
CS110G Computer Literacy (on the web)

Instructor: Doug Bocaz-Larson Email: dbocaz@nmsu.edu
Phone: 290-1331 cell Office: 124         

This course begins 1/18 and ends 3/12.

Optional lab times in room 124:
Mondays and Wednesdays 9:55am-11:15am

Other times in room 124:
Mondays and Wednesdays 11:30am-2:15pm

Office Hours:  Tues/Thurs 9:55am-1pm

Text: Microsoft Office 2003 Brief Concepts and Techniques Shelly Cashman Vermatt 
ISBN: 0-619-20022-7  

Course Description: 
This course will introduce the student to the hardware and software that comprise a computer 
system.  Much of the class will be hands-on use of the application software.  In this class, you 
will use the Microsoft Windows operating system and Microsoft Office for word processing 
(Word), spreadsheets (Excel), and presentations (PowerPoint).   You will also learn to navigate 
the Internet with Internet Explorer software.  Through the knowledge and abilities gained in this 
class, you will be prepared for success in your degree programs.  NOTE: This is a 8 week course 
that ends on 3/12/07.

Instructor Availability: I will be happy to work with you in a computer lab at NMSU-
Grants at scheduled times. Please call my cell phone (505-290-1331) or email me 
(dbocaz@nmsu.edu) for questions or to arrange a time to me.  Email is actually the 
quickest way to reach me followed by leaving a message on my cell phone.  I check my 
office phone the least often.   Feel free to ask questions anytime. Most importantly, turn 
your assignments in on time and don't get behind.  

Assignment Deadlines:
Please make sure that all your work is in by the deadlines on the syllabus.  Make-up quizzes and 
assignments will not receive full credit.   10% will be taken off for each deadline that passes 
when the assignment or quiz is not completed.

Evaluation:
Discussions 1-16 100 points
Project 1 (Word Flyer) 100 points
Project 2 (Hobby PowerPoint)  100 points 
Project 3 (Web Pages)  100 points
Project 4 (Excel Chart)  100 points
Project 5 (Citations / Summary) 100 points
Project 6 (PowerPoint Report)  100 points 
Project 7 (Word Report)  100 points



Project 8 (Excel Survey) 100 points
Final Project  100 points

Grading scale:
100-90% A  900-1000 points

89-80% B 800-899 points

79-70% C  700-799 points

69-60% D 600-699 points

>59% F under 599 points

Deadlines �Students must meet the deadlines in order to receive full credit for 
assignments, quizzes, and projects. 10% will be taken off for each day the assignment is 
late up to 40%.   If 10% of the assignments in the course are late, then your final grade 
will be deducted by 10% which means you will not receive an A.

Final deadline for all 1st 4 week assignments – February 14
Final deadline for all 2nd 4 week assignments – March 12

Failure to meet the above deadlines may result in your being dropped from the course by 
the first 4 weeks or a failing grade on the 2nd 4 week assignments.

Important Dates
January 18 Class Begins
February 14 at 4pm Last day to drop
March 12 Last day of class

Words of Wisdom
When you take a course about computers, you get out of it what you put into it.  
Computers are constantly changing and you must be constantly learning to keep on the 
cutting edge.  A class in computers will help you get started, but it is up to you to go that 
extra mile to become an expert.   Working with computers is like learning a musical 
instrument.  You don’t become a good musician without practice.  It is the same with 
computers.  If you don’t practice and develop your skills on your own, then you’ll never 
be a true techie.  No computer class can teach you everything you need to know on a 
topic.  Computer courses are a jumping off point to a journey, not a destination.

Important Notes to Students (the fine print):
If you have, or believe you have, a disability that would benefit from any accommodation(s), you may wish to register 
with the Student Services Office on the first floor of Martinez Hall.  All medical information will be treated 
confidentially.   After you have registered, please make sure that I receive a copy of the accommodation memorandum 
from Student Services within the first two weeks of class.  It will be your responsibility to inform me or the office of 
Student Services (in a timely manner) if the services/accommodations are not meeting your needs.  If you have a 
condition that may affect your ability to exit safely from the premises in an emergency or that may cause an emergency 
during class, you are encouraged to discuss any concerns with Ms. Irene Charles-Lutz, Campus Student Services 
Officer at 287-6629, or with me at 287-6656.



Any student found guilty of academic misconduct shall be subject to disciplinary action.  Academic misconduct 
includes, but is not limited to, the following actions: cheating; plagiarism; unauthorized possession of examinations, 
reserve library materials or laboratory materials; unauthorized changing of grades on an examination, instructor’s grade 
book or grade report; nondisclosure or misrepresentation in filing out applications or other college records; or violation 
of computer use policies.   The following disciplinary actions and sanctions may be imposed for any of the above 
infractions of regulations: disciplinary probation, disciplinary suspension, dismissal, expulsion.

Tentative Schedule for CS 110G-04 (subject to change)

Go to Discussions in WebCT to complete the following assignments:

DISCUSION 1: Log into WebCT http://salsa.nmsu.edu and “introduce yourself” to 
the class in the Discussion room.  Click on the Discussion link to the left of the 
webct course.  Then click on the Discussion name "Introduce yourself" and find 
the first message from me.   I suggest clicking Unthreaded and All to find the 
messages if they don't show.   Then click the first message from me and read the 
prompt.  Then click Reply and type a response.  In your response, tell me a little 
about yourself.  Then click Post.
Also, take a moment to meet one of your instructor, Doug Bocaz-Larson at 
http://grants.nmsu.edu/facultywebs/Doug/meetdoug.html and bocaz.com
DEADLINE:  Monday, January 22

DISCUSSION 2 (extra credit):  Post picture of yourself 
In this Discussion on WebCT, post a picture of yourself.   Post the picture in .jpg 
or .gif format so it’s easy to open.  If you need help, you can bring a picture of 
yourself to room 124 during my office hours/lab times. 
DEADLINE: flexible 

DISCUSSION 3: What do you know about computers?  
Tell about your experiences with computers.  Have you used them on the job?  
For school?  What programs have you used and which ones do you know really 
well? 
DEADLINE:  Monday, January 22

DISCUSSION 4: What do you want to know? What do you want to learn about 
computers this semester?  Excel?  Access?   Web design?   Graphic design?  
Making digital movies?  This is will help when designing a final project for this 
class. 
DEADLINE: Monday, January 22

PROJECT 1: Microsoft Word Flyer - Design a flyer in Microsoft Word about you 
or a hobby you enjoy.  As a model for this assignment see WD 66, WD 68, WD 
69, or WD 70 in the book.   Post your flyer as an attachment in this discussion.   
When you click Compose Message or Reply, a message window opens.  Type 
“Flyer Assignment” for the subject and then write briefly about what you did your 
flyer about in the Message area.  By Attachments click the Browse button and 



click on your document (you’ll need to locate this on your computer hard drive or 
disk).  Finally be sure to click the Attach file button and look for your document to 
appear written in blue and underlined like a hyperlink.  Finally click Post.    
NOTE: Before doing the assignment you can practice with the following 
OPTIONAL assignment: Grand Prix Announcement WD 5-54 (extra credit).  
Email this optional/extra credit assignment to me as an attachment in WebCT.
DEADLINE:  Wednesday, January 24

DISCUSSION 5: Websites about a hobby
Go to a search engine such as www.google.com or www.yahoo.com or another 
one you like to use.   Find websites on your favorite hobby and post their URLs in 
this Discussion in WebCT.  (For example, if your hobby is football and you want 
to list the NFL website, you’d write: “NFL: http://www.nfl.com”).
DEADLINE:  Monday, January 29

PROJECT 2: Hobby PowerPoint Presentation
Create a four slide PowerPoint talking about something you enjoy as a hobby 
(Football?  Cooking?  My Little Pony?).  Give four reasons you think this is a 
great hobby.  Pictures are optional.  Post your resulting PowerPoint presentation 
in this WebCT discussion. NOTE: Before doing the assignment you can practice 
with the following optional (extra credit) practice assignment on using 
PowerPoint: College Success PPT 5-61 PowerPoint. Email this optional/extra 
credit assignment to me as an attachment in WebCT.
DEADLINE: Monday, January 29

DISCUSSION 6: Net Hunt Assignment: Do the Internet Scavenger Hunt.   Go to 
a search engine such as www.google.com or www.yahoo.com or another one 
you like to use.   Find websites on the following topics and list them using their 
URL in this Discussion in WebCT.  (For example, if I wanted you to list the 
website for our campus, you’d write: “NMSU-Grants: http://grants.nmsu.edu).   
Now here is the net hunt: 1) Find a website about a New Mexico museum.   2) 
Find a website about a business in New Mexico.   3) Find a website with tourist 
information about New Mexico.  I would like everyone to be sure to find different 
websites than the other students in the class so be sure you check everyone is 
posted before you complete your assignment.
DEADLINE: Wednesday, January 31

DISCUSSION 7:  Website Design: The Good, The Bad, The Ugly:   Look at the 
web pages you found during the Net Hunt in the last discussion.   Which 
websites did you like?   Which ones had the best design?   Which ones were 
easy to use and read?  Which ones are the most attractive visually?   Which one 
was the worst?
DEADLINE: Wednesday, January 31  

It is important to email your instructor (dbocaz@nmsu.edu or in WebCT) by 
Feb. 7 so you are not dropped from the course.



PROJECT 3a: Geocities Web Page:  Create a web page about yourself on 
Geocities.  Geocities is a free web hosting service through Yahoo.com. It won't 
cost you anything and if you have a Yahoo email account it is very easy to set 
up.

Use the following directions to set up your account and then create a simple web 
page using the Geocities web page wizard:
1. Open Internet Explorer, Firefox or another web browser).
2. Go to the web address: http://www.geocities.com/
3. You now see the Geocities welcome page. On the left hand side, click on the 
blue hyperlink that says free.
4. Click Sign Up on the right hand side by the GeoCities Free area.
5. If you are new to Yahoo, you will need to fill out the form that is displayed. The 
Yahoo! ID you select will be the name of your website so select it carefully. Do 
not hit enter until you fill out the entire form. Use tab to move from field to field. (if 
you have a Yahoo email account, click on sign in). Once you have created an 
account or if you are an existing Yahoo users, you will be asked to select a 
category for your website. Pick a category and then hit enter. 
6. Click on PageWizards and follow the directions to set up your page. 
At the end you’ll be given a website address.  Post that address in this 
discussion.
If you have any problems, please contact me for help.   
DEADLINE: Monday, February 5 

PROJECT 3b: HTML web page in notepad �Create an original web page with 
HTML.  HTML is a computer programming language for making web pages.  In 
this WebCT discussion, see the attached instructions for how to do this 
assignment.  Post the resulting html file as an attachment on webct.   
DEADLINE: Wednesday, February 7 

DISCUSSION 8: Computer Shopping.  Do some shopping for computers on the 
internet.  Go to http://www.epinions.com/PC_Desktops   In your own words, 
answer the following (do not copy and paste the answers):  What is processor 
speed?  What is form factor?  Is this important to you?  Why or why not?  What is 
Installed RAM?    What is hard drive capacity?   Now select a Brand of computer 
such as Sony, Dell or Gateway.  Then select the computer by a processor speed. 
Scroll down to view the results (if there isn’t a computer with a price then click 
Back in your browser and select a different processor speed). What computer did 
you find?   What does it cost?   What is the RAM?   What is the Hard Drive 
Capacity?  After you record this information, try a different brand of computer and 
record the results for this as well.   Post the answers to all the above questions in 
this Discussion in WebCT.   DEADLINE: Monday, February 12 

PROJECT 4: Create a chart in Excel that compares the two computers you found 
in discussion 8.   Create the Excel chart on comparing computer prices, 



processor speed, installed RAM and hard drive capacity.    You’ll want to create a 
different chart for each comparison.   NOTE: If you need practice with Excel, you 
may do the OPTIONAL assignment for extra credit: Extreme Blading EX 4-46 
Excel.
DEADLINE: Monday, February 12 

Last day to drop February 14

DISCUSSION 9:  Netiquette – In this class we’ll be doing several discussions 
where you will post your thoughts on different topics.   In these discussions (#9-
16), I have certain expectations.   Your grade for these discussions will be 
determined by the following: 4 points for posting your response (50-100 words), 3 
points for giving a working website hyperlink to a website that supports your 
ideas and 3 points for correct spelling and grammar.  CS110 is a G course which 
means that good writing is a goal for this class.   My other expectation for the
discussions is that everyone practices good Netiquette.   What is Netiquette?  
Research this term on the internet (http://www.google.com or 
http://www.yahoo.com).   Post in your own words what Netiquette is, why you 
think it’s important and the link to the website where you found the answer.  
DEADLINE: Wednesday, February 14 

DISCUSSION 10: Complete the discussions on "How is technology changing the 
world?" Is the world different because of the new technological advancements 
related to the computer?  I would like everyone to discuss one way computer 
technology has changed the world. Be sure your posting is 5-10 sentences to 
receive full credit for this assignment.  Everyone needs to pick a different topic so 
be sure to read what others have posted.   Find an online article that supports 
your ideas on this topic.  Also respond to another person’s posting in the class 
either expanding on what they posted or asking a questions about their posting. 
DEADLINE: Wednesday, February 14

DISCUSSION 11: Complete the discussion "Can technology make us better?"   
Do you think genetic engineering can improve people?   Can computer chip 
implants make us smarter or healthier?   Can cloning extend our lives?   Pick one 
of these topics or another related one and post your ideas.   Everyone needs to 
pick a different topic so be sure to read what others have posted before you post 
your opinion.  Be sure your posting is 5-10 sentences to receive full credit for this 
assignment.  Find an online article that supports your ideas on this topic.  Also 
respond to another person’s posting in the class either expanding on what they 
posted or asking a questions about their posting.
DEADLINE: Wednesday, February 14

DISCUSSION 12: Join the discussion on "Is science fiction becoming science 
fact?"   Look into your crystal ball.  What do you think will be the next big 
computer technology that will change our lives? Take look at science fiction such 



as Star Trek. Captain Kirk and Mr. Spock were using futuristic communicators. 
Don't they make you think of some technology we have today? How about cell 
phones?  What about the Jetsons? Sometimes science fiction becomes a reality.   
Or what about James Bond?   Has any of that technology become a reality?  
Look at today's popular science fiction such as Star Wars, The Matrix or James 
Bond. What technology do you think will become a part of our future? What 
technology do you think is possible? Which technology do you think is 
impossible?   Be sure your posting is 5-10 sentences to receive full credit for this 
assignment.  Find an online article that supports your ideas on this topic.  Also 
respond to another person’s posting in the class either expanding on what they 
posted or asking a questions about their posting.

DEADLINE: Wednesday, February 14

DISCUSSION 13: Internet Dating Stories.  Internet dating is becoming more and 
more popular.   One service got a lot of attention recently because they wanted 
to limit their membership to only “beautiful” people.   Do you think meeting people 
on the internet is a good idea?   Are there problems that have occurred related to 
this?   What are some stories you’ve heard (good or bad)?    

Be sure your posting is 5-10 sentences to receive full credit for this assignment.  
Find an online article that supports your ideas on this topic.  Also respond to 
another person’s posting in the class either expanding on what they posted or 
asking a questions about their posting.

DEADLINE: Wednesday, February 14

NOTE: The following Citation Assignment tends to be one of the toughest 
assignments.  Be sure to give yourself a lot of time for this and maybe plan on 
coming in for help.   

PROJECT 5a:  Citations Assignment:  Now you will decide on a topic to research 
for this class.  Look back through discussions #10-15.   Which one did you find 
the most interesting and that you’d like to research further?   Pick a topic from the 
discussions and find 4 online articles on this topic.  Make sure they are from 4 
completely different sources and not 4 pages from the same website.  (For 
example, www.starwars.com/inventions and www.starwars.com/ethics are from 
the same website and would only count as one source.  Once you have your 4 
websites, go to http://www.citationmachine.net/ and create citations for a Works 
Cited page in APA format.  Here is another website that can help with making 
citations as well. http://www.apastyle.org/elecsource.html has examples of what 
citations look like for websites.  Type the citations in Microsoft Word and post 
your finished document as an attachment on this discussion.  Make sure that the 
first line of each citation is not indented but that the rest are indented.   See WD 
75-120 in the book for help on how to do hanging indents for citations or try this 
online tutorial 
http://www.nailitnow.com.au/word/tutorial32002/word3indenthanging.html (don’t 
worry, it’s free even though they want you to pay.  Just click next at the top to see 



each step in the tutorial).
DEADLINE:  Monday, Feb. 21

PROJECT 5b: Summaries Assignment.   Write a brief summary of each article 
you created citations for in Project 5a.   What is the article about?  Why was it 
written?  What are the main points of the article?   How will this article help with 
your report?   The summary should be about 4 sentences long for each article.   
Write these summaries in Microsoft Word and post the resulting document as an 
attachment in this discussion.
DEADLINE:  Monday, Feb. 21

PROJECT 6: PowerPoint Presentation: Create a PowerPoint report on one the 
topic you researched for Project 5 a and b.  Be sure that this report is in your own 
words with your own thoughts and ideas on the topic.  Then use your research to 
support your ideas.  Come up with three main ideas on your topic or rather three 
different thoughts you have on the subject you pick.  Include at least one picture 
on each slide.    If your report is copied and pasted from your resources then 
you’ll be asked to rewrite the presentation.  Post your finished PowerPoint 
presentation as an attachment in this discussion.  NOTE: Optional (extra credit) 
practice on using PowerPoint: create Nutrition and Fitness Presentation PPT 83-
126.  Email these practice assignments to my WebCT email account.
DEADLINE: Monday, Feb. 26

PROJECT 7: Report Assignment: Create a Word Report on same topic as your 
PowerPoint and research assignments but more in depth.  Write a 1000 word 
report (see WD100 for help on word count) on the topic plus have a page with 
works cited with your four resources (use APA format since this is a computer 
science course).  If you used more than four sources be sure to include the 
others as well.  In your report also have a header with your last name and page 
number, and a manual page break before works cited page.   Be sure that this 
report is in your own words with your own thoughts and ideas on the topic.   
Then use your research to support your ideas.   The report should be five or 
more paragraphs long.  The first paragraph is an introduction with about three of 
your ideas you’ll discuss.  The second paragraph talks more about your first 
ideas with support from your research.  The third paragraph talks about your 
second idea with support and the 4th paragraph discusses your third idea with 
support.  Then your final paragraph is your conclusion with is a summary of your 
whole report and/or final thoughts on the topic.   Feel free to post drafts of your 
report or even just post your ideas here for help developing the paper.  Post your 
reports as attachments in this discussion.  NOTE: You can complete the optional 
(extra credit) assignment Biometrics Paper WD 75-120 to learn how to format a 
research paper.  Email this to my WebCT email account.

DEADLINE:  Wednesday, February 28



DISCUSSION 14:  “What would you let a computer do for you?”  Would you let a 
computer help you do every day tasks?  Would you let a computer clean your 
house?  Cook your meals?  Drive your car?   Care for your children?   Be sure 
your posting is 5-10 sentences to receive full credit for this assignment.  Find an 
online article that supports your ideas on this topic.  Also respond to another 
person’s posting in the class either expanding on what they posted or asking a 
questions about their posting.
DEADLINE: Monday, March 5

PROJECT 8: Excel Survey.   Interview 10 people about their feelings on the last 
discussion “What would you let a computer do for you?”   Have them answer yes 
or no on whether they would let a computer clean, cook, drive a car, care for kids 
and one more task you come up with.   Create a chart on Excel that shows the 
results of your interview.   Include a picture or graphic on the document and 
format the table with the data so it looks nice.  Post this as an attachment on this 
discussion. 
DEADLINE:  Monday, March 5

FINAL PROJECTS: 
Complete all the following:  1)  Excel assignments: Create Blue Chip Stock Club 
starting on EX 67 or another Excel assignment of your choice and email these to 
me on the WebCT mail (do not post).  2) Select an Access assignments from the 
book.   Email these on WebCT (do not post).    3) Create a project from Excel or 
Access that would be helpful to your on job or for a hobby (i.e. Access database 
of music or addresses.   Excel spreadsheet of finances).    Feel free to post ideas 
and brainstorm in this discussion.

DEADLINE:  Monday, March 12

Deadline for all assignments: Monday, March 12


