Paradigm Guidelines for Microsoft Office 2010. Nancy Muir 

and Anita Verno. ISBN:  9780763842604.  

  

Also must have a SNAP access code. 

  

Software Requirements: Microsoft Word 2010, SNAP, AND Internet Access. (You 
cannot use WordPad, Works, Word Perfect, or any other 
software other than Microsoft Word.) 

  

To access D2L:  https://elearn.dscc.edu/ 

  

To access SNAP:  http://snap2010.emcp.com/ 

  



Instructor Information   
Instructor Name: Anne Sain   
Instructor Contact 
Information: 

Dyersburg State Community College / Jimmy Naifeh Center 

Academic Building / Room 139, 3149 Highway 51 South, 
Covington, TN  38019 

Email: asain1@dscc.edu  

  

Office Hours: By appointment   
Communications Preference: Please use the email from within MyDSCC Online.   

Email is checked daily, Monday – Friday, 8 - 5. Emails 
received after Friday will be processed Monday morning. 

  

      
Assessment and Grading   
Testing Procedures: Exams and quizzes will be given either online or on paper, 

depending on the specific instance.  No makeup tests or 
quizzes are given. 

  

Grading Procedures: Each student will be evaluated by a grade that will consist of 
the following criteria: 

  

Skill Exams and Concept Exams: 180 points 

Mid Term Exam: 100 Points 

Final Exam: 100 points 

Total Points: 380 

Key Board Pro (KPB) Bonus added to SNAP Grades 

Note:  The gradebook in D2L will be used for your 
grades.  While SNAP will give you instantaneous feedback, 
you may not see your grade from SNAP show up in your 
gradebook in D2L immediately.  SNAP grades are transferred 
to D2L Friday afternoon. 

  

Grading Matrix: 90 – 100 A 

80 – 89   B 

70 - 79   C 

  

mailto:trwilliams@dscc.edu


60 – 69  D 

0 – 59    F 
Assignments and Participation   
Assignments and Projects: Late labs and assignments are NOT accepted. Because 

assignments normally have about one week to submit, late 
assignments should not be a problem. Assignments MUST be 
submitted through DROPBOX in MyDSCC online. Other 
assignments may also be included. YOU MUST CHECK 
THE CONTENT MODULE EACH WEEK TO SEE YOUR 
ASSIGNMENTS! 

  

Library: Dyersburg State Community College Learning Resource 
Center 

  

Participation: Regular class attendance is essential to student success in 
college.  Absence from the classroom negatively affects 
student success and learning outcomes.  Dyersburg State 
Community College has established the following Class 
Attendance Policy which is applicable to all students 
attending classes both in person and online. 

  

1.      Attendance at all class sessions and regular participation 
in any online course for which a student is registered are 
expected. 

  

2.      Absences will be counted from the first meeting of the 
class. 

  

3.      It is the student’s responsibility to contact the instructor 
prior to an absence from class or shortly after the 
absence.  The instructor will determine whether an absence is 
excused or unexcused. 

  

4.      The student is responsible for all work and/or lecture 
material covered in any missed class session.  The instructor 
will determine whether to accept makeup work for the class. 
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5.      Students who have three (3) consecutive unexcused 
absences from a class that meets three (3) hours per week, or 
two (2) consecutive unexcused absences from a class that 
meets twice weekly or one (1) unexcused absence from a 
class that meets once weekly in a three (3) hour block, will be 
reported as “stopped attending.”  Students who do not 
participate in an online course for one week will be reported 
as “stopped attending.” 

  

6.      Students who exhibit a pattern of absences, even if not 
consecutive, may also be reported as “stopped attending.” 

  

7.      A “stopped attending” designation may negatively 
impact receipt of current and future financial aid. 

  

8.      It is the student’s responsibility to officially withdraw 
from a course if a “stopped attending” designation is reported 
or if continuing, regular attendance proves impossible.  In 
these circumstances, failure to withdraw from a course by the 
deadline listed in the Academic Calendar will result in a grade 
of “F,” and may negatively impact eligibility for future 
financial aid and/or continued enrollment (please note that a 
grade of W may also negatively impact eligibility for future 
financial aid). 

  

9.      Failure to contact the instructor prior to an absence may 
result in the designation of the absence as being “unexcused.”  

  

10.  Students wishing to appeal a determination of an 
unexcused absence or “stopped attending” designation should 
attempt to resolve the matter with the instructor within five 
(5) days from the last date of attendance.  If the student still 
wishes to appeal, he/she must present the matter in writing to 
the Vice President for the College within five (5) days after 
attempting to clarify or resolve the matter with the 
instructor.  The Vice President should receive the appeal 



within ten (10) days after the last date of attendance.  After 
the Vice President for the College receives the appeal, a hold 
will be placed on the student’s account during the appeal 
process.  The Vice President for the College will render a 
final decision within ten (10) days.  If the Vice President for 
the College denies the appeal, unearned financial aid money 
will be returned to the Federal Government (as required by 
Federal law) and the student may have an account balance.  It 
should be noted that if an appeal is not requested, any 
unearned financial aid money will be returned to the Federal 
Government and the student will have to repay unearned 
financial aid money. 

  

11.  Nothing in this policy shall be construed as preventing an 
instructor from having a more restrictive attendance policy 
regarding absences for an individual class. 

  

  

Special to online classes: Because I believe that student 
involvement is essential in the learning process and because 
14% of your grade is based on your participation, all students 
are required to participate in discussions, turn in all 
assignments and take all the tests. To stay on track in an 
online class you must check MyDSCC online at least 2-3 
times per week. This will allow you to get all your 
assignments and emails. I suggest you check it on Monday, 
Wednesday and Friday. 

Students With Disabilities: Dyersburg State Community College is committed to 
providing a discrimination free environment for all students. 
Students with disabilities are encouraged to inform the 
College of any assistance they may need. Please notify your 
instructor or Dr. Karen Rutledge, ADA Coordinator at (731) 
286-3242. 

  

Syllabus Changes: From time to time during the semester it may be necessary to 
make changes to the material in the course syllabus. Any 
necessary changes to the course syllabus will be sent to you 
by e-mail and posted within the online course material. 

  

Policies   
Punctuality: Each assignment and exam must be completed before or by 

the date as listed in D2L. An excessive absence report is filed 
for any student who does not attend class for three 

  



consecutive classes.  This report is filed with the Dean of 
Student Services.  If a student has been absent to the point of 
being unable to complete the course requirements, a request 
to administratively withdraw from this class may be 
submitted.  If you have stopped attending class, your class 
attendance status will be changed to “stopped attending.”  No 
exceptions! 

Roll: Roll is called at the start of each class.  Arrival past roll call 
requires a face-to-face meeting after class.  The door will be 
shut once class starts to prevent disruptions.  

  

Internet Usage: The use of the Internet is permitted for class related purposes 
only   

Resources   
Learning Resource Center 
Labs: 

Dyersburg Campus 

8:00 - 8:00 Monday-Thursday 

7:30 - 4:00 Friday  

9:00 - 1:00 Saturday 

Tipton County Center (Covington) 

8:00- 7:00 Monday-Thursday 

9:00 - 3:30 Friday 

Gibson County Center (Trenton) 

8:00 - 9:00 Monday - Thursday 

8:00 -4:30 Friday 

  

Printing: Printing is limited to 250 pages per term. Should additional 
copies be warranted, please add copies to your account at 
either the business office or the LRC. 

  

Bookstore: www.dscc.edu/bookstore   
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