Reedley College
Course:

IS 18 SPREADSHEET FUNDAMENTALS 

Instructor:  
David L. Atencio, BA/MBA

Email: 

david.atencio@reedleycollege.edu
Phone:

638-3641, ext 3410 (if no answer:  leave a detailed message)
Office Hours:
Tuesday 12:30 – 1:30pm DVC, Thursday 12:30 – 1:30pm Reedley College Bus 47, Friday 10:30-11:30am Reedley College Bus 47
Text Books and Study Material: 

1. Microsoft Office Excel 2003 CourseCard Edition
1. Course Objectives:  This 9 week course is intended to provide the student with an overview of spreadsheet concepts and terminology using Microsoft Excel.  Specifically students will be able to:

· Create a spreadsheet worksheet.

· Edit a spreadsheet worksheet.

· Format a spreadsheet worksheet.

· Save and print a spreadsheet worksheet.

· Create line, bar, and pie charts (graphing).

· Use formulas and functions.

2. Attendance:  Attendance is required and the instructor reserves the right to take roll at any time during the duration of the class period.  To achieve successful completion of the course, it is critical for the students taking this course to attend all classes.  The instructor will drop you if you have more than six absences.

3. Reading and Lab Assignments:   It is recommended that assigned chapters be reviewed prior to attending class.  Students are required to complete weekly lab work no later than Friday of each week.  You may collaborate with fellow students on lab assignments.  Late lab assignments will not be accepted.   
4. Grading Policy:
Tutorials (10 @ 10 points each)



100 points
Quizzes (4 @ 25 points each)



100 points










-----------

Total






200 points

Grading scale:
90-100% = A
80-89% = B
70-79% = C
60-69% = D
<60% = F
5.    Final Drop Date:  The final drop date for this class is:  August 31.
6. 
Examinations:  All examinations must be completed individually.  Collaborative work, including sharing books and notes, will not be allowed during examinations.  The use of books and notes will not be allowed during examinations, unless specifically stated by the instructor prior to the examination.  Students may make use of the help feature of any application provided in the classroom computers.   Make up examinations are only granted with advance notification, must be completed no later than the next class, and subject to point depreciation of 15 percent.

7.    Policies:  Campus code requires that shoes or sandals and appropriate attire be worn at all times on                                      

campus.  Eating, drinking, and smoking are not allowed in the classroom or computer labs.  Cell phones must be either turned off or in the silence mode while class is in session.  A student will be subject to discipline if she or he:

· Prevents other students from pursuing their authorized curricular or co-curricular interests.

· Interferes with or disputes faculty and administrators who are fulfilling their professional responsibilities.

· Prevents classified employees from fulfilling their prescribed duties.

· Deliberately endangers the safety of persons or the security of college property.

· Violates Reedley College computers and networks usage policy.

        8.   Special needs students:  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 or Section 504 of the Rehabilitation Act, please contact me as soon as possible.
        9.  Class schedule:

Week 1  
8/13
Mon: Class orientation, Intro to Blackboard, syllabus review, district policies, and Tutorial 1.  Wed: Tutorial 1 continued.  
Week 2 

8/20

Mon: Tutorial 2. Wed: Tutorial 2.
Week 3
8/27

Mon: Tutorial 3.  Wed: Tutorial 3.  
Quiz 1     


Week 4
9/3*
Mon: Holiday. Wed: Tutorial 4

Week 5
9/10
Mon: Tutorial 5.  Wed: Tutorial 5.  




Quiz 2



Week 6

9/17

Mon: Tutorial 6.  Wed: Tutorial 6. 
Week 7 

9/24

Mon: Tutorial 7. Wed: Tutorial 7. 

Quiz 3
Week 8 

10/1
 
Mon: Tutorial 7 cont...  Wed: Tutorial 8. 

Week 9
10/8
Mon: Tutorial 8.  Wed: Tutorial 8. 




Quiz 4
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