CBOT 431 AB Computer Applications, Part II


Name:  __________________________________
Fall 2007; Mon. & Wed. 9:45 – 11:00 a



Instructor: Carolyn Jung, Office:  (650) 306-3213 

CRN 80944





E-mail:  jung@smccd.edu
Syllabus
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	Oct. 22, 2007--Mon.

Introductions.  Review and complete the paperwork.  Go over class rules & procedures, Materials Fee cards, Lab hours, etc.

Excel Unit A--Getting Started with Excel 2007, pgs 1 - 17.

Two Handouts:  
(1) Different Pointer Shapes
(2) How to Print a Formula Page and a Header (for Footer)
Homework—due Wednesday
Do:  Concepts Review, pgs 18 – 19, #1-21. On #1 - #6, just write the label name.  On #7 - #21, just write the letter of the answer only.  Use the blue Concept Review form supplied by the Instructor to record your answers.  If you need extras copies, they are at the front table to the left of the Instructor’s station.  All the answers to the Concepts Review are in the chapter.  
[image: image3.wmf]
Do not forget to record your homework hours on the Lab sheet attached to the back of this packet.


	Oct. 24--Wed.

Finish Excel Unit A—Get-ting Started with Excel 2007, pgs 1 - 17.

Homework--due Monday
Do: Skills Review, pgs 19 – 20, #1 – 8.  Type the answers to #1a – c at the bottom of your work-sheet.  When you are finished with this assignment, print one copy of your worksheet and next print a second copy with your formulas in this order. 
 Note:  Follow the directions on the attached handout on how to turn on your formulas, gridlines, & row/column headings.  Save the file with the file name Weather Statistics on your flash drive.  Do not forget to insert a header or footer on all of your assignments. 
Do:  Independent Challenge 2, pgs 21 – 22, steps a - h.  Save as Hot Cars Sales.  Print the worksheet and a formulas page for step g—two printouts.  For the “Advanced Challenge Exercise” on page 22, print only the worksheet with formulas displayed.    Grand total of 3 printouts.  Do not forget to insert a header or footer on all of your assignments.
Optional Extra Credit:  Visual Workshop, pg 24 on Inventory Items.  Total of two printouts.  Insert a header or footer.

	Oct. 29—Mon.

Excel Unit B—Working with Formulas and Functions, pgs 25 - 41.

Homework--due Wednesday

Do:  Concepts Review, page 42 – 43, #1 -17.  Remember to use the Concepts Review form to record your answers.  The answers to your Concepts Review questions are in Unit B.  
[image: image4.wmf]
Do not forget to record your homework hours on the Lab sheet attached to the back of this packet.
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	Oct. 31, 2007—Wed.

Finish Excel Unit B—Working with Formulas and Functions, pgs 25 - 41.

Homework—due Monday
Do:  Skills Review, pgs 44 – 45 on Candy Supply Company Inventory.  Type the answers to #5a and #5b at the bottom of your worksheet. In step #8, you are to print the worksheet and then turn on your formulas and print another worksheet showing the formulas/gridlines, & row/column headings.  Insert a header or footer with the usual information.  You will have a total of two printouts.

Do:  Independent challenge #3, page 48 on Sales Tax Calculations.    Do steps a – h.  You may use the sample data and the tax rate shown in Figure B-26 if you wish.  Print the worksheet and print a second copy of the formula page.  
Do Optional Extra Credit:  Visual Workshop on page 50, Sales Analysis.  Total of two printouts.

	Nov. 5—Mon.

Excel Unit C--Formatting a Worksheet, pages 51 – 69.
Homework—due Wednesday
Do:  Concepts Review, pages 70 – 71, Steps #1 – 20.

Do not forget to record your homework hours on the Lab sheet.

	Nov. 7—Wed.

Finish Excel Unit C—Format-ting a Worksheet, pages 51 – 69.

Homework—due Monday
Do:  Skills Review, pages 71 – 73, steps 1 – 9 on Health Insurance Premiums.  In step 8f, ignore the directions to enter your name in cell A20—instead insert a header with the usual informa-tion.  Print the Insurance Data worksheet, and then turn on your formulas and print a second worksheet showing the formulas.  Remember to insert a header.  Total of two printouts. 
Do:  Independent Challenge #2, page 74, steps a – i on South Bend Assistance League.  Skip step J—do not insert your name in an empty cell.  Insert a header instead with the usual informa-tion.  Print the worksheet, and then print a formula page.  Total of two printouts.
Do:  Visual Workshop, pg 78 on Top Notch Personnel. Print the worksheet, and then print a formulas page showing the formulas you used.  Total of two printouts.
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	Nov. 12—Mon.

Review for Excel Final Exam
Handout:  Review for Excel final exam.
Homework 
Do:  Study for final exam in Excel on Wednesday covering Excel Units A – C, pages 1 – 69.

	Nov. 14—Wed.


[image: image1]
Excel Final Exam Today
No homework today.

	Nov. 19—Mon.

Access Unit A—Getting Started with Access 2007, pages 1 – 19.
Homework—due Wednesday
Do:  Concepts Review, pages 20 – 21, #1 – 20.


	Nov. 21—Wed.

Finish Unit A—Getting Started with Access 2007, pages 1 – 19.
Start Access Unit B if time allows.
Homework—due Monday
Do:  Skills Review, pages 21 – 23, steps 1a – 9 (skip step 1b).  Write or key the answers to steps 1a, 2a, 2d, 7f on a separate sheet of paper.  Print in steps 3a, 3b, 4e, 5c, 8c, 9a, and 9b—a total of 7 printouts.  
Do:  Independent Challenge 3, pages 24 – 25, steps a – h.  Two printouts.

	Nov. 26—Mon.

Access Unit B—Building and Using Queries, pages 27 – 43.  
Homework—due Wednesday
Do:  Concepts Review, pages 44 – 45, #1 – 20.

Do not forget to fill in your Lab Sheet when you do your homework.


	Nov. 28—Wed.

Finish Unit B—Access Building and Using Queries, pages 27 – 43.  
Homework—Monday
Do:  Skills Review, pages 45 – 46, steps 1 – 8.  Prints in steps 2c, 3e, 4d, 5c, 6c, 7c, & 8d—a total of 7 printouts.
Do:  Independent challenge 1, page 47, steps a – i.  Print step h.

Just one printout.
Do:  Independent challenge 2, page 47, steps a – i.  Print step h.
Just one printout.
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	Dec. 3—Mon.

Unit C—Using Forms, pages 51 – 67.
Homework—due Wednesday
Do:  Concepts Review, pages 68 – 69, #1 – 19. 
Do not forget to fill in your Lab Sheet when you do your homework.


	Dec. 5—Wed.

Finish Unit C—Using Forms, pages 51 – 67.
Homework—due Monday
Do:  Skills Review, pages 70 – 71, steps 1 – 8.  In step 8c print only the record with your name on it.
Do:  Independent Challenge #2, pages 72 – 73, steps a – i.  Print step h which is the record with your name.  
Do:  Independent challenge 3, page 74, step a – g.  Print steps f and the last bulleted item in Advanced Challenge Exercise—a total of two printouts.

	Dec. 10—Mon.

Unit B—Integrating Word, Excel, and Access, pages 17 – 27.
Homework
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Check with the Instructor today before you leave to see if you owe any homework assignments or redo’s.  All homework assignments are due on the deadline date of Dec. 17th.  No assignments will be accepted after Dec. 17th.


	Dec. 12—Wed.

Review for the Access Final Exam
Handout:  Review on Access Final Exam
Homework
Study for the Access final exam covering Access Units A – C, pages 1 – 67.
	Dec. 17—Mon.


Final Exam in Access Today
Remember to turn in your Lab sheet—it is part of your grade.
	(1)  Remember to turn in your Lab sheet—it is part of your grade.








CBOT 431 Syllabus.doc

7/31/2007

