Calculator Applications  Course Syllabus

BA-46 51015
	TERM: Spring 2008                                   INSTRUCTOR: Joseph Jony Charles, M.S. 

DATE: Wednesdays 3-10/5-16                   E-mail:  JosephCharles@shopnowshop.com 

TIME: 6:00--6:50 PM and 7:00 –7:50 PM (Lecture & Lab)   ROOM:  Bus 42
BLACKBOARD: http://blackboard.scccd.edu   UNIT: 1


Required Text:  McKenzie, Jimmy C. and Hughes, Robert J. Office Machines with Excel Applications. Sixth Edition, Prentice Hall, Upper Saddle River, New Jersey, Columbus, Ohio: 2003
Course Description: 

Success in this course will occur when students can operate the ten-key office machine and understand the basic mathematic concepts that affect machine calculations.  Since there is a close relationship between machine calculations and manual calculations, students will start this course by reviewing the four basic arithmetic functions that are performed on various office machines.  They will then proceed to learn the basics of the ten-key touch method of operating an electronic calculator.  They will also engage in self-evaluations.  Practice and speed development tests will be included.  More emphasis will be placed on getting familiar with and being able to conduct various operations on the office machines.
Teaching Methodology: 

The course will be taught using a variety of methods including lectures, labs, self-checks, self-evaluations, real-life practice problems, business applications, and small group activities.  

Course Objectives: 

Upon successful completion of this course, students should be able to:

· Have a good grasp of the four basic arithmetic functions related to office machines.
· Understand the generic operating instructions for the electronic calculator and the calculator functions on the computer.
· Appropriately operate the ten-key machine by the touch method
· Acquire skills allowing them to build speed and accuracy over time.

· Learn the generic keys for the electronic calculator. 

· Get enough practice of real-life situations as found in business mathematical applications problems (Check Registers, Bank Statement Reconciliation, Consumer Payment Cards, Accounting Forms, Payroll Records, Markdowns, Cash Discounts, Commissions, Retail Markup, Income Statements, Invoices etc). 
Course Requirements: 

Class Participation



20 points

Business Math Review and Lab

30 points


(4) Speed & Accuracy Quizzes 

20 points 
(5 points per quiz)

Final Exam




30 points

Total





100 points

Grading:
A

90---100 points

B 

80---89 points

C 

70---79 points

D

60---69 points

F

59 points & below

Class Participation, Enrichment Opportunities, & Other Expectations: 

The student is expected to attend all classes and roll will be taken every week. Each night, one or more enrichment opportunities will be provided to the class.  These opportunities involve small groups, class discussions, experiments, assessments etc.  Enrichment points can only be earned by participating in the lecture and lab.  There are no make-up opportunities for the enrichment activities.  A missed class is a missed opportunity! Two or more unexcused absences will result in a zero (0) point class participation grade.  The learner is expected to be in the classroom promptly at the start of the class.  Cell phones should be turned off during class.  Texting takes the student’s attention away from the classroom subject under discussion.

Each student is expected to contribute to classroom and lab discussions.  20% of your overall grade will depend on your class attendance and in-class discussions of opinions, answers to questions, self-evaluations, self-checks, speed and accuracy assignments etc.  The learner is expected to read and complete all assigned work prior to coming to class.  Class participation grade will be a reflection of the quality and frequency of his/her contributions.  Attendance alone does not represent participation.  Make-up quizzes will not be given and all written case assignments that are not turned in on or before the assigned due date will receive a lower grade.

Diversity notes:

Participate actively and enthusiastically.  Develop speed and accuracy through self-tests.    Respect the views of others.  Acknowledge and appreciate differences.

Course Calendar/Schedule: (Subject to change)

	Class Meet # and Date
	Topics
	Textbook Reading

	1 on 3/12/2008
	Class Introduction; Course Overview; Business Math Review (Addition, Subtraction & Multiplication)
	Syllabus; Chapter 1

	2 on 3/19/08
	Business Math Review (Cont’d) (Division, Rounding Numbers with Decimals, Converting Decimals and Fractions, Proofreading Numbers, Base, Rate, and Portion, Estimations tec.
	Chapter 1 Continued
Quiz on Chapter 1

Quiz is worth 10 points

	3 on 3-26-08
	Operating the Ten-Key Keyboard by the Touch Method :  Addition and Corrections

	Chapter 2
Quiz on chapter 2
5 points

	4 on 4-2-08
	Practice and Speed Development:  
Speed Development 1, Speed Development 2, Speed Development 3 and Self-evaluation
	Chapter 3


	5 on 4-9-08
	The Electronic Calculator:
Generic Keys for the Electronic Calculator:  Addition and Subtraction; Addition with more than 2 Digits after the Decimal Point.  Converting Fractions to Decimals.  Self-Evaluation; Business Applications etc.
	Chapter 4
Quiz on Chapters 3 and 4
5 points



	6 on 4-16-2008
	Multiplication on the Electronic Calculator:
Multiplication Key; Percentage and Percent Key, Self-Evaluation; Working MarkDown Problems; Calculating Cash Discounts etc.
	Chapter 5

	7 on 4-23-2008
	Division on the Electronic Calculator
	Chapter 6

	8 on 4-30 and 5-7-2008
	REVIEW, REVIEW
	All Chapter Reviews: Major Topics etc.

	9 on 5-14-08
	FINAL EXAM
	


Notes: This Course Schedule is tentative. The instructor reserves the right to modify it as necessary.

Attendance Policy & Drop Information: Once again, roll will be taken during each class meeting. In accordance with SCCCD policy, the student shall understand that with two or more weeks of consecutive absences, the instructor reserves the right to drop him/her from the class.  The Dean or the instructor may choose to reinstate the student under certain conditions.  Absence in no way relieves the student of responsibility for missed assignments and course requirements.
Please note that it is your responsibility to OFFICIALLY drop this course should you decide for any reason that you are no longer able to meet the requirements of this course.  Failure to drop this class by the final drop date will result in “F” grade for the class.  

DISHONESTY: CHEATING AND PLAGIARISM:  Please refer to the “Student Code of Conduct” which includes consequences ranging from reprimand to expulsion.

ADA and Section 504 of the Rehabilitation Act Notification:

“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 your instructor as soon as possible.”

