_____________________________________________________________________________

OFFICE TECHNOLOGY 12A MICROSOFT EXCEL ESSENTIALS  REEDLEY COLLEGE

Fall 2006

M W 6:30pm – 8:20pm, BUS 41                       #52356: 10/16/06-12/15/06

Mrs. Shirley Stine
Office:  None




Phone:   559-304-2355

Email:   shirleystine@msn.com 
REQUIRED TEXT AND SUPPLIES:

· 128 MB (MINIMUM) Jump Drive (aka flash drive, Memory Stick, USB Drive)

· Essentials:  Microsoft Excel 2003 comprehensive, 4/E. Arthurs:  Lawrence C Metzelaar and Marianne Fox  ISBN: 0-13-143552-3

· Publisher:  Prentice Hall

· Copyright: 2004

· Format:  Paper; 960pp

COURSE DESCRIPTION
This course is designed for the student who sishes to enter the work force with a basic understanding of Microsoft Excel spreadsheets.  Topics will include creating and formatting worksheets, using formulas and functions, and creating graphs.  Students are expected to complete computer assignments outside of class.

COURSE OUTCOMES:

Upon completion of this class, students will be able to:


A.  Create an original worksheet


B.  Open and edit an existing worksheet


C.  Apply appropriate formats to a worksheet


D.  Save and print worksheets


E.  Utilize the graph feature appropriately


F.  Understand and utilize formulas and functions

COURSE OBJECTIVES:

In the process of completing this course, students will: 


A.  Create a worksheet


B.  Edit a worksheet


C.  Format a worksheet


D.  Save and print a worksheet


E.  Create a graph


F.  Use Formulas and functions.
COURSE CONTENT OUTLINE:
A.  Creating a worksheet

B.  Editing a worksheet


C.  Formatting a worksheet


D.  Saving and printing a worksheet


E.  Creating line, bar and pie charts (graphing)


F.  Using formulas and functions

COURSE LAB OUTLINE:
Week 1:  Project 1 - Taking a Tour of Excel

Week 2:  Project 2 - Creating a worksheet

Week 3:  Project 3 - Improving worksheet Appearance

Week 4:  Project 4 - Producing/Printing Well-designed Worksheets

Week 5:  Project 5 - Working with Functions


Week 6:  Project 6 - Sorting and Filtering Lists

Week 7:  Project 7 - Working with charts

Week 8: Review 
Week 9: Final

ATTENDANCE:

Just as it is expected that employees will be present for all workdays, students are expected to attend all class meetings, be on time, and be in class the entire class session.  The only excused absence are those due to a school related activity or a requirement to appear in court.  Calling me to tell me you will be absent does not excuse you but it is considered a professional courtesy and will be noted in your attendance record.  Students leaving class before the end of class will be recorded as absent.  Your classmates and I would greatly appreciate that students in the class take care of any personal needs (i.e., using the restroom, getting a drink, sharpening a pencil) before class begins.  If you decide to drop the course, it is your responsibility to make the drop official in the Admissions and Records office or else possibly receive a grade of F.

HOLIDAYS:  None ( 
DROP DEADLINE:  Nov 13, 2006
TARDIES:

Students are expected to be on time.  It is distracting, rude and unfair to fellow classmates and to the instructor when a student is late.

HOMEWORK:
End-of-Chapter (EOC) assignments may be answered in the book or on a separate piece of paper.  A selected few problems will be graded using a Homework Check.  No late homework will be accepted!!!  Note:  Being absent the day homework is collected does not entitle you to turn it in late!!!  Telephone or email me to discuss your specific situation.
LAB ASSIGNMENTS:
You will be turning a lab packet as you continue in this course.  Please keep all assignments in a neat and orderly fashion until they are due.  Assignments are to be printed out as well as saved on your disk.  I reserve the right to examine your work as it is saved on your disk.    Pladiarism (copying) will NOT be tolerated.  Please see the Reedley College Student Handbook for further discussion regarding plagiarism.
QUIZZES:

Quizzes may be announced.  There are no makeups for missed quizzes.  NO EXCEPTIONS!! POP quizzes will be given each time a cell phone is activated in class.

TESTS:

There are no makeups for missed tests.  If you foresee that you have an unavoidable situation on an upcoming test date, you may arrange to take the test early.  No late tests will be allowed.  Telephone or email me to discuss a specific situation.

FINAL EXAM:
A- two-hour comprehensive final exam will be given at the end of the quarter.  The date and the time of the exam is as follows:  Wednesday, December 13, 2006, 6:30 p.m. – 8:20 p.m. 

PARTICIPATION:
Students are required to participate in all class discussions and activities.  You may not start the homework during class.  You may not study for another class, sleep, surf the Internet, or read a book during class.


GRADING:



· PARTICIPATION AND ATTENDANCE
15%

· QUIZZES AND HOMEWORK


15%

· LAB ASSIGNMENTS



20%

· FINAL





50%

Percent of Total Points:


Grade:

90-100




A

80-89




B

70-79




C

60-69




D

0-59





F
If you have a verified need for an academic accommodation or materials in alternate media (i.e. Braille, large print, electronic text, etc) per the Americans with disabilities Act (ADA) or Section 504 of the Rehabilitation Act, please contact the instructor as soon as possible.
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