CST 134 Syllabus


CST 134

Micro Computers in Business Using MS Office

Instructor: Don Southwell, M.S.

General Info: 
Office Location:  A071  

Telephone: 989 686-9137 


Fax: 989 686-8736

E-mail:  
donaldsouthwell@delta.edu


Course Website:  http://www.delta.edu/donaldsouthwell/cst134.htm
Office Hours:  See office/class schedule at: http://www.delta.edu/donaldsouthwell/academic_schedule.htm
· Students should make appointments to see the instructor at least 24 hours in advance.  Appointments take precedence over walk-in visits and are recommended.  

· To effectively document questions and responses, email communications is preferred.  The use of Delta’s email service is REQUIRED for sending and receiving class correspondence. Due to spam filter settings, instructor is not responsible for receiving email from other providers.

Course Description:  Surveys small computer systems used for personal, business, and industrial applications including hardware, software, and operating systems. Uses MS Office for word processing, spreadsheets, and database software as well as the evaluation and selection of systems. Credit may be earned in CST 134 or CIS 120, but not both.

	Outcomes and Objectives for: CST 134 - Micro Computers in Business Using MS Office

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

	Outcome 1:     Understand the basic features of Microsoft’s Word processing software.
 Objectives: 
A. Demonstrate basic features of Word: entering text, editing text, spelling and grammar checking, saving, printing, retrieving, cutting and pasting text and graphics, and other text enhancement functions. 

Outcome 2:     Attain skills in writing of technical papers.
 Objectives: 
A. Plan, organize and write a technical paper or web page. 

Outcome 3:     Understand the basic functions of the Microsoft Excel spreadsheet.
 Objectives: 
A. Demonstrate ability to create a simple spreadsheet. 

B. Use add, subtract, multiply, and divide in formulas. 

C. Use built in functions. 

D. Design spreadsheets using sound design that are easy to understand. 

Outcome 4:     Understand the basic functions of Microsoft Access
 Objectives: 
A. Demonstrate ability to create a database. 

B. Demonstrate ability to create a table. 

C. Demonstrate ability to create a simple query 

D. Demonstrate ability to create a report with derived totals, sums, and level breaks. 

Outcome 5:     Understand the basic functions of Microsoft PowerPoint.
 Objectives: 
A. Demonstrate ability to create a PowerPoint presentation. 

B. Demonstrate ability to create a presentation utilizing a template. 

C. Demonstrate ability to utilize slide transitions. 

D. Demonstrate ability to edit, enhance, and customize presentations.  
E. Demonstrate ability to use graphics and multimedia objects in presentations.


*  Source http://www.delta.edu/catalog/outcomes.asp?CourseActionID=3899
Learning Activities:

· Lecture:  Part of each class is lecture/demonstration based, designed around student/instructor discussion and interaction to reinforce concepts. 

· Lab Activities:  Part of each class will be spent doing lab activities.  Some of these activities will include written work such as answering questions.  Other activities will include designing word documents, spreadsheets, access databases and working with textbook tutorials.  (Plan on bringing your textbook to each class.)

· Outside Assignments:  Students will be given outside assignments (due dates announced when assigned) to reinforce discussion concepts and lab activities.  Mostly, these assignments will involve completion of unit lesson projects usually started in the class.

· Quizzes:  Generally, short quizzes are given weekly to test material covered in the reading and during class lectures/demonstrations.

· Reading Assignments:  Students will be given reading assignments to help prepare them for the following weeks class discussion and activities.

Grading:

· Exams 
(Word, Excel, Access,  PowerPoint) 


40%

· Unit Lessons and  Project Assignments (points will vary)

30%


· Quizzes
(12 quizzes, 10 points each)



15%


· Class participation and lab activities.  (attendance)


15%

Points in each area are accumulated and converted to percent form.  The final letter grade is assigned as follows:  

A   93 - 100%
A-  90 - 92%

B+  87 - 89%
B  83 - 86%
B-  80 - 82%

C+  77 - 79%
C  73 - 76%
C-  70 - 72%

D+  67 - 69%
D  60 - 66%


E   below 60%

Withdrawals and incomplete grades will be issued pursuant to the college policy.  Incompletes are not generally given except in cases where the majority of the coursework is completed with a passing grade and the circumstances are serious, verifiable, and not within the student’s control (illness, family emergency, etc.).

Texts and Other Resources:  The required texts are:

· Rutkosky, Sequin, & Rutkosky  (2008). Marquee Series - Microsoft Office 2007.  Paradigm Publishing  ISBN: 0-76382-958-2
Students will be directed to or will locate other resources to meet various objectives.

Supplies:  Students must be able to store and retrieve files during class sessions and during lab work.  The student needs to provide storage media for working files and for backup files so that two copies of files are always available.  Some options are a combination of:

(1) a floppy disk or zip disk appropriate to the drives on classroom and home systems;

(2) a portable mass storage device variously called USB drive, flash memory, jump drive, or thumb drive;

(3) a briefcase location through Yahoo.com or other Internet location;

(4) FTP to their college-provided directory;   

(5) something else.

Students should also acquire a two-pocket folder to keep their work, notes, and assignments organized.

Continuity/Disaster Recovery Planning:  THE STUDENT IS RESPONSIBLE TO BACK UP COURSE WORK AND CHECK FOR MALICIOUS CODE/VIRUSES REGULARLY.  If files are not backed up, the student is responsible to re-create the file.

Course Policies:

Communicate with Your Instructor:  Good communication between the student and the instructor prevents problems in many areas.  Many of the following policies address problems that develop when the instructor and the student have not communicated.  Communication is a responsibility of both students and instructor.

Research and Reference:  Be ready to use your textbooks for reference as well as reading.  If a term or concept is not clear, research it.  Use conventional print as well as Internet and Web resources specific to the course content.  Owning and growing your knowledge gives you expertise.

Preparation for Class:  Keep to the assigned schedule.  If a tutorial or assignment is due on a particular day, it is due at the beginning of class.  Even if problems occur (they always do), your instructor expects you to submit what you can on the due date, then undertake problem solving, seek assistance as needed, and resubmit the completed work. Problems and questions will be reviewed at the start of each class period where possible, or addressed during an appropriate part of the class session.

Tests:  There are no make-up tests except for verified emergencies (injury or health-related crisis to the student or to an individual under the student’s direct care).  Telephone, voicemail, or email communication must occur at the time of the emergency or, as soon as possible, by the student or family member.  Verification (hospital, doctor, police report) must be presented immediately upon return to class and the test should be taken before the next class session.

Requests to re-schedule a test for serious need must be made to the instructor in written format (email) with justification.  The instructor assumes that the student is aware of the class schedule and will not schedule other activities during class times.

Late Work: Extenuating circumstances concerning late assignments will be treated on an individual basis. There are situations in which students will be permitted to turn in assignments after the due date without penalty, but equity is a primary consideration in exercising this policy.  

No late assignments will be accepted after the last day of class.

Participation:  Regular class attendance and active participation in classes are important elements in the learning process.   Students are in college primarily for the sake of their intellectual growth and development. Attendance and participation provide appropriate opportunities for the evaluation of the student’s progress and create an environment of cooperative learning between the student and instructor.

Academic Honesty:  Why would a student submit someone else’s work?  The student gains no knowledge; the student masters nothing.  However, some students take the work of others, while others give their work to students to claim as their own.

There are two parties to academic dishonesty.

· Any work submitted as the student’s own work must be his/her own work.  To submit the work of others is intellectually dishonest and carries penalties.  The instructor reserves the right to apply University policies to work submitted by a student but prepared by others.  

· Any work provided to others to submit is also dishonest.  Any student inclined to share work on the basis of “helping another” may be helping another to get a degree.  They may also be contributing to incompetent work in the workforce.

· Your integrity matters.

Other: 

· Please ask about having guests attend class.  Individuals who are not members of the class affect both the instructor and other students.

· If you wish to use the lab when other classes are in session, ask permission of the instructor.  

· Cell phones should be in silent mode if a student is required by employment to be available or if a serious situation has developed or is impending.  Students are asked to leave the class quietly for these types of calls and to return quietly upon their completion.

College Policies:

The College has a number of policies, procedures, rules and regulations which apply to all students. The Delta College Catalog, which is available both in print form and online at http://www.delta.edu/catalog/, includes many of them.

They include but are not limited to the rules in Section VI on Student Rights and Responsibilities, Integrity of Academic Work, Disruptive Students, Student Complaint and Hearing Process, Electronic Resources Access and Use Guidelines; Safety and Security policies, including Sexual Harassment; and student Records Access and Confidentiality.  

They also include but are not limited to Academic Policies in Section IV on Grading System including I - Incomplete grades and Attendance Policy and Disputed Final Grade Policy.  

The policies, procedures, rules and regulations published in the Catalog apply to you as a student in this course, and you are responsible for knowing and following them.  You should also be familiar with, and follow, your instructor’s individual policies to ensure your success in the course.

The College also provides free resources to support student success such as the Teaching/Learning Center (http://www.delta.edu/tlc) located in the library and Counseling and Academic Advising, in D-102, phone 686-9330.  If you have a disability that may interfere with your ability to benefit from the courses you are taking, it is your responsibility to make the College aware of this.  Please contact Michael Cooper, Director of Disability Services, in D-106, phone 686-9322, or e-mail at michaelcooper2@delta.edu.
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