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CBOT 431AB—Computer Applications, Part II
Ms. Carolyn Jung, Professor, Office:  Bldg. 13, Room 203



1.5 Units; CSU Transfer; Telephone: (650) 306-3213: E-mail:  jung@smccd.edu
Office Hours:  Mon. & Wed. 11 – 1 pm; Tues. 1 – 3pm; Thurs. 9 – 11 am; Fri. 5 – 6 pm
Entry Level Skills:  Eligibility for READ 836, and ENGL 836 or 400.

Description
Students learn the basic features of spreadsheets, database applications, and methods of integration using Microsoft Office.
Recommended:

CBOT 430 (Computer Applications, Part I—for 1.5 units)

Objectives
Student will learn the basics of Excel; building, editing, and formatting worksheets; basis of Access; enter & edit records; use tables, queries, and forms in Access; and integration of Excel and Access with Word.
Goals:
Student will create a basic and edit an Excel spreadsheet and use basic & complex formulas.  Student will create a simple database tables, forms, and queries, and integrate Access and Excel with Word.
Method of Instruction:
Lecture, demonstration, & hands-on exercises.  A minimum of 16 hours by arrangement lab hours/semester.
Textbook & Materials
Microsoft Office 2007, Windows XP Edition; Introductory, Illustrated Series, Course Technology, by Beskeen, Cram, Duffy, Friedrichsen & Reding; 2007 Edition; ISBN 1-4188-6047-6.  Printed in USA.

One 128 MB or 256 MB flash drive. 
Grading Policy

Homework & Lab sheet
50%


Lab Hours (space available basis)



Exams/Quizzes

50%


Monday – Thurs.
8:00 AM – 9:30 pm



A = 4 pt; B = 3 pt; C = 2 pt; D = 1 pt; F= 0 pts
Friday

8:00 – 2:00 pm



The final grade is calculated by adding up the total points and calculating the overall average.
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 pts) will be assigned to any homework not turned in.  Lab Sheet must also be turned in at the end of the semester.  No late assignments will be accepted without Instructor approval.

Testing Policy
If you miss an exam or quiz, please make arrangements to take the exam/quiz with the Instructor within a week of the missed test date (with the exception of the final exam).  A penalty grade of F will be assigned to any exam/quiz not taken or not made up.

Attendance
Students will be dropped if the total hours of absences exceed four hours of class time.  Students are required to attend classes on a timely basis.  Class begins promptly.  Two tardies will count as one absence.  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 for any reason 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.

Academic Integrity
Cañada students are expected to demonstrate integrity in all academic endeavors.  Students are evaluated on their own merits.  Violations of academic integrity include, but are not limited to:  cheating, copying another student’s files as your own work, or facilitating academic dishonesty.  The consequences of academic integrity are that a student may receive an F grade on the test or paper or have his/her grade lowered or dismissal from the course.  Refer to the college catalog under Academic Integrity Policy for more information.
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