LTEC 1100: Introduction to Computer Applications
Instructor Information 
Youngjin Lee
Office: Discovery Park (G157)
Phone: 940-869-8810
Email: Youngjin.Lee@unt.edu
Office Hours: By appointment

Course Description
Introduction to computer usage. An integrated approach to software tools such as word processing, database management, spreadsheet, communications, and graphics applications. This course is conducted as an online course. This course is 100% online with no face‐to‐face sessions. 
Federal regulations state that students may apply only 3 fully-online semester credit hours (SCH) to the hours required for full-time status for F-1 Visa (PDF) holders. Full-time status for F-1 Visa students is 12 hours for undergraduates and 9 hours for graduate students.  

Course Objectives 
By the end of this course, students will be able to demonstrate foundational digital literacy by understanding how computers and the internet function, practicing ethical and professional behavior online, and using productivity tools, including AI-supported features in Microsoft Word, Excel, and PowerPoint and Google Workspace, to create professional documents, spreadsheets, presentations, and basic data solutions while applying principles of privacy, security, and responsible technology use.

Measurable Learning Outcomes
· Demonstrate foundational digital literacy by explaining how computers and the internet function.
· Apply principles of privacy, security, and ethical behavior in online environments.
· Use productivity tools—including AI-supported features in Microsoft Office and Google Workspace—to create professional documents, spreadsheets, and presentations.

Course Format 
This course adopts a flipped classroom approach. Students are required to (1) read the course note provided in the course Canvas website, (2) execute R commands using RStudio, and (3) post any questions in the Questions discussion board by 9 AM before the Zoom meetings. During the Zoom meeting, the instructor will go over the posted questions, and provide hands-on learning activities.
Course Policies
Correspondence
Detailed descriptions of learning activities will be posted in Canvas. Students must check Canvas regularly and submit their work to the designated place in Canvas. 
To reach me, email me at youngjin.lee@unt.edu any time, and expect a response within 24 hours during week day (please include [LTEC 1100] in the subject line).
Please don’t email me to ask for help one day before the assignment due date or on the assignment due date. You should start working on the assignment early because it can take longer than you think.

Platform and Basic Technical Requirements
This course uses Canvas as its main platform for file sharing and communication, and will integrate a significant self-directed study.
Also, a university-assigned student email account is the official means of communication with all students. Students are responsible for all information sent to them via this university-assigned email account. If a student chooses to forward their university email account or to use some other email account, he or she is still responsible for all information sent to the official university email account. Be sure to read messages sent with Canvas as well.
Students with Disabilities
The University of North Texas makes reasonable academic accommodation for students with disabilities. Students seeking reasonable accommodation must first register with the Office of Disability Access (ODA) to verify their eligibility. If a disability is verified, the ODA will provide you with a reasonable accommodation letter to be delivered to faculty to begin a private discussion regarding your specific needs in a course. You may request reasonable accommodations at any time; however, ODA notices of reasonable accommodation should be provided as early as possible in the semester to avoid any delay in implementation. Note that students must obtain a new letter of reasonable accommodation for every semester and must meet with each faculty member prior to implementation in each class. Students are strongly encouraged to deliver letters of reasonable accommodation during faculty office hours or by appointment. Faculty members have the authority to ask students to discuss such letters during their designated office hours to protect the privacy of the student. For additional information, refer to the Office of Disability Access website. You may also contact ODA by phone at (940) 565-4323.
Medical Emergencies
If you have a medical emergency that will prevent you from completing the course as scheduled, you MUST notify your instructor at the time of your medical problem. Requests for a grade of incomplete or to drop the course should come at the time of the medical emergency and must be supported by a letter from your physician indicating that your medical situation will NOT permit you to work at your computer in order to submit your assignments as scheduled.
Requests based on a medical emergency cannot be granted after the medical emergency except in the rarest cases when prior communication was not possible. All requests for a grade of in- complete must be initiated by the student and meet standard university policy as outlined in the Incomplete Grade Information section below.
Required/Recommended Materials
· This class has been designed using OER (open educational resources).  That means that the course reading materials will available at no cost. The appropriate links to the OER Content will be provided in the class portal.
· This course teaches PC software in the Windows operating system, and thus requires a PC or if you have a MAC, it must have Bootcamp so that you can run Windows and PC programs on it.  Please note, a Chromebook is NOT a PC and Chromebook will not be sufficient for the completion of the assignments and assessments in this class.  
Required/Recommended Reading materials
· Online Business Computers 365 book by Marcus Lacher is licensed under a Creative Commons Attribution-NonCommercial-ShareAlike 4.0 International License (CC BY-NC-SA 4.0)
· Online Key Concepts of Computer Studies (Links to an external site.) book by Meizhong Wang is licensed under a Creative Commons Attribution-NonCommercial-ShareAlike 4.0 International License (CC BY 4.0)
· Beginning Excel 2019 by Noreen Brown; Barbara Lave; Hallie Puncochar; Julie Romey; Mary Schatz; Art Schneider; and Diane Shingledecker is licensed under a Creative Commons Attribution 4.0 International License, except where otherwise noted. (CC BY 4.0)

Topics and Schedules (subject to change)
	Week
	Topic
	Assignment 
	Points Possible

	1
	Course Introduction & Digital Readiness
	Introduce yourself
	10 points

	2
	Introduction to Computers – Your Computer and How it Works
	Quiz: Computer Basics
Assignment: Create Folder
	50 points
50 points

	3
	Windows OS, Mac OS, and Productivity Basics
	
	

	4
	Understanding the Internet & Digital Citizenship
	
	

	5
	Ethics, Privacy, and Online Safety
	Discussion: Digital Footprint Audit
	30 points

	6
	Practicing Digital Safety & Professionalism
	Assignment: Internet Safety
Discussion: Computer Ethics, AI ethics, privacy, and online safety
	50 points
25 points

	7
	Word Processing & AI Writing Tools
	
	

	8
	Professional Email & Document Creation
	Assignment: Email draft
Assignment: APA essay template
	50 points
100 points

	9
	Spreadsheets & Data Fundamentals
	
	

	10
	Spreadsheet Practice
	Assignment: Excel
Assignment: Google Sheets
Discussion: Spreadsheet tool comparison
	100 points
100 points
20 points

	11
	Visual Communication & Slide Design
	
	

	12
	Presentation Practice & Delivery
	Assignment: Introduction presentation
Discussion: Comparing presentation SW
	100 points

20 points

	13
	Introduction to Database
	Quiz: Database
	50 points

	14
	Database Practice
	Discussion: LinkedIn profile / Professional networking
Assignment: Excel to Access certificate
	40 points

50 points

	15
	Technology Integration & Review
	
	



Note that students will be notified by Eagle Alert if there is a campus closing that will impact a class and describe that the calendar is subject to change, per Emergency Notifications and Procedures Policy. 
Assessing Your Work 
Every student in my class can improve by doing their own work and trying their hardest with access to appropriate resources.  Students who use other people’s work without citations will be violating UNT’s Academic Integrity Policy.  Please read and follow this important set of guidelines for your academic success.  If you have questions about this, or any UNT policy, please email me or come discuss this with me during my office hours.

Grading scheme:
A = Points > 90% of total points  
B = 80% <= points < 90% of total points 
C = 70% <= points < 80% of total points
D = 60% <= points < 70% of total points
F = Points < 60% of total points 
Late Assignments
All assignments are to be submitted by the scheduled due date. Late assignments may not be accepted, and  exceptions to this policy will only be made in extraordinary circumstances. In order to ask for an extension, you need to provide appropriate documents (e.g., doctor’s note).
Incompletes
The department complies with university policy regarding the assignment of an Incomplete Grade in any course. Per UNT policy, a grade of Incomplete can only be awarded to a student who is 1) passing the course at the time of the request, and 2) has a justifiable and documented reason, beyond the control of the student, for not completing the course work on schedule. Notification and submission of documentation must be provided to the instructor at the time of the emergency.
Cheating and Plagiarism
Cheating is the actual or attempted practice of fraudulent or deceptive acts for the purpose of improving one’s grade or obtaining course credit; such acts also include assisting another student to do so.
Under all circumstances, you are bound by the UNT policies on academic dishonesty and cheating. Any materials you have used or adapted must be fully credited the original author. Any verified act of plagiarism, no matter how seemingly small or inconsequential, will result in an F in the course (subject to appeal based on a finding of plagiarism) and possible additional sanctions by the University. The UNT Dean of Students requires official reporting of all instances of plagiarism.
All works submitted for credit must be original works created by the student uniquely for the class. Any exceptions to this (e.g., collaborative work or a variation of something submitted to another course) must be documented and approved by the instructor in advance. It is considered inappropriate and unethical, particularly at the graduate level, to make duplicate submissions of a single work for credit in multiple classes, unless specifically requested by the instructor. Work submitted at the graduate level is expected to demonstrate higher-order thinking skills and be of significantly higher quality than work produced at the undergraduate level. You are encouraged to become familiar with the university’s Student Standards of Academic Integrity policy.

Attendance and Participation  
Research has shown that students who attend class are more likely to be successful. You should attend every Zoom meeting unless you have a university excused absence such as active military service, a religious holy day, or an official university function as stated in the Student Attendance and Authorized Absences.  If you cannot attend a Zoom meeting due to an emergency, please let me know. Your safety and well-being are important to me.  
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