Course Syllabus

(Tentative)

OT 12C – Spreadsheet Projects
Instructor:  
Mike Sorensen

Email: mike.sorensen@reedleycollge.edu
Office:

HUM 52


Phone:
 638-3641 Ext. 3615

Office Hours:

Text: 

Succeeding in Business With Microsoft Excel 2003: Gross et al.
Objectives:

A mastery approach, using current spreadsheet software, for students who want to be job-ready and for people currently working who want to upgrade their spreadsheet skills.  Emphasizes data tables, sorting and filtering a worksheet database, creating macros, linking spreadsheets, and advanced formulas and functions.

Grading

Your final grade will be dependent on Excel application tests, written tests, lab assignments (rubric scores), and participation.

Final grades will be based on the following scales:


Application Tests
40%


Written Tests
20%


Rubric Scores
40%


90%-100%

A



80%-89%

B



70%-79%

C



60%-69%

D



Below 60%

F

Course Content:

This course consists of lectures, demonstrations, discussions, hands-on computer applications, and student presentations. There will be limited lab time available during class.  Students must have access to computers outside of class time to complete assignments.

Classroom Behavior:

Food, beverages, and chewing gum are not allowed in the computer lab at any time.  Anyone who chooses to bring food, beverages, or chewing gum into the lab will be removed from the lab and/or class.  Cellular phones must be turned off.  Pagers must be set on quiet mode.

Attendance:

Your education is preparing you for a career in the business field.  There is no such thing as an excused absence in the field of business.  Therefore, excessive absences will not be tolerated.  If you are absent more than four class meetings your grade may be reduced by one letter grade.  Continued absences beyond four meetings may result in being dropped from the class.  If you know that you must be absent for a class meeting, please tell me at the class meeting prior to your absence.   

Tardiness:

Just as you cannot be late to work you cannot be late to this class.  If you are tardy for more than four class meetings your grade may be reduced by one letter grade.  If you know that you must be late to a class meeting, please tell me at the class meeting prior to your tardiness.   

Accommodations for Students with Disabilities

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 or the Rehabilitation Act, please contact me as soon as possible.

Last day to drop this course:


Project Rubric

(tentative)


Name _______________________________________________ Date ________________
Project Name _____________________________________________

Completion
Timeliness
Formatting
Effort
Total
	6. Completed and works properly (with minimal help)
	3. On time
	3. Professional
	3. Minimal Help


	

	4. Completed; most of it works; all of it works after assistance
	2. Late-turned in one class after due
	2. Satisfactory
	2. Some help
	

	2. Completed but does not work
	1. Very Late-any time after next class meeting
	
	1. A lot of help
	

	0. Not complete

NO CREDIT ON REMAINING CATEGORIES!
	0. Not complete
	0. unsatisfactory
	0. Help on basics
	


