IS 18

SPREADSHEET FUNDAMENTALS
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Tuesday and Thursday

2:00 pm to 3:50 pm

Instructor:

Mr. Everett M. Sandoval

SPREADSHEET FUNDAMENTALS

Instructor Office Hours:
9:00 am to 10:00 am MWF

Office location:

BUS-48B

Office ext:


3267

E-mail


esandov@inreach.com
Web Site:


http://home.inreach.com/esandov
Objective:
To provide students with basic spreadsheet fundamentals and concepts.  

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

Assignments:


Assignments will consist of tutorials, reviews and cases.  

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: (Tentative)

ASSIGNMENTS
10 POINTS EACH
x 10

100 PTS

QUIZZES

25 POINTS EACH
x 4

100 PTS







200 PTS

200 – 180 POINTS
=
100% – 90%
= A

179 – 160POINTS
=
   89% - 80%
= B

159 – 140 POINTS
=
   79% - 70%
= C

139 – 120 POINTS
=
    69% - 60%= D

129 – BELOW
=
    59% >
= F

ATTENDANCE

Since this is a nine week course, it is imperative that students attend all classes.  There will be no opportunity for make-ups for either assignments or quizzes.

Attendance will be taken and a student will be dropped if he/she misses more than two lecture hours or two consecutive days during the first two weeks.

OTHER

The textbook is mandatory and must be brought to each class session.

No recorders are allowed. No food or liquids in the lab.

Cheating, including plagiarism, will not be tolerated. A student will not receive any credit for a quiz or any assignment if in the opinion of the instructor the individual cheated.

Students requiring assistance for a disability should talk with a Disabled Student Service’s counselor or speak to the instructor for guidance. 

Refer to the college catalog for additional guidelines.

DROP DATE: TBA
