HESSER COLLEGE


Location: Portsmouth, New Hampshire

COURSE SYLLABUS

COURSE NUMBER AND TITLE: 
BCAP106 - Introduction to Microsoft( Office 

ACADEMIC CREDITS AWARDED:
3 Semester Credit Hours

COURSE PREREQUISITE(S):

None
INSTRUCTOR NAME:
Edward W. Brouder, Jr., M.I.S.M.

INSTRUCTOR CONTACT:

ebrouder@hesser.edu or 603-668-0652

AVAILABILITY/OFFICE HOURS:         By appointment

START DATE: July 6, 2011                       END DATE: August 24, 2011
INSTRUCTIONAL CONTACT HOURS:
40 clock hours are provided.  Class starts at 5:30 p.m. and ends at 8:10 p.m. on Monday/Wednesday.
COURSE DESCRIPTION: This hands-on course presents an introduction to the key components of Microsoft( Office.  The applications included in this review include Microsoft Word, Microsoft Excel(, Microsoft Access(, and Microsoft PowerPoint(.  The course also briefly reviews topics such as Windows and Internet Explorer.
TEXTBOOKS AND MATERIALS:  Microsoft( Office 2007 – Brief Concepts and Techniques by Gary B. Shelly, Thomas J. Cashman & Misty E. Vermaat, Cengage Learning, copyright 2008, ISBN-13: 978-1-4188-4325-0.

A USB 2.0 Flash Drive is required!
Students are expected to utilize the class web site (http://www.brouder.info) regularly for lecture notes & handouts. Your username is your last name in lower case letters; the password is salem2011.

COURSE OUTCOMES/LEARNING OBJECTIVES: 

Upon successful completion of the course, the student should be able to:

1. Navigate through a Windows-based operating environment

2. Demonstrate an understanding of the fundamentals of computer hardware

3. Demonstrate an intermediate level of proficiency in the applications covered in this course
TEACHING STRATEGIES & LEARNING ACTIVITIES: A combination of learning activities will be employed including demonstrations, lectures, multimedia presentations, project assignments and examinations.

Students must read each chapter before attending the class covering that chapter.

Class sessions will include presentations on text material in order to summarize and clarify material, as well as to highlight essential points.

Chapter Projects will be developed in class.  Labs from the end of the chapters will be assigned to help support and supplement material found in the projects.  These will allow students to demonstrate comprehension of functions learned through personal computer usage.  The class is structured to cover as much of each Project as can be completed during class time.  Students must complete assigned Labs independently.
REQUIREMENTS FOR THE SUCCESSFUL COMPLETION OF THE COURSE:

To pass this course, students must receive a final grade of a D or better.
· Attend class and pass in assignments on time.  If you miss a class, it’s your responsibility to find out what you missed and what was assigned.

· Written assignments are to be typed (Times New Roman, font size 12).

· Participate in class discussions.

· Take notes.
Assignment                            % of final grade

Attendance & participation             25%

Homework & Lab assignments       25%

Mid Term Exam                              25%

Final Exam

                    25%

COURSE OUTLINE: (subject to revision)

WEEK
DATE
SECTION
TOPIC

1
July 6
Word 2007


Welcome – Review Syllabus

Ch. 1/Creating and Editing a Word Document (WD1)

2
July 11

July 13
Word 2007

Word 2007
Ch. 2/Creating a Research Paper (WD73)

Ch. 2/continued

3
July 18

July 20
Excel(
Excel(
Ch. 1/Creating a Worksheet and an Embedded Chart (EX1)

Ch. 1/continued

4
July 25

July 27
Excel(
Ch. 2/Formulas, Functions, Formatting, and Web Queries  (EX81)

Midterm Exam

5
Aug. 1

Aug. 3
Access(
Access(
Ch. 1/Creating and Using a Database (AC1)

Ch. 1/continued

6
Aug. 8

Aug. 10
Access(
Access(
Ch. 2/Querying a Database (AC73)

Ch. 2/continued

7
Aug. 15

Aug. 17
PowerPoint(
PowerPoint(
Ch. 1/Creating and Editing a Presentation (PPT1)

Ch. 2/Creating a Presentation with Illustrations and Shapes (PPT81)

8
Aug. 22

Aug. 24
PowerPoint(
Ch. 2/continued
Final Exam

Academic Honesty Policy

Hesser College considers academic honesty to be one of its highest values. Students are expected to be the sole authors of their work.  Use of another person’s work or ideas must be accompanied by specific citations and references.  Though not a comprehensive or exhaustive list, the following are some examples of dishonesty or unethical and unprofessional behavior:

· Plagiarism: Using another person’s words, ideas, or results without giving proper credit to that person; giving the impression that it is the student’s own work

· Any form of cheating on examinations

· Altering academic or clinical records

· Falsifying information for any assignments

· Submitting an assignment(s) that was partially or wholly completed by another student

· Copying work or written text from a student, the Internet, or any document without giving due credit to the source of the information

· Submitting an assignment(s) for more than one class without enhancing and refining the assignment, and without first receiving instructor permission.  In cases where previous assignments are allowed to be submitted for another class, it is the responsibility of the student to enhance the assignment with additional research and to also submit the original assignment for comparison purposes

In essence, plagiarism is the theft of someone else’s ideas and work.  Whether a student copies verbatim or simply rephrases the ideas of another without properly acknowledging the source, it is still plagiarism.  In the preparation of work submitted to meet course requirements, whether a draft or a final version of a paper or project, students must take great care to distinguish their own ideas and language from information derived from other sources.  Sources include published primary and secondary materials, electronic media, and information and opinions gathered directly from other people.

A computer program, marketing plan, PowerPoint presentation, and other similar work produced to satisfy a course requirement are, like a paper, expected to be the original work of the student submitting it.  Copying documentation from another student or from any other source without proper citation is a form of academic dishonesty, as is producing work substantially from the work of another.  Students must assume that collaboration in the completion of written assignments is prohibited unless explicitly permitted by the instructor.  Students must acknowledge any collaboration and its extent in all submitted coursework.  Students are subject to disciplinary action if they submit as their own work a paper purchased from a term paper company or downloaded from the Internet.

Academic dishonesty is a serious offense and may result in the following sanctions:

· 1st offense: Failure of the assignment in which the action occurred

· 2nd offense: Failure of the class in which the action occurred

· 3rd offense: Expulsion or permanent dismissal from the College

Procedures for Academic Honesty Violations

Hesser College takes a firm stance against all forms of plagiarism, and faculty are required to investigate any questionable submissions from students.  The College maintains a database of student plagiarism charges and students who plagiarize repeatedly will be subject to increasingly serious repercussions.

Upon receiving a questionable submission from a student, the instructor consults with the department chair to ascertain that the work has in fact violated the academic honesty policy.  The department chair then completes the “Notice of Academic Honesty Violation” form and submits to the Office of Academic Affairs (OAA).

The OAA will then check the database to determine if the student has been previously sanctioned and issue a formal notification to the student.

Dispute of Academic Honesty Violations

Should a student wish to dispute this charge, he/she must do so within 10 days of receipt of this letter.  In general, the vast majority of charges are indisputable and consist of the blatant lifting of material from the Internet and the student passing it off as his/her own work.  However, a student may choose to file a grievance report, in accordance with the General Student Complaint/Grievance Procedures outlined in the Hesser College Catalog.

Disability Services:

In accordance with the Rehabilitation Act of 1873 (Section 504) and the 1990 Americans With Disabilities Act (ADA), Hesser College will provide reasonable and individualized reasonable accommodations for students who have provided proper documentation outlining their disabilities and have requested reasonable and appropriate accommodations.  Since each student’s disabilities may differ in degree and impact, reasonable accommodations will be made on an individual basis.  Documentation to support the disability must be provided to the College at the time of request.  Information pertaining to a student’s disability is voluntary and confidential.  If this information is supplied, it will be used to identify reasonable and required accommodations to attempt to overcome the effect of conditions that limit the participation of qualified disabled students.

Requests for accommodations should be directed to Tina Underwood, Disability Coordinator in the Academic Skills center at (603) 296-6394 or tunderwood@ hesser.edu.  Please see the Student Handbook for more information.

Per the “Conduct” section of the Hesser College Catalog:

“All electronic devices must be in the “off” position while in the classroom.”  Exceptions to this policy are made solely at the discretion of the instructor.

METHOD OF EVALUATING STUDENTS:

Letter

Grade
Numerical
Equivalent
Quality
Points
Letter

Grade
Numerical
Equivalent
Quality Points

A

A-

B+

B

B-
93-100

90-92.99

87-89.99

83-86.99

80-82.99
4.0

3.7

3.3

3.0

2.7
C+

C

C-

D+

D

F
77-79.99

73-76.99

70-72.99

67-69.99

60-66.99

0-59.9
2.3

2.0

1.7

1.3

1.0

0.0

GRADING SCALE: See page 32 of the College Catalog for full grading system.

ATTENDANCE POLICY: See page 27 of the College Catalog for the full policy.

POLICY OF NON-DISCRIMINATION: See page 19 of the College Catalog for the full policy.

The Hesser Commitment conditional acceptance period begins on the first day of the introductory course(s) for all eligible students.

Hesser Commitment Courses:
ACCT111

BADM111

COMM111

COMM115

CRJS111

CRJS115

CRJS155

EDUC103

ENGL094

GNED111

GRPH102

GRPH111
HUMN113

HUMN115

MDAS102

MSTH110

MSTH115

NSCI105

PRLG111

PYSC102

PSYC123

PSYC125

PTAS101

Medical Assistant Diploma Students: The conditional admittance period continues through the close of business on the last day of class of the first five week module.  Students who are exhibiting signs of not meeting the official acceptance criteria will receive midpoint advising during week 2.5 and will be evaluated for official acceptance into the program at the end of the fifth week.  Eligible students will have until the end of the last class in week five to officially withdraw from the program under Hesser Commitment guidelines.

Degree and Massage Therapy Diploma Students: The conditional admittance period continues through the close of business on the last day of class in the sixth week of the first eight week term.  Students in degree programs or the Massage Therapy Diploma program who are exhibiting signs of not meeting the official acceptance criteria will receive advising for Checkpoint 1 at the end of the third week of the first eight week term and will be evaluated for official acceptance into the program at the end of week six.  Eligible students will have until the end of the last class in week six to officially withdraw from the program under Hesser Commitment guidelines.

Refer to the catalog or most recent addendum for information on official acceptance criteria.
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