SYLLABUS:  BSNS 170 Microsoft Office 2007: Introductory Concepts and Techniques, Windows XP Edition 
Instructor: Dr. David Vance

Office: Business Department, Weber Hall


Phone: 815-939-5113
E-mail: dvance@olivet.edu
Website: TBA

Class Meetings: M-W-F 12:00 – 12:50 Weber Room 103
CLASS URL: http://www.cyberethics.us

Course Description: 

This course provides an overview of microcomputer applications including a brief introduction to computer concepts, Microsoft Windows XP, Microsoft Office 2007, Microsoft Office Word 2007, Microsoft Office Excel 2007, Microsoft Office Access 2007, Microsoft Office PowerPoint 2007, Microsoft Office Outlook 2007, creating Web pages, and integration of the applications.

Text/Materials:

Text: Microsoft Office 2007: Introductory Concepts and Techniques, Windows XP Edition

 (1-4188-4327-x)
USB Flash Drive (some kind of removable drive) or CD-RW (writable CD).
COURSE OBJECTIVES:

1.
To develop basic competency and confidence in using the computer for business applications.

2.
To become thoroughly familiar with key computer terms and vocabulary.

3.
To develop competency and confidence in utilizing Windows XP and Microsoft Office 2003. Particular emphasis will be placed on Excel, Access, and Power Point, with brief coverage of Word and other special topics such conducting research online, basic SPSS skills, etc.

4.
To understand the role information plays in organizations and in making decisions.

5.
To learn more about the technological revolution that is taking place in electronic processing and communication.

6.
To have fun and develop an appreciation of the computer’s potential in your career.

INTEGRATION OF FAITH
Computers and related information technologies can be used for positive business purposes, but there are many ethical and moral issues emerging, such as privacy, regulation of content, copyright rules and so forth that need to be considered.  The class will from time to time discuss these issues from a Christian perspective.  We will explore Christian resources available on the Worldwide Web and occasionally utilize devotions available on the Web.
Teaching Methods:

1. Lectures: Important material from the text and outside sources will be covered in class. Students should plan to take careful notes as not all material can be found in the texts or readings. Discussion is encouraged as is student-procured outside material relevant to topics being covered. 

2. Assignments: End of chapter activities and online activities will be assigned weekly to reinforce material in the text. These assignments may require the application of various software packages. 

3. Quizzes: Occasional unannounced quizzes will be given to help ensure students stay up with assigned material. 

4. Exams: Three exams will be given. The exams will be closed book/notes and will test assigned readings and material discussed in class. Review sheets will be provided prior to the exam day. The final exam will not be comprehensive in nature. However, the instructor reserves the right to retest on material that was not appropriately comprehended. These items will be noted on exam review sheets. 

5. Participation: Student participation will be graded by the level of class participation and attendance.  

Grading:

Total points will be computed as follows. The total points for quizzes, cases, and assignments may vary.

Exam #1: 100

Exam #2: 100

Exam #3: 100

Assignments: 150 

Participation/Attendance: 20 

Total: 520 Points

Point System: 520 total assigned points

A
>= 468

B
>= 416

C
>= 364

D
>= 312

Course Policies:

Missed Classes: The student is responsible for obtaining material distributed on class days when he/she was absent.  Missed or late quizzes can not be made up under any circumstances but with good cause and adequate notice, an early quiz may be given. 
Attendance:  Faithful attendance is crucial to success in any class.  Attendance is taken at the beginning of the class. If a student is late, it is the responsibility of the student to submit written statement to me at the end of class on the day in question to have the records modified. 

Assignments:  The amount of material covered in this class is vast. You should expect to spend 3-6 hours per week outside of class time.  All assignments are due at the beginning of class on the date due. No credit is given for late assignments.  Assignments need not be printed unless specified. 
Academic Dishonesty: Plagiarism and cheating are serious offenses and may be punished by failure on exam, paper or project; failure in course; and or expulsion from the University. For more information refer to the "Academic Dishonesty" policy in the University Undergraduate Catalog.  For this class, it is permissible to assist classmates in general discussions of computing techniques. General advice and interaction are encouraged. Each person, however, must develop his or her own solutions to the assigned projects, assignments, and tasks. In other words, students may not "work together" on graded assignments.
Need for Assistance: If you have any condition, such as a physical or learning disability, which will make it difficult for you to carry out the work as I have outlined it, or which will require academic accommodations, please notify me as soon as possible. 

Internet Support: Check the class Web page for additional information about Office 2007, or to post a question about this course.

Incomplete Policy: Students will not be given an incomplete grade in the course without sound reason and documented evidence as described in the Student Handbook. In any case, for a student to receive an incomplete, he or she must be passing and must have completed a significant portion of the course.

