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Course Outline

CBOT 478 LA—Integrating Microsoft Office
Tuesday, 6:30 – 9:35 pm
Ms. Carolyn Jung, Professor






1.5 Units

Office:  Bldg. 13, Room 203; Phone:  (650) 306-3213; e-mail:  jung@smccd.edu 
CSU Transfer; Fall 2007
Office Hours:  Mon & Wed 11 – 1 pm; Tues 1 – 3 pm; Thurs 9:00 – 11:00 am; Fri 8:30 – 9:30 & 5 - 6 pm 

Entry Level Skills:  Eligibility for READ 836, and ENGL 836 or 400.

Description
Learn how to integrate and share data among Microsoft Word documents, Excel worksheets, Access databases, and PowerPoint presentations.  Other topics include object linking & embedding, multi-tasking, task list, & creating compound documents.
CR/NC Option
Students who elect CR/NC (i.e., Pass/Fail) option must complete & sign the appropriate form & submit it to the Enrollment Services Office no later than within the first two weeks of the class.  For further information, see the college catalog under "Grade Option" in the Grades & Academic Standing section.  Do not take this class on a CR/NCR basis if this is a core requirement for you.  Talk to your counselor if you have any questions.
Prerequisite:
CBOT 431 (Computer Applications, Part II).  
Goals
Student will be able to combines data or features from two or more programs in real-life business settings using Microsoft Office Word, Excel, PowerPoint, Access, and Outlook.
Method of Instruction
Lecture, demonstration, & hands-on exercises.  A minimum of two hours of lab for every class required.  Lab work may be done either at the school lab or at home.  If the homework is done at home, students are required to record their lab hours on a lab sheet which must be turned in at the end of the semester.  However, if the homework is done in the lab, students log in and out of lab on the computer in the back of Room 217.
Textbook/Materials
Learning Microsoft Office 2003 Advanced Skills, An Integrated Approach by Suzsanne Weixel; c. 2004.  ISBN 013147631-9. Pearson Prentice Hall DDC, and a flash drive 256 MB size.  
Grading Policy

A = 4 pts         D = 1 pt

   
Lab Hours—in Rooms 213, 214 & 217 of Bldg. 13



B = 3 pts          F =  0 pt

       
Check the times available as other disciplines use the



C = 2 pts


       
share the computer labs.



Final grades are calculated by adding
   
Bring your Materials Fee Card when you come to Lab.

the total pts earned & dividing by the
   




total number of assignments given in the syllabus
to determine the over-all average final grade.

Homework Policy
Students are required to complete all assigned work & are responsible for any materials or assignments covered when absent. A penalty of F (zero points) will be assigned to any homework assignments not turned in or not redone.  No late assignments will be accepted without Instructor approval.  Each student is expected to do his/her own work.  Academic integrity means that, any copying or sharing of homework or tests will cause a grade of F to be assigned or dismissal from the class.  For further information, review the college catalog under Academic Integrity Policy.
Testing Policy
A grade of F is assigned to any exam/quiz not taken.  There will be a final integration projects for the final.  
Attendance
Students are dropped if the total hours of absences exceed two classes.  Students are required to attend classes on a timely basis.  Class begins promptly.  Two tardies will count as one absence.  Note:  If a student comes in late, the instructor will not stop the class to catch up a student.  Excessive absences will cause you to be dropped from the class.  Please let the Instructor know at the beginning of the class period if you need to leave the class early.  If you can no longer attend the class, please remember to drop the class through the Admission’s Office immediately.  Failure to do so on a timely basis may cause a letter grade of F to be awarded.  Remember, dropping a class is YOUR responsibility.






