
  
Syllabus Fall Quarter 2008 
 

GD1400 COMPUTER APPLICATIONS Section M1  
  

Meeting Times and 
Location:  

Mondays and Wednesdays: 2pm–5pm 
Room P112  

  
Instructor Name:  Tim Armato 

Email: tarmato@aii.edu      Voicemail:  612.656.6996 
Web: http://tma362.aisites.com/ 

  
Office Hours and 
Location:  

Mon. 1–2pm, Tue. 5–6pm, and by appointment. 
Room 329  

  
Course Description:  This course is designed to introduce students to the world of computers through 

lecture and laboratory sessions.  Lectures will introduce the conceptual 
framework of computer systems and how they work, as well as implications of 
computer technology in our contemporary environment.  The laboratory sessions 
will provide hand skills on a specific computer system and will teach functions 
within a computer environment to complete projects.  
(No Prerequisites) 

  
Textbooks:  None 
  
Materials and Supplies:  Notebook & folder, Color Printouts, Personal storage media*: CD-R & USB Flash 

drive or external hard drive. 
*DO NOT RELY ON THE NETWORK DRIVES FOR LONG-TERM STORAGE!!! 

  
Estimated Homework 
Hours:  

2–4 hours per week MINIMUM, or whatever it takes. 
In addition to demonstrating basic competencies, students are graded on an individual basis and are 
expected to show improvement over their present ability. Though some students may be able to 
satisfy the minimum requirements of a project during class time, demonstrating improvement and 
thorough understanding of concepts will require additional effort and, therefore, additional time. 

  
Technology Needed:  Computer access*, Storage media (see above), OLS email account. 

*including Adobe:  Illustrator CS3, Photoshop CS3, InDesign CS3, Flash CS3, Dreamweaver CS3; 
Quark  XPress; Micro soft:  Office 

  
Course Length:  11 Weeks 
  
Contact Hours:  60: 20 lecture, 40 lab 
  
Credit Value:  4 Credits 

 
Course Competencies:  

• Demonstrate keyboard skills 
• Demonstrate use of operating systems and general computer terminology 
• Demonstrate use of elementary word processing, spreadsheet and data base skills 
• Demonstrate awareness of computer applications as they exist within students’ chosen area 

of concentration 
• Demonstrate awareness of multimedia computer capabilities and applications  

 
It is Ai Minnesota policy not to discriminate against qualified students with documented disabilities in 
its educational programs, activities or services.  If you have a disability -related need for adjustments 
or other accommodations in this class, contact Rebecca J. Lothe (Student Counselor) by E -mail 
rlothe@aii.edu,  by phone at 612 -656-6866. 

 



 
Student Evaluation:  
 
 
A   =  100 Ð 94% 
A-  =  93 Ð 90% 
B+ =  89 Ð 87% 
B   =  86 Ð 84% 
B-  =  83 Ð 80% 
C+ =  79 Ð 77% 
C   =  76 Ð 74% 
C-  =  73 Ð 70% 
D+ =  69 Ð 67% 
D   =  66 Ð 60% 
 
F   =  Below  60%  

All homework assignments and tests have point values. Your letter grade is calculated by 
dividing the achieved points by the total possible points. Some evaluations are essentially 
right or wrong. In these cases you will either be awarded all or none of the points. In many 
cases, partial credit points might be awarded based on how well you achieve specific 
goals or express particular ideas and concepts. In these situations, the following structure 
is used as a guide in awarding points: 
F = Failure. Falls well below expected standards in solving the minimum requirements of 
the project. 
D = Below Average. Does not satisfy the minimum requirements of the project. Problems 
with quality and/or knowledge of concepts. 
C = Average. Satisfies the minimum requirements of the project. 
B = Above Average.  Satisfies the minimum requirements of the project and demonstrates 
thorough understanding of concepts and principles. 
A = Excellent. Achieves and goes well beyond the requirements.  Work demonstrates an 
outstanding, innovative approach to the problem. Project exhibits impeccable 
craftsmanship. 

  
 Your grade will be assessed at midterm and at the end of the quarter.  

There are two components of your grade: 
Timely completion & quality of homework and tests = 80% 
Class Participation = 20%  
 
Homework : You will be assigned 8 homework projects that will provide you with an 
introduction to a wide variety of software. The Homework component of your grade is 
based on timely completion and quality of the given assignments. Available points are as 
follows: 
Homework #01 – Survey: 10 points  
Homework #02 – [Photoshop] Portrait: 20 points  
Homework #03 – [Excel] Grade Book: 20 points  
Homework #04 – [Word & Photoshop] Photoshop Tutorial: 20 points 
Homework #05 – [Illustrator] Magazine Cover: 20 points  
Homework #06 – [Quark] Newsletter: 30 points  
Homework #07 – [Powerpoint] Multimedia Presentation: 30 points  
Homework #08 – Self Promo: 30 points 
 
Any project turned in late will automatically receive an F.  Be aware that an F is not equal 
to a zero. An F is any amount of points up to 59%. All assignments must be completed 
(even if they are late) in order achieve a grade higher than a D in the class. Presentation 
of your work and participation in peer evaluations constitutes 10% of an assignment’s 
grade. 
 
Tests : There is a quiz, a midterm and a final exam. No make-up tests are offered. If you 
cannot be in class on an exam day, you must make special arrangements with the 
instructor to take the exam in advance of your absence. 
Test #01 – [week 2.1] Quiz: 10 points 
Test #02 – [week 5.1] Midterm Exam: 30 points 
Test #03 – [week10.2] Final Exam: 30 points 
 
Participation:  3pts per day = 60pts total Participation grades are a function of 
attendance, preparedness and work ethic. This course requires active involvement in 
critiques, discussions, in-class collaboration, and other classroom activities that usually 
cannot be made-up if class is missed. You are required to participate in all in-class 
critiques (final presentations and work-in-progress critiques). 
Participation points will be based on the following criteria: 
 Tardies, each 15min  (-0.25pts) 
 each 60min  (-1pt) 
 Absent (-3pts) 
 Failure to participate in critique or group discussion (-1pt) 
 Failure to bring supplies to class (-3pts) 
Learning is a dynamic activity that results from action and interaction. In addition to the 
instructor, your classmates are a valuable resource; engage in each other’s work. Give 
your opinion and listen to the opinion of others. Devote your in-class time to asking 
questions, revising your work, and discussing ideas. 
 
Plagiarism: Plagiarism will not be tolerated. Anyone found to be using work that is not 
their own will automatically fail the class and face additional consequences as defined in 
the official Student Handbook. 



 
Official AIM Attendance 

Policy : 
Regular, on-time attendance is both courteous and professional. The Art Institutes 
International Minnesota expects students to demonstrate professionalism by attending all 
classes as scheduled, arriving on time, and remaining for the full duration of the class. 
Outside employment should not be scheduled during class hours. The Art Institutes 
International Minnesota reserves the right to schedule or reschedule classes to 
accommodate classroom and facility usage. 
 
Students should be aware that even if there is no "attendance grade" per se for a class, it is 
difficult to succeed in class without regular, on-time attendance.  In the event of illness or 
emergency, students are responsible for class material and should follow the procedures 
described in the course syllabus for contacting the instructor and keeping up with planned 
learning activities. In the case of unavoidable but planned absences, the student should 
communicate with the instructor and prepare assignments in advance when possible. Even 
with prior notification, a student will be marked absent and there may still be an impact on 
grades. 
 
Individual faculty determine the impact, if any, of absences on grades. The Art Institutes 
International Minnesota supports the attendance policy for each class as it is described on 
the syllabus; each student is responsible for reading and understanding the policy for each 
class. Students with excessive absences will be withdrawn from class. Excessive absence is 
defined as follows: 8 consecutive hours of a lecture class, 12 consecutive hours of a 
lab/lecture class, or 30 consecutive hours of culinary class. 
 
For the purposes of determining excessive absence, The Art Institutes International 
Minnesota does not distinguish between excused and unexcused absences because in 
either instance students have missed valuable learning experiences. 

 
Class Policies:  Attendance : Regular attendance is an important component of academic and professional 

success. Arriving late and leaving early are recorded and will affect your participation grade. 
If you arrive after I have taken attendance, it is your responsibility to make your presence 
known to me at an appropriate time. 
 
Absence : If you must be absent from class, it is your responsibility to find out what 
information you missed. You can get this either from your classmates or from me in-person; I 
will not discuss missed class materials via email. Assignment sheets and other handouts will 
be available on the class website. I will excuse absences only with a doctor’s note, or in the 
case of a family emergency. Students missing 12 consecutive hours of class will be 
withdrawn from the class. Generally, students missing more than 15 hours over-all will be at 
serious risk of failing the class. It is the student’s responsibility to keep track of their 
attendance. Again, regular attendance is an important component of academic and 
professional success. Learning is a dynamic activity that results from action and interaction. 
Participation grades are figured from in-class exercises and one’s involvement in other 
classroom activities that usually cannot be made-up if class is missed.  
 
Behavior :  Behavior problems will not be tolerated. Disruptive students will be asked to leave 
class and will be marked absent.  
 
All phones and other mobile devices must be turned off before class begins. It’s that simple. 
 
Deadlines : It is expected that your assignments will be completed on time. Submitting work 
after the due date is not an acceptable practice. Any work turned in late will receive an “F”. 
Unless otherwise stated, work is due at the beginning of the class period. Therefore, if you 
are late to class on a due date, your homework is late and will receive an “F”. All assignments 
must be completed in order to achieve a final grade higher than “C”. You may resubmit work 
that has been turned in on time for a higher grade.  
 
Food & Drink : Beverages & food are not allowed in the computer labs.  
 
Backup and Storage: “If itÕs not in 3 places, it doesnÕt exist!Ó You are responsible for 
keeping current copies of all work: both in-progress and completed. Lost or damaged work 
will not result in any special treatment. Back up your work early and often on CD-Rs or other 
reliable media. Do not rely on the network drives as your only backup or for permanent 
storage; they are only for temporary use. For additional information, see the handout on 
storage and backups available from The Cage.  
 
Never work directly on the network drives! Copy your files to the local hard drive (Student 
Drive) before opening them. 



 
  
Weekly Outline:  This outline is subject to change. Stay tuned to the Class Website for additional 

info, including specific due dates, assignment sheets, and up-to-date details and 
announcements. http://tma362.aisites.com 
 

 Week 1 
Concepts  Equipment: Students will be shown and will learn to identify the physical parts of a computer. 
Terminology:  Vocabulary of computer hardware, software and general computing concepts/metaphors will be defined. 
Work habits:  Students will be shown how to use and navigate in the computer environment. File management: keeping 
track of your stuff, file naming conventions, working locally, saving files and good work habits. Examples of appropriate 
digital workflow will be given. Proper procedure for submitting digital homework files will be described. 

Activities Course introduction, class policies, syllabus overview. Computer dissection demo:  We will take apart and 
describe the parts of a computer. Intro to MS Word 
HW #1—Survey—Modify and save an existing MS Word document. Transfer files over network. Students demonstrate 
knowledge of operating system, OLS and network by retrieving an existing file, modifying it, and submitting it as 
homework via email. 
Begin HW #2—Photoshop Portrait 
 
 Week 2 
Concepts Raster-based images: Students will be presented with the basic concepts of raster-based images including 
Pixels, Resolution, and RGB color. Adobe Photoshop: Introduction to manipulating raster-based images in Photoshop 
through use of selection tools, layers, image adjustments and filters. Digital cameras. Ai Print Service. 
Introduction to spreadsheets and Excel. 
 
Activities  HW #2 DUE; Begin HW #3—Excel grade book—Students will apply knowledge of Excel by assembling a 
“grade book” spreadsheet that they will be able to use to track their grade throughout the quarter. 
TEST #1—general computer terminology, file management and workflow. 
 

 Week 3 
Concepts  Raster-based images: Students will be presented with the basic concepts of raster-based images including 
Pixels, Resolution, and RGB color. Adobe Photoshop: Introduction to manipulating raster-based images in Photoshop 
through use of selection tools, layers, image adjustments, filters. Digital cameras. Ai Print Service. 
 
Activities  HW #3 DUE; Begin HMWK #4—Photoshop Portrait—Use digital camera, Change file format, Make 
selections, Manipulate image.  

 Week 4 
Concepts  Vector-based images: Students will be presented with the basic concepts of vector-based images and will 
learn to differentiate them from raster-based images in both form and function. Adobe Illustrator: Introduction to 
manipulating vector-based images in Illustrator. 
 
Activities  HW #4 DUE; Begin HW #5—Illustrator Magazine Cover—Using Adobe Illustrator, students will apply their 
knowledge of Illustrator, Photoshop and digital imaging by designing and assembling a magazine cover composed of 
both raster- and vector-based elements. 

 Week 5 
Concepts  Vector-based images—continued—Students will build on their basic knowledge of vector-based images, 
developing more advanced techniques for creating and manipulating vector images. Discussion of the role of various 
software applications in industry. 

Activities  HW #5 DUE; In-class exercise—How’d they do that?—Students will look at professional work published in 
both print and electronic media. Applying their experience and knowledge of the software applications used thus far, 
they will analyze the published work and “reverse engineer” it, reporting on how they believe it could have been 
created. 
Test #2—Midterm Exam 



 
 Week 6 
Concepts  Page layout applications: Students will be introduced to the basic concepts and advantages of page layout. 
Quark: Content boxes, multiple-page documents, placing and linking image files, typographic controls. 
 

Activities  HW #5 DUE; Begin HW #6—Quark Newsletter—Students will research computer related topics, gather 
content and, using Quark XPress, lay out a multiple-page newsletter containing text as well as both raster- and vector-
based elements. 

 Week 7 
Concepts  HW #6—continued—Introduction to the World Wide Web, Hypertext documents, and HTML. 
 

Activities  HW #6 DUE; Begin HW #7—Web Site—Using content developed for the previous project, students will 
author and publish a five page web site. 

 Week 8  
Concepts  Web Site - continued – Further discussion of networking, information architecture, navigation and image 
optimization. Introduction to Macromedia Dreamweaver. 
 

Activities  HW #7 - continued -  

 Week 9 
Concepts  Recap of concepts. Introduction animation and multimedia concepts. Demonstration of Macromedia Flash. 
 

Activities  Complete HW #7. Begin HW #8 - Conceptual Self Promo -  

 Week 10 
Concepts  Multimedia concepts - continued – The roll of computers in industry and society. Computers in fine arts. The 
future of computing. 
 

Activities  HW #8 - continued –  
TEST #3 – Final Exam 

 Week 11 
Complete HW #8. Final Critique. 

 


