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Reedley College

COURSE SYLLABUS – Fall 2004
Course:
IS 18 Spreadsheet Fundamentals 

Room/Time:
Bus-49, Tue/Thurs 10:00 – 11:50 
Instructor:
Robert DeVoe-Peterson, MBA

Office:
Bus-47

Phone: 
638-3641 ext. 3264

Email: 
robert@32wire.com
Web Site:
www.32wire.com
COURSE DESCRIPTION:
This course is an introduction of spreadsheet fundamentals for the business manager.  This 9-week course will cover creating and formatting the worksheet, using formulas and functions, and creating graphs using a popular spreadsheet application.  Microsoft Excel application software will be used for hands-on assignments.  The student is expected to complete some of the assignments in the computer laboratory outside of class.
COURSE OUTCOMES / OBJECTIVES:
· Creating a worksheet

· Editing a worksheet

· Formatting a worksheet

· Saving and printing a worksheet

· Creating line, bar, and pie charts (graphing)

· Using formulas and functions
REQUIRED TEXTS:

New Perspectives Microsoft Excel 2002 – Introductory by Parsons, Oja, Ageloff and Carey

ATTENDANCE:
Attendance is required.  If you are going to be absent, contact another member of the class to get notes or assignments.  If you are absent for two consecutive weeks, you will be dropped from the class.  Reinstatement, if requested, is at the discretion of the instructor.  Petitions for reinstatement are the responsibility of the student.  

ASSIGNMENTS:
Assignments will consist of tutorials, reviews and cases.  There will be no make-ups for quizzes and assignments.
 TENTATIVE ASSIGNMENT SCHEDULE:
	Week
	Assignment
	Quiz

	1
	Tutorial 1 
	

	2
	Tutorial 2&3 
	

	3
	Tutorial 4
	Quiz 1

	4
	Tutorial 5
	

	5
	Tutorial 6
	Quiz 2

	6
	Tutorial 7
	

	7
	Tutorial 8
	Quiz 3

	8
	Tutorial 9
	

	9
	Tutorial 10
	Quiz 4


QUIZZES:
There will be four (4) quizzes that will be from the tutorials.  

GRADING: 

ASSIGNMENTS
10 POINTS EACH
x 10

100 PTS

QUIZZES

25 POINTS EACH
x 4

100 PTS







200 PTS

POLICIES:
●
No eating, drinking (even water), or smoking is allowed in the classroom.

●
All students participating in college athletic/student activities must coordinate their schedules with the instructor.

●
The textbook is mandatory.  If you do not have one by the end of the second week, you will be dropped from the course.

●
No pagers or cell phones allowed in class with an audible alert setting.  Set these devices to vibrate mode, or turn them off.  A pop quiz will be given if a cell phone rings in class.

●
You are expected to conduct yourself with the highest moral and ethical behavior.  Any cheating or plagiarism will be dealt with severely.  At the instructors’ discretion, you may be given an F for the test or assignment, or an F for the class.  An academic dishonesty report will be filed with student services and will be added to your permanent college record.  The instructor and the college consider cheating to be a serious offense.

Holidays:
Labor Day


(Mon) September 6

Veterans Day


(Thurs) November 11

Thanksgiving Holiday

(Thurs - Fri) November 25 - 26

Notes: 

3) This schedule is subject to change, with prior notice
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