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VALENCIA COLLEGE ONLINE SYLLABUS--FALL 2012 (201310)
OST2854, CRN11542
Microsoft Office (Application Package)

CLASS:


Online
INSTRUCTOR: 

Betty Wanielista

OFFICE & HOURS:

Building 8, Room 159, East Campus, as posted or by appointment.
TELEPHONE:    

407-582-2347

EMAIL: 


bwanielista@valenciacollege.edu
E-mail notification:  
Communication will be through Blackboard.
MICROSOFT OFFICE (APPLICATIONS PACKAGE)                        PREREQUISITES: None
Beginning/Intermediate office application course.  Students will learn Microsoft Office in a Windows environment and its use in business including: MS Word for creating and editing word processing documents, MS Excel for creating spreadsheets, MS Access for creating databases, and MS PowerPoint for creating professional slide show presentations. This is a Microsoft Office Specialist certification preparation course. (Special Fee: $23.00)-- 3 Credit Hours

EDUCATIONAL MATERIALS:
	 Text(s)
	Author
	Publisher

	Microsoft® Office 2010: Illustrated Introductory, First Course, 1st Edition, Custom Version, with Sam2010, 1285333366
	David Beskeen, Carol Cram, Jennifer Duffy, Lisa Friedrichsen, Elizabeth Eisner Reding
	Course Technology

CENGAGE 


OTHER SUPPLIES: 

Removal Drive or save files to your hard drive & Microsoft Office 2010 for the PC are needed. In order to log into cengage.com/sam2010 for projects & tests, you need this code IKey:T2026862.
COURSE OUTCOMES: 

Students will understand the use and role of MS Office in the business world.

Students will use MS Word, MS Excel, MS Access and MS PowerPoint to create business documents.

Students will apply software tools to handle real-world situations.
Students will be able:
  1.
Create and modify letters, tables, and other business documents using formatting tools, and other Microsoft Word features.

  2.
Organize and analyze sets of numbers, perform calculations, graph data, and develop reports using Microsoft Excel.

  3.
Organize and manipulate data, perform selection queries, develop reports and convert files using Microsoft Access.

  4.
Create slide show presentations, speaker notes, and audience handouts utilizing Microsoft PowerPoint.
GRADING POLICY:  The grading scale for this course is:

A=90-100

Final semester grade
B=80-89

70%
Average of 4 software tests (cengage.com/sam2010)
C=70-79


15%
Average of Software Projects (cengage.com/sam2010)
D=60-69

15%
Homework /Discussions– all homework needs to be completed correctly, F=Below 60


no partial credit.
The Final exam will be available December 8, Saturday, until December 10, Monday, 11:59 pm.

EVALUATION: Tests and Assignments: During the session, there will be four scheduled major tests. You will take a test at the end of each software application in cengage.co/sam2010. You will also complete projects for each unit in cengage.com/sam2010. No make-up tests are provided without explicit consent of instructor, which will only be granted in case of documented extreme emergency. The dates are listed on the assignment sheet. If you cannot take the test during the scheduled date, you must make arrangements to take the test early. If you take the test late, 10 points will be deducted from the score received. Internet & Computer access necessary for this course.
The assignments and due dates for homework are listed on the assignment sheet. You should be aware and follow the due dates. Homework submitted after the due date may not be accepted or graded. All homework is to be submitted to Assignments by attaching your documents. Please enable POPUPS for this course. It is recommend to use Firefox as your browser when entering Blackboard. Plan to take tests during the day or early evening, so you can get help if needed.
MAKE-UP AND EXAMINATION POLICY: All tests must be taken on/before dates assigned. No makeup tests are available without explicit consent of instructor, which will only be granted in case of documented extreme emergency. The final exam must be taken on the date published for final exams. All work needs to be completed before tests. Make it a point to be prepared to meet all deadlines.  All work must be completed on time and handed in during the week assigned. Late work submitted will have points deducted. If the Final Exam is not taken, the grade of F will be the course grade.

NO SHOW PROCEDURE: Any student who does not attend class prior to the start of the no-show period for each part of a term will be withdrawn by the instructor as a no-show.  This will count as an attempt in the class, and students will be liable for tuition.  If your plans have changed and you will not be attending this class, please withdraw yourself through your Atlas account during the drop period for the term.  For purposes of this online class, attendance will be determined by completing the Syllabus Quiz in order to document your attendance. This quiz will be active the first two weeks of class. Go to Assessments, Syllabus Quiz. It will close on September 13.
ATTENDANCE: Online classroom attendance and punctuality are vital to academic success. Students are expected to have weekly email contact with the professor and weekly submission of work. Students who do not maintain regular email contact or work submitted weekly will be dropped from the roll if unexplained. Two weeks of not submitting work will result in a withdrawal.
WITHDRAWAL: Per Valencia Policy 4-07 (Academic Progress, Course Attendance and Grades, and Withdrawals), a student who withdraws from class before the established deadline for a particular term will receive a grade of “W”. A student is not permitted to withdraw after the withdrawal deadline. A faculty member MAY withdraw a student up to the beginning of the final exam period for violation of the class attendance policy.  A student who is withdrawn by faculty for violation of the class attendance policy will receive a grade of “W”. Any student who withdraws or is withdrawn from a class during a third or subsequent attempt in the same course will be assigned a grade of “F”. For a complete policy and procedure overview on Valencia Policy 4-07 please go to: http://valenciacc.edu/generalcounsel/policydetail.cfm?RecordID=75. This semester’s withdrawal date is November 2, 2012.
VALENCIA I.D. CARDS: Valencia I.D. cards are required in order to use the Library, Testing Center, and IMC.  Cards are free and can be obtained in the Student Development Office in Building 5, Room 212.

GENERAL: All assignments need to have your name and item number at the top. Make sure your name is on of each email message. Remember your email etiquette. Each message should have a greeting (person’s name) and a closing (your name).
ACADEMIC HONESTY: Each student is required to follow Valencia policy regarding academic honesty. All work submitted by students is expected to be the result of the student’s individual thoughts, research, and self-expression unless the assignment specifically states “group project.” Any act of academic dishonesty will be handled in accordance with Valencia policy as set forth in the Student Handbook and Catalog.

COLLEGE POLICIES: A full description of all College policies can be found in the College Catalog at http://www.valenciacollege.edu/catalog/; Policy Manual at http://www.valenciacollege.edu/generalcounsel/; and the Student Handbook at http://www.valenciacollege.edu/pdf/studentandbook.pdf.

STUDENT ASSISTANCE PROGRAM: Valencia College is interested in making sure all our students have a rewarding and successful college experience. To that purpose, Valencia students can get immediate help with issues dealing with stress, anxiety, depression, adjustment difficulties, substance abuse, time management as well as relationship problems dealing with school, home or work. BayCare Behavioral Health Student Assistance Program (SAP) services are free to all Valencia students and available 24 hours a day by calling (800) 878-5470. Free face-to-face counseling is also available.

OFFICE OF STUDENTS WITH DISABILITIES INFORMATION:  Students with disabilities who qualify for academic accommodations must provide a Notification to Instructor (NTI) form from the Office for Students with Disabilities (OSD) and discuss specific needs with the professor, preferably during the first two weeks of class. The Office for Students with Disabilities determines accommodations based on appropriate documentation of disabilities. East Campus Bldg. 5, Rm. 216 Ph.: 407-582-2229 Fax: 407-582-8908 TTY: 407-582-1222.

COMPUTER TIME: Plan to spend from four to six hours per week on homework on the computer. A computer lab is located in the Academic Success Center (Building 4, Second Floor) for your use.

THE ACADEMIC SUCCESS CENTER: The Academic Success Center (ASC, 407-582-2540) located on the First Floor of Building 4 provides flexible and successful learning support in nearly every academic discipline. More information can be found at http://www.valenciacollege.edu/east/academicsuccess.

DISCLAIMER: Changes may be made at the discretion of the instructor.

IMPORTANT DATES:
Full Term 8/27/2012- 12/09/2012
Students may withdraw themselves and receive a W up until November 2, 2012. Students may not withdraw themselves after that date.

College Closed (Credit Classes Do Not Meet):

September 3
October 9 – Osceola Campus

October 11 – West, East, and Winter Park Campuses
See College calendar for important dates and final exam schedule at http://www.valenciacollege.edu/calendar
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