RANGER COLLEGE
SYLLABUS
Fall Semester 2010

COURSE NUMBER AND TITLE:    ITSW 1404     Introduction to Spreadsheets
CREDIT HOURS: 4       HRS/WK LEC: 3         HRS/WK LAB: 3        
LEC/LAB COMB: 6

Name of Instructor: Bonnie Jacobo    		Office Location: Business Bldg     
Office Phone: 254-647-3234 ext. 229 		E-Mail: bnash@rangercollege.edu
Office Hours:  
	Mon/Wed
	Tue/Thu

	8:45 – 9:20
	7:30 – 9:05

	1:15 – 2:40
	10:20 – 11:05


	           
            


I.  CATALOG DESCRIPTION:  
Introduction in the concepts, procedures, and importance of electronic spreadsheets. Includes spreadsheet terminology and concepts; formulas and functions; formatting features; charts, graphs, and reports.
II.  COURSE CONTENT:
This course is designed to prepare the student to use spreadsheet software in a business or professional environment.  Students will complete exercises assigned from the textbook.  The course content will primarily be individual, hands‑on experience with computers.  
III.  REQUIRED BACKGROUND/PREREQUISITES:
Familiarity with WINDOWS is recommended.
IV.  TEXTBOOKS AND MATERIALS (required):  
Microsoft Excel 2007 Vista Edition by Rutkosky
V.  METHODS OF INSTRUCTION:  
Lectures, supervised individual lab projects, and instructor provided supplementary handout materials.
VI.  SCANS COMPETENCIES:
1.1   locate, understand, interpret written information in prose and in documents such as textbook, manuals, handouts, database reports
2.2    create documents such as forms, reports and spreadsheet documentation
3.1    perform basic calculations in order to verify computer-generated results
3.2    approach practical problems by choosing the appropriate math technique
5.1    participate as a team member, contributing to the group’s effort
5.2    teach others new skills
6.1    acquire and evaluate information
6.2    organize and maintain information
6.4   use computers to process information
9.1    think creatively, generate new ideas
9.3   recognize problems and devise and implement plans of action
VII.  COURSE OBJECTIVES:
After studying the material presented in this course of study, the student should be able to do the following:
1.    Identity and apply spreadsheet terminology  (SCANS: 1.1)
2.    Design and implement a spreadsheet  (SCANS:  1.1, 5.1, 5.2, 6.1, 6.2, 9.1, 9.3)
3.    Devise and process formulas  (SCANS:  1.1, 2.2, 6.4, 9.3)
4.    Design and generate reports  (SCANS:  1.1, 2.2, 3.1, 3.2, 6.4, 9.3)
5.    Apply rules of good spreadsheet design  (SCANS:  6.1, 6.2, 9.1, 9.3)
6.    Devise methods for insuring accurate data entry  (SCANS:  2.2, 3.1, 6.4, 9.1, 9.3)
7.    Contribute in meaningful ways as a member of a group   (SCANS:  5.1, 5.2, 9.3)
VIII.	COURSE CALENDAR:
WEEK		ACTIVITY
1 Introduction syllabus, review class procedures, lab policies, testing and grading

2 Chapter 1: Preparing an Excel Worksheet 
		Project 1, 1a, 1b, 1c, 2, 2a, 2b, 2c, 2d, 2e, 3, 3a, 3b, 3c
		Skills Check - Assessments 1, 2, 3, 4

3		Chapter 2: Inserting Formulas in a Worksheet
		Project 1, 1a, 1b, 1c, 1d, 2, 2a, 2b, 2c, 2d, 3, 3a, 3b, 3c, 4, 4a, 4b, 4c, 5, 5a, 5b, 5c, 5d
		Skills Check – Assessments 1, 2, 3, 4, 5

4		Chapter 3: Formatting an Excel Worksheet
		Project 1, 1a, 1b, 1c, 1d, 1e, 1f, 1g, 1h, 2, 3, 3a, 3b, 4, 4a, 4b, 4c, 4d, 4e, 4f
		Skills Check – Assessments 1, 2, 3, 4

5		Chapter 4: Enhancing a Worksheet
		Project 1, 1a, 1b, 1c, 1d, 1e, 1f, 1g, 1h, 1i, 1j, 1k, 2, 2a, 2b, 2c, 3, 3a, 3b, 3c, 3d, 4
		Skills Check – Assessments 1, 2, 3, 4

6		Unit 1 Preparing and Formatting a Worksheet
		Assessments 1, 2, 3, 4, 5, 6, 7

7		Test 1

8		Chapter 5: Moving Data within and between Workbooks
		Project 1, 1a, 1b, 1c, 1d, 1e, 1f, 1g, 1h, 1i, 2, 2a, 2b, 3, 3a, 3b, 3c, 4, 5, 6
		Skills Check – Assessments 1, 2, 3, 4, 5, 6

9		Chapter 6: Maintaining Workbooks
		Project 2, 2a, 2b, 3, 3a, 3b, 3c, 4, 4a, 4b, 4c, 4d, 4e, 5, 5a, 5b, 5c, 6
		Skills Check – Assessments 2, 3, 4, 5

10		Chapter 7: Creating a Chart in Excel
		Project 1, 1a, 1b, 2, 2a, 2b, 3, 3a, 3b, 3c, 4, 5
		Skills Check – Assessments 1, 2, 3, 4, 5, 6

11		Chapter 8: Adding Visual Interest to Workbooks
		Project 1, 1a, 1b, 1c, 2, 3, 3a, 3b, 3c, 4, 4a, 4b, 5, 6, 6a, 6b, 6c, 6d
		Skills Check – Assessments 1, 2, 3, 4, 5

12		Unit 2 Maintaining and Enhancing Workbooks
		Assessments 1, 2, 3, 4, 5, 6, 7, 8, 9

13		Test 2
14		Review
15		Final Exam
Daily work as well as tests include both hands on and written assignments.

IX.	COURSE/CLASSROOM POLICIES:

1.	Attendance/Punctuality.  Regular and punctual attendance is required of all students.
2.	Class Participation.   Students are expected to attend all classes and stay for the entire class time.  Asking questions is also a vital part of class participation.
3.	Missed Exams/Assignments/Make‑up Policy.  The student is expected to make up all work missed for any reason.  It is the student’s responsibility to contact the instructor regarding missed assignments and to complete the work no later than two weeks following the absence.  
4.	Academic Dishonesty.   Any student caught cheating on an exam or other assignment may be given an F as the final course grade.  Cheating is grounds for dismissal from the course.  Students are expected to learn the material in an honest and ethical way.
5.  	Student Behavior.  When the activities of a student disrupts the class in such a manner as to impede the learning process of other class members, the student will be dismissed from the class and reported to the Dean of Students for disciplinary action.  Inappropriate behavior includes:  being tardy, leaving the classroom before the class is dismissed by the instructor, sleeping in class, talking, and showing disrespect to others.  Cell phones, CD players, headphones, etc., are not allowed in class.
6.	Due dates.  Assigned work must be completed and submitted to the instructor by the due dates. 
7.	Available Support Services.  Library, Computer Lab, Student Services
8.	ADA statement:  Ranger College provides a variety of services for students with learning and/or physical disabilities.  The student is responsible for making the initial contact with the Ranger College Counselor.  It is advisable to make this contact before or immediately after the semester begins.

COMPUTER LAB POLICIES:
1.	Students have an assigned class time to attend the computer lab.  Do not interrupt other classes that are in progress in the lab.
2. 	Absolutely no food, drink or tobacco is allowed in the lab.
3. 	VIRUS ALERT!  Do not use the same diskettes in the lab and on other computers.  You must use separate diskettes if you are allowed to do some of your lab work at home or on any computer that is not in our lab.  Do not bring ANY outside disks into our lab—this includes diskettes used in the library or other classrooms.  Do not bring or use CD-ROM disks in the lab.
4.	Do not take your ZIP disk or diskettes from the lab.  Your instructor will keep them between class meetings.
5.	The computer lab is for class work only.  Do not use these computers for entertainment or for personal use.  
6.  	Do not copy, delete, or change any files on the computers in the lab.  
7.	Do not install any software onto the computers in the lab.
8.	Do not download files from the Internet unless instructed to do so by your teacher.
9. 	All lab users must sign and abide by the “Acceptable Use Policy”.

X.	ASSESSMENT:
	Grading Procedures:  The following grades will be averaged to determine your course grade.	
							
Daily lab assignments:  maximum number of points = 400
Approximately 60 will be assigned.  Forty will be used for determining this portion of the grade.  If more than 40 are turned in, the highest 40 will be averaged.   
Related Course Objectives:  1, 2, 3, 4, 5, 6, 7
	
	Quizzes:  2 assessment quizzes = 200
Related Course Objectives: 1, 2, 3, 4, 5, 6, 7

Final exam:  maximum number of points = 400
The final exam will be strictly a hands-on assessment.  The student will be expected to “put it all together” for the final.  (See the course outline section for more on the final.)

Related Course Objectives:  1, 2, 3, 4, 5, 6


A = 90 ‑100 %          B = 80 ‑ 89 %         C = 70 ‑ 79 %          D = 60 ‑ 69 %          F = Below 60 %


XI.	ADMISSIONS, EMPLOYMENT, AND PROGRAM POLICIES OF RANGER COLLEGE ARE NONDISCRIMINATORY IN REGARD TO RACE, CREED, COLOR, SEX, AGE, DISABILITY, AND NATIONAL ORIGIN.


________________
The above schedule and procedures in this course are subject to change in the event of extenuating circumstances.

Syllabus Receipt for ITSW 1404:  Introduction to Spreadsheets

Please print:

Name:  ___________________________________________________________

SS No.:  ______________________   Home Phone: _______________________

Home Address: ____________________________________________________

Email Address: ____________________________________________________

What is your educational goal at Ranger College?  (Check one option.)

_____ 1.  To complete an Associate of Arts or Science degree and transfer to a four-year university.

_____ 2.  To complete an Associate of Arts or Science degree for employment or personal purposes.

_____ 3.  To complete courses (but not a degree) to transfer to another college.

_____ 4.  To complete courses (but not a degree) for employment or personal purposes.

_____ 5.  To complete an Associate of Applied Science Degree in a Workforce Education program.  (Check which program.):
	_____ Computer Information Technology
	_____ Office Technology
	_____ Welding Technology
		
_____ 6.  To earn a one-semester or one-year Certificate of Completion in a Workforce Education program.  (Check which program.):
	_____ Computer Information Technology
	_____ Cosmetology	
	_____ Office Technology
	_____ Vocational Nursing
	_____ Welding Technology
				

Student Understanding
A course syllabus has been given to me.  It has been explained to the class and I have been given the opportunity to ask questions about the syllabus. I understand the policies and procedures of the course and I agree to abide by them.  I understand that it is my responsibility to be prepared for class. 

______________________________                    ____________________
             Student Signature                                            	Date
