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Course Description
The focus of this course is on the information processing techniques and the computer tools available to fulfill this aspect of the information cycle.

It has been a while now since Bill Gates, the founder of Microsoft, enunciated his vision of "Information at your fingertips". That vision has been transformed into reality and is called the Microsoft Office Suite. The Microsoft Office Suite originally distinguished itself from the competition by realizing that the successful handling of information was a multi step, yet integrated process and, therefore, the software developed to assist in any phase of the process must be also be integrated yet specific to a particular task.

We will examine the tools available for the storage and retrieval of information that is provided by Microsoft Access, we will explore the tools available for the synthesis and summarization of information that is provided by Microsoft Excel and we will explore the tools available to present our findings and conclusions to others that are provided by Microsoft PowerPoint.

It is assumed that you the student have a working knowledge of Microsoft Word. You will have the opportunity to learn Microsoft Word if necessary.

Assessment Statement & Learning Objectives 


· This is an “online” course. There are no physical lectures. All lectures will use the SimNet environment of “Teach Me, Show Me, Let Me Try.” 

· Lectures: -- Important material from the text and outside sources will be covered in SimNet. Discussion is encouraged as is student-procured outside material relevant to topics being covered.  This will be in the form of discussions, blogs, and wiki’s presented online in BlackBoard.

·  End of chapter activities and online activities will be assigned to reinforce material in the text. These assignments may require the application of various software packages. 

· Quizzes: Occasional unannounced quizzes will be given to help ensure students stay up with assigned material. 

· Exams: Three topic exams will be given. The exams will be presented on SimNet and will test assigned readings and materials presented online. There will be a Midterm exam and two final exams one will be a presentation based on your comprehension of the entire course. The second will be a written exam given face-to-face at Brooklyn College. All students must take both exams. However, the instructor reserves the right to retest on material that was not appropriately comprehended. Review sheets will not be provided since this is basically a hands-on course. 

· Participation: Student participation will be graded by the level of class participation in discussions, blogs, wiki’s and SimNet attendance.  
Special Requirements


1.  You must be able to work, learn, and study independently.
2.  You must have a basic knowledge and usage of computers, application 

     programs, the Internet, and e-mail. 

3.  You must have access to a reliable Windows based computer running XP, Vista or Windows 7 or Intel based Mac running XP, Vista or Windows 7 and the Internet off campus, at home or at work.

4. You must have access to MS Office Pro 2007 which includes Word, Excel, and Access and PowerPoint.
· ♦ BlackBoard. — This course will be delivered via BlackBoard your online learning community, where you will interact with your classmates and with me.  Within the BlackBoard course site you will access the learning materials, tutorials, and syllabus. Discuss issues; submit assignments; take quizzes; email other students and the instructor; participate in online activities; and display your projects.  You can access your BlackBoard course at http://portal.cuny.edu .  If you have an account log in and then select Blackboard 8 for access to your courses.

· ( SimNet – This course will use the SimNet Learning Environment. All students are required to purchase a SimNet account. All class learning will be via this account. All section completion exams will be taken online. There are at least three (3) section exams. You must make sure that you have allowed pop-ups on your browser.
Asynchronous/Online Course Overview:


Asynchronous learning is anytime, anywhere learning where students are not online at the same time, and where students proceed on their own schedules with some guidance from their instructor. The entire course will be conducted online. 

We will use Blackboard, an online course management system, for interacting with each other outside of class. Access to Blackboard will be made through the CUNY Portal and the course site will be available twenty-four hours a day and seven days a week. The course will operate on a weekly schedule of Monday through Sunday. You will complete and submit application assignments online, use the Internet as a communication and research tool, and create your own home page. 

Expect to spend a minimum of ten to twelve hours each week in studying on your own, contact with class members and the instructor via e-mail, discussion board forums, virtual classroom sessions, and ongoing-guided application and Internet projects. There will be over fifty assignments, including review quizzes, and exams to complete. You will be required to log onto Blackboard at least three times a week. There will be weekly lab assignments and an option of a lecture review quiz or a lecture essay assignment for chapters covered. All lecture review quizzes and exams will be administered online.

In order to succeed in an online course setting, you must be especially self-motivated. You must be able to work independently without a tutor, and be able to actively participate in your own learning experiences!

Student Expectations and Responsibilities:

· Read, know, and adhere to the course’s policies and deadlines.

· Log-in to the course site a minimum of three times a week, any time, 

   twenty-four hours a day and seven days a week, to read announcements and  

   review online materials. 

       
How long you need to be online depends on the activities for that session.

· Check and read e-mail on a regular basis at least every other day. 

· Spend 10-12 hours per week studying and working on assignments for the class.

· Keep up with the reading assignments.

· Participate in class discussion boards. 

· Complete all assignments, review quizzes, and exams on time. 

· Create and follow a study and learning plan that permits for the achievement   


of the course’s objectives, and that fits your particular life style. 

· Ensure continued access to the Internet.  Have a backup plan in the event  



you run into problems with your computer.
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Evaluation  and Grades:

Weekly Assignments:  Weekly assignments worth up to 100 points each. All assignments will be posted to BlackBoard or on SimNet. It is your responsibility to check for each week’s assignment.

Quizzes:  Quizzes will be worth up to 100 points each.
Projects: You must discuss all projects with the Instructor on an individual basis. Your projects must receive approval before beginning your project. Plan to do three projects. As we study works related to the themes for this course. Each of these projects will be worth up to 500 points.

Midterm and Final Exam: You will be advised as to the time and location of each exam. You must take all exams to pass this course.  There will be no reviews for these exams. Worth up to 1000 points. All finals are given on campus. There are no excused absences from these exams. The final presentation will also be given on campus during the day, if a room is available. 
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From time to time during the course, I will post grades for work so far completed so you can check your standing in the course.  Such grades will always be posted to BlackBoard.  Since I use a "7000-point" scale, you will need to earn points based on the Grading Scale below. 
Grading Rubric

	Black Board Postings at least 2 per week as directed
	500 points

	Assignments during the semester. Varied number or spot quizzes
	2000 points

	Projects
	1500 points

	There will be two major exams during the semester.
	

	Midterm
	1000 points

	Final
	1000 points

	There are no make-up exams.
	

	Class Participation All students are expected to participate in discussions, Wikis, and Blogs, end of topic exams.
	1000 points

	Total
	7000 points


	Grading Scale

	A 
	5600-7000 Points

	 A-
	4200-5000 Points

	  B+
	3800-4190 Points

	B
	3400-3790 Points

	 B-
	3000-3390 Points

	  C+
	2500-2990 Points

	C
	2290-2490 Points

	   D+
	2080-2280 Points

	 D
	1970-2070 Points

	 F
	0-1970 Points


For a course grade of W, you must officially withdraw from the course. There are no unofficial withdrawals. No “NEVERS” if you do no work you will fail. I will not allow the change of grade. 

MIDTERM ASSESSMENT: The grade reports posted during the course will constitute your midterm assessment. If I see trouble before that, I will try to contact you. If you see trouble, try to contact me so we can work on a solution that will help you pass the course.
ATTENDANCE REQUIREMENTS: Since this course is “online” attendance will be constituted as accessing SimNet, watching presentations, posting to the ‘blogs,’ ‘wikis,’ and/or  ‘discussion boards.’ For those who need to worry about attendance, here's my policy: If you miss two assignments in a row, you will not be able to submit makeups.  I would suggest that you contact me to convince me you’re still motivated.
Attendance Policy:

Attendance is based on signing into the course site, participation in the discussion board, completion of assignments based on due dates, and replies to e-mail messages. If a student fails to sign-on to the course site, participate in discussion board, or fail to complete assignments by their due dates, such non-activity shall be deemed an absence.  

Furthermore, the Blackboard, the course’s management system software is capable of generating a report detailing each student’s time spent online on the course’s site, as well as which documents and other items the student has viewed.  If a student posts merely a perfunctory (short) response on the course’s discussion board and if it is determined that the student spent only a minimal amount of time viewing course documents and other items, such facts shall also constitute an absence.  

Pursuant to the university’s policies, if a student is absent for one week, the student will receive a warning – sent via e-mail, and snail mail.  If a student misses a second week, the student will receive a debarment.  Students who have been debarred may be readmitted only if they can (1) show a valid reason for the absences (e.g. serious illness, death of a family member, etc.) and (2) show an ability to satisfactorily complete the course requirements.

Academic Integrity:

Cheating is a serious violation of the College code of ethics. In a distance learning environment, it includes but not limited to:

· Plagiarism 

· Having another person complete your assignments.

· Using your notes, textbook, the Internet, and/or other persons to complete exams unless otherwise instructed.

·  “Academic Dishonesty is prohibited in the City University of New York and is punishable by penalties, including failing grades, suspension, and expulsion, as provided herein.”   (CUNY Policy on Academic Integrity. Adopted by the Board of Trustees 6/28/2004)

Please go to http://www.brooklyn.cuny.edu/bc/policies/ for further information about:  

* CUNY Policy on Academic Integrity, * BC Procedures for Implementing the CUNY Policy on Academic Integrity * Flow Chart of the BC Procedures for Implementing the CUNY Policy on Academic Integrity.

TEXTBOOK: Required

It's important you buy this book because:

· There will be required reading from the book

· Homework assignments will come from the book

· I will test on material from the book

You must purchase either the Simnet Package thru the Brooklyn College bookstore, or Purchase the Text separately and then log into https://CIS52.SIMNETONLINE.COM to purchase the Simnet package
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	Microsoft Office 2007, 

SimNet Package 

ISBN: 978-0-078-15996-1

   Purchase from Brooklyn College Bookstore Only

This includes the subscription to SimNet.
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	Microsoft Office 2007, 

Timothy J O'Leary, ARIZONA STATE UNIV-TEMPE

Linda I O'Leary, Independent 

Spiral Bound/Comb,  1408 pages 

©2008, ISBN-13 9780073519166

Book Only
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	Microsoft Office 2007, 

https://CIS52.SIMNETONLINE.COM select Intro to Business Applications CISC 1050 Net1A Fall 2010
This is required for you to pass this course.

If you purchase the SimNet package above you will receive your access code.

You may purchase this online with a credit card


( Software—Required
· Microsoft Office 2007 professional. This includes Microsoft Word, Access, Excel and PowerPoint.


· Virus Protection / Malware – All Students will guarantee that their systems are free of all viruses and malware. If your system has a virus or malware you will not be able to avail yourself of the SimNet application. If you have not purchased an Anti-Virus or Anti-Malware program there are a number of free reliable products on the internet.
Learning Resources:

Online Sources: Subscription to SimNet is required. All students must purchase this subscription either at the Brooklyn College bookstore or online at https://cis52.simnetonline.com.  You must then select the appropriate class for participation. (Fall 2010 CISC 1050 Net1C)

NOTE: All exams, assignments are taken from the text and SimNet  only.

LATE WORK
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Assignments are due on the due date. Late work will not be accepted unless there is an acceptable excuse. The only excuses that are acceptable   are “illness which requires a hospital stay”     a note or bill from the hospital  will be required.  “Death” (yours or any other family member) proof will be required. 

If I do allow late work, special permission will be required. I will provide you with a submission code. All late work is due within two workdays after your receipt of the submission code. All make-up work is worth a maximum of 75% of the original point total. In short, make time to submit your work on time,  not after, especially if you want an ‘A’ for the course. 

(Warning: No make-up work will be accepted during the last two weeks of the course. This work is usually inferior.)
Most people who pass this course do all of the assigned reading and all of the assigned writing on time. 

Extra-Credits\Substitute Assignments
I usually do not allow extra-credit or substitute assignments. If I do approve extra-credit assignments due to some unforeseen circumstance, you may hand in one extra credit assignment with my permission. This will require a personal conversation either in person, on the phone or VOIP. Special permission will be required.  If you feel a need to do extra-credit work, let's talk. You and I need to agree on the best strategy to complete the course with the highest possible grade. See me for detailed directions, to negotiate the size of the assignment to fit your need for points, and to negotiate a deadline. 

Class Citizenship\Rules of Conduct
This Must be Followed:

Email Correspondence
I suggest that you use your Brooklyn College email exclusively for this class.


I will regularly use e-mail to send out announcements from BlackBoard. Changes in the syllabus, reminders about tests or due dates etc. It is your responsibility to check e-mail regularly to keep up-to-date with these announcements. I will use the default e-mail address you have listed on BlackBoard. Therefore, please make sure that this is indeed the correct address.

At times Brooklyn College email has difficulty forwarding emails to Gmail, AOL and Yahoo along with other sites.  If email is returned due to failure to “relay” I will not attempt to track you down. I suggest that you access you email via http://portal.brooklyn.edu  

If you send me an email you MUST use your Brooklyn College email to contact me.   

Golden Rules for Email:

· Check your email daily. 
· ALWAYS PUT <class number> AND <yourname> IN THE SUBJECT so I know who the message is from.  You may want to consider using your Brooklyn College email for school work – you can access it in the BCWebCentral Portal http://portal.brooklyn.edu
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· Email is a formal means of communication in the context of school or work; please sign every message at the bottom, use polite language, capital letters, punctuation, greetings and salutations.  Please avoid abbreviations, slang and cuteness. Do not send or respond to any email using your cell phone or PDA. I will not accept any email that uses any form of shorthand, use full words do not use numbers to represent words (example:  u for you, 4 for, for) 
· As noted above, I will not accept assignments via e-mail.
· When you send assignments by email (you will be told when), make sure your class number,and last name followed by the exact string of words you will be given is in the SUBJECT area. This allows me to automatically archive your emails into folders for easier retrieval and record keeping. Also, if the homework is to be sent as an ATTACHMENT, please use the filename that will be given to you. This allows routing messages to the appropriate folders avoiding misplacement or deletion.
File Naming Conventions:
All files submitted must be named correctly. In order to get proper credit you must name all files as follows.




All assignments and files must follow the naming conventions demonstrated in the presentation.

                               <Class number><yourname><assignmentname>



(Ex.   CISC 1050 Smith assignment 1 or CISC 1050 Smith federal trade commission)

If there are a number of papers, assignments due on the same day then they must be placed in a common folder using the same naming conventions. All files inside the folder must also be named correctly.



Class number last name <folder name>




<file name>




<file name>



(Ex.  CISC 1050 Jones assignment week 5 (folder name)




CISC 1050 Jones assignment A




CISC 1050 Jones assignment B)

Watch the Naming conventions video and then sign the last page of this document and return to me.
Help with Research and Writing
The Library maintains a collection of links to sites that can assist you with proper citation format and paraphrasing and quoting other authors at http://library.brooklyn.cuny.edu ( Research & Writing Help.  The Learning Center has writing tutors available to help you with your writing http://lc.brooklyn.cuny.edu/. 

 The best learning is done in conversation with others, whether they are people—classmates, teachers, friends—or texts—books, articles, essays, poems, films etc. It should not be a solitary process. However, the assignments that you hand in for this course must be done on your own, should represent your own thinking, and should be original work that you have done for this particular course. In my opinion, the best way to balance these two seemingly contradictory approaches (collaborative learning and original individually-produced work) without knowingly—or, even unwittingly—resorting to plagiarism or other forms of academic misconduct is to learn and meticulously observe the rules for citing the work of others (this could be the great point your roommate made that you used in your paper, it could be a well-turned phrase from an academic essay, or it could be anything in between). It is your responsibility to learn what constitutes plagiarism and the correct rules for citing sources—read the information on the following website carefully: http://www.brooklyn.cuny.edu/bc/policies/. The bottom line is: passing off anyone’s words or ideas as your own for any reason whatsoever is plagiarism.

Course Schedule
COMPLETE TABLE OF CONTENTS

Follow this list on SimNet. The SimNet lists all items alphabetically so you will have to select the items listed below.

If you have Windows XP do the Introduction to XP

If you have Windows Vista do the Vista topics.

You are responsible for following this list and then any other topics you wish.

MODULE: WINDOWS XP
INTRODUCTION TO WINDOWS XP
MODULE: WINDOWS VISTA

INTRODUCTION TO WINDOWS VISTA

INTRODUCTION TO “THE RIBBON”
MODULE: OFFICE OVERVIEW

Lesson 1 OVERVIEW OF OFFICE 2007 
OPENING A FILE

USING THE RIBBON

USING THE OFFICE BUTTON MENU USING KEYBOARD SHORTCUTS AND SHORTCUT MENUS

USING MINI TOOLBARS

USING ENHANCED SCREEN TIPS USING LIVE PREVIEW

CUSTOMIZING THE QUICK ACCESS TOOLBAR

USING UNDO AND REDO

USING QUICK PRINTUSING HELP

Lesson 2 FINISHING YOUR DOCUMENTS INSPECTING YOUR DOCUMENT RESTRICTING PERMISSIONS

SETTING PASSWORDS

ADDING A DIGITAL SIGNATURE CHECKING FOR COMPATIBILITY MARKING YOUR DOCUMENT AS FINAL SAVING FILES

SAVING FILES IN NEVV FOLDERS CLOSING A FILE
MODULE: MICROSOFT ACCESS

Lesson 1 INTRODUCTION TO ACCESS INTRODUCTION TO ACCESS 2007 OPENING AN EXISTING DATABASE 
CREATING A NEW BLANK DATABASE 

CREATING A NEW DATABASE FROM A TEMP€ATE

CREATING RELATIONSHIPS MODIFYING   RELATIONSHIPS ENTERING DATA IN A TABLE NAVIGATING RECORDS IN A TABLE ENTERING DATA IN A FORM NAVIGATING RECORDS IN A FORM ADDING ATTACHMENTS TO RECORDS

Lesson 2 WORKING WITH TABLES DESIGNING A TABLE

CREATING A NEW TABLE

CREATING A TABLE FROM A TEMPLATE CREATING A TABLE IN DESIGN VIEW SETTING THE PRIMARY KEY DEFINING TABLE FIELDS

CHANGING DATA TYPES ADDING FIELDS TO TABLES ADDING A TOTAL ROW USING ATTACHMENT FIELDS MODIFYING FIELD PROPERTIES MODIFYING TABLES

USING THE TABLE ANALYZER

Lesson 3 WORKING WITH FORMS CREATING A FORM BASED ON A TABLE OR QUERY

CREATING A SPLIT FORM CREATING A DATASHEET FORM

CHANGING THE LOOK OF A FORM WITH AUTOFORMAT

WORKING IN FORM DESIGN VIEW ADDING CONTROLS TO FORMS ARRANGING CONTROLS

DEFINING THE TAB ORDER OF CONTROLS CREATING SUBFORMS

Lesson 4 WORKING WITH QUERIES USING THE SIMPLE QUERY WIZARD CREATING A QUERY IN DESIGN VIEW ADDING CRITERIA TO A QUERY

ADDING A CALCULATED FIELD TO A QUERY USING ACTION QUERIES
Lesson 5 WORKING WITH REPORTS

CREATING A SIMPLE REPORT

USING THE REPORT WIZARD

ADDING CONTROLS TO A REPORT GROUPING RECORDS IN A REPORT CONTROLLING

Lesson 6 ORGANIZING INFORMATION 

VIEWING DEPENDENCIES

USING TEXT FILTERS

USING DATE AND NUMERICAL FILTERS SORTING RECORDS SEARCHING FOR INFORMATION

Lesson 7 IMPORT AND EXPORT DATA 

IMPORTING DATA FROM EXCEL EXPORTING DATA
MODULE: EXCEL 2007

Lesson 1 INTRODUCTION TO EXCEL 2007 

INTRODUCTION TO EXCEL 2007

CREATING A NEW BLANK WORKBOOK CREATING WORKBOOKS USING TEMPLATES

Lesson 2 WORKING WITH CELLS DATA ENTERING DATA IN CELLS EDITING DATA IN CELLS INSERTING DATA USING AUTOFILL CLEARING CELL CONTENT

CUTTING, COPYING AND PASTING CELLS APPLYING CELL STYLES APPLYING NUMBER FORMATS WRAPPING TEXT IN CELLS CHANGING TEXT ORIENTATION CHANGING CELL BORDERS

Lesson 3 FORMATTING WORKSHEETS INSERTING CELLS

DELETING CELLS

MERGING AND SPLITTING CELLS CONVERTING TEXT TO COLUMNS INSERTING AND DELETING ROWS AND COLUMNS

HIDING AND UNHIDING ROWS AND COLUMNS

FREEZING AND UNFREEZING ROWS AND COLUMNS

MODIFYING Row HEIGHTS AND COLUMN WIDTHS

APPLYING THEMES

SHOWING AND HIDING GRIDLINES FORMATTING WORKSHEET BACKGROUNDS

Lesson 4 MANAGING WORKBOOKS INSERTING WORKSHEETS DELETING WORKSHEETS

HIDING AND UNHIDING WORKSHEETS MOVING AND COPYING WORKSHEETS CHANGING THE COLOR OF TABS NAMING WORKSHEETS ARRANGING WORKBOOKS SPLITTING WORKBOOKS

Lesson 55 PRINTING WORKBOOKS CHANGING WORKSHEET VIEWS

SETTING AND CLEARING THE PRINT AREA PREVIEWING A PRINT AREA

SCALING WORKSHEETS FOR PRINTING CHANGING WORKSHEET ORIENTATION SETTING UP MARGINS FOR PRINTING USING PAGE BREAKS

PRINTING TITLES

ADDING HEADERS AND FOOTERS

PRINTING SELECTIONS, WORKSHEETS, AND WORKBOOKS
Lesson 6 FORMULAS AND FUNCTIONS
ENTERING SIMPLE FORMULAS

USING ABSOLUTE AND RELATIVE REFERENCES

CREATING FORMULAS REFERENCING DATA IN ANOTHER WORKSHEET

CREATING FORMULAS USING THE SUM FUNCTION

CREATING FORMULAS USING THE AVERAGE FUNCTION

CREATING AN OUTLINE

ADDING SUBTOTALS TO WORKSHEETS ADDING DATA VALIDATION CRITERIA TO CELLS

REMOVING DUPLICATE ROWS

NAMING RANGES OF CELLS

WORKING WITH NAMED RANGES

Lesson 7 CHARTS AND GRAPHS INSERTING A CHART

CHANGING THE CHART TYPE CHANGING THE CHART DESIGN CHANGING THE CHART LAYOUT MOVING A CHART

ADDING GRAPHICS

Lesson 8 WORKING WITH OTHERS SHARING WORKBOOKS

LOCKING CELLS AND PROTECTING WORKSHEETS

TRACKING CHANGES IN WORKBOOKS ADDING COMMENTS TO WORKBOOKS SETTING WORKBOOK PROPERTIES

CREATING FORMULAS USING THE COUNT FUNCTION

CREATING FORMULAS USING THE MIN AND MAX FUNCTIONS

FORMATTING TEXT BY USING FORMULAS USING FINANCIAL FUNCTIONS IN FORMULAS

USING CONDITIONAL LOGIC IN FORMULAS USING LOOKUP AND REFERENCE FUNCTIONS

CHECKING FORMULAS FOR ERRORS TROUBLESHOOTING FORMULAS
Lesson 9 ORGANIZING DATA 
HIGHLIGHTING CELLS WITH CONDITIONAL FORMATTING

APPLYING CONDITIONAL FORMATTING CREATING NEW CONDITIONAL FORMATTING RULES

CONVERTING DATA INTO TABLES FORMATTING TABLES

SORTING DATA

USING AUTOFILTER

USING ADVANCED FILTER
MODULE: MICROSOFT POWERPOINT
LESSON 01 INTRODUCTION TO POWERPOINT 2007
OVERVIEW OF POWERPOINT 2007 CREATING A NEW PRESENTATION USING A TEMPLATE

SWITCHING VIEWS

NAVIGATING BETWEEN SLIDES

USING THE SLIDES AND OUTLINE TABS

LESSON 02 DESIGNING PRESENTATIONS

ADDING SLIDES TO PRESENTATIONS 
CHANGING SLIDE LAYOUT

APPLYING SLIDE TRANSITIONS 
APPLYING ANIMATION SCHEMES 
MODIFYING ANIMATIONS

PREVIEW SLIDE TRANSITIONS AND ANIMATIONS 
OPENING A WORD OUTLINE AS A PRESENTATION

LESSON 03 WORKING WITH SLIDE MASTERS

WORKING WITH THE SLIDE MASTER 
CHANGING THE PRESENTATION THEME 
CHANGING THE COLOR SCHEME 
CHANGING THE THEME EFFECTS 
CHANGING THE SLIDE BACKGROUND 
INSERTING CONTENT HEADERS AND FOOTERS 
CHANGING SLIDE ORIENTATION 
SETTING THE SIZE OF THE SLIDE

LESSON 04 WORKING WITH TEXT 

ADDING TEXT TO SLIDES

ADDING BULLETED AND NUMBERED LISTS 
CHANGING FONTS

ADDING EFFECTS TO TEXT

ALIGNING TEXT

CREATING COLUMNS IN TEXT BOXES 
ADDING WORDART TO SLIDES

LESSON 05 WORKING WITH GRAPHICS AND OTHER OBJECTS

CREATING TABLES IN PRESENTATIONSADDING CHARTS TO SUDES

MODIFYING CHARTS

ADDING SMARTART TO SLIDES

MODIFYING SMARTART DIAGRAMS

ADDING SHAPES TO SLIDES

USING THE SHAPE STYLES GALLERY

ADDING CLIP ART IMAGES TO SLIDES

ADDING PICTURES TO SLIDES

USING THE PICTURE STYLES GALLERY

ADJUSTING PICTURES

ALIGNING, GROUPING, AND ROTATING IMAGES ARRANGING IMAGES ON SLIDES

CHANGING THE SIZE OF IMAGES

SHOWING THE RULER AND GRIDLINES

ADDING SOUNDS TO SLIDES

ADDING MOVIES TO SLIDES

LESSON 06 MANAGING PRESENTATIONS

DELETING SLIDES FROM PRESENTATIONS 
CHANGING THE ORDER OF SLIDES

DEFINING A CUSTOM SHOW

HIDING SLIDES

ADDING HYPERLINKS TO SLIDES

ADDING COMMENTS

SHOWING AND HIDING MARKUP
LESSON 07 DELIVERING PRESENTATIONS

SETTING UP THE SLIDE SHOW

CHANGING THE RESOLUTION FOR A SLIDE SHOW REHEARSING TIMINGS

STARTING THE SLIDE SHOW

USING PRESENTATION NAVIGATION TOOLS 
PREVIEWING AND PRINTING PRESENTATIONS 
CUSTOMIZING HANDOUT MASTERS

PREVIEWING AND PRINTING HANDOUTS, OUTLINES, AND NOTES PACKAGING A PRESENTATION FOR CD
MODULE: MICROSOFT WORD (IF NEEDED)

MODULE: MICROSOFT OUTLOOK (IF NEEDED)
Fall 2010 CALENDAR

	· Final Exams: Tues. Dec. 15th to Monday Dec. 21st   Actual date to be announced
The Final exam will be given at the Brooklyn College Campus – You must physically appear and take the exam in order to pass the course.


Weekly Online Classes

Click on URL to access readings or assignments

	
	Readings and Assignments and URL’s
	Assignment

Number/ name
	Assignment due date

	1
	1. Syllabus – Compete syllabus agreement

2. Plagiarism Assignment. (click on link)

http://www.indiana.edu/~istd/
Complete the tutorial, take the test, when you pass copy the certificate, sign certificate and email to

 Allang@brooklyn.cuny.edu or fax to 718.714.0660

3. Watch Naming Conventions Video

Naming Conventions 
	Syllabus 
	Aug 29, 2010


	
	
	Plagiarism

Naming conventions
	

	2
	Module 1  Access

The Entity-Relationship Model (ERM) http://en.wikipedia.orgiwiki/Entity-relationship_model
Introduction to Entity- Relationship Modeling http://www.csc.Isu.edu/-chen/pdf/Chen_Pioneers.pdf
er-modeling.pdf – in assignments

SQL - Structured Query Language.
SQL Language Reference

http://www.w3schools.com/sql/default.asp
	SimNet Microsoft Access Learning Modules practice exams 

Lessons 1 & 2

	Sep 8, 2010

	3
	Module 2

Using a Relational Database.

The need for and definition of a. Relational Database will be the initial focus of this module. Attention will then be directed to using Microsoft Access 2007. Microsoft Access is one of the application components of Microsoft Office 2007.
Documents will be posted to BlackBoard
NOTE: This module requires the availability of Microsoft Access for completion of class assignments. The College and ITS make available computer labs to all registered students. Consult with your instructor for more specific lab availability information.

Readings

Microsoft Office Access 2007 

The O'Leary Series 

Access Chapters 1-3 complete
	SimNet Microsoft Access Learning Modules practice exams 
Assignment 1

RFM Tables

Assignment 2

RFM Tables

Lessons 3 & 4
	Sept. 12, 2010


	4
	Module 3.

Using a Relational Database (cont).
	SimNet Microsoft Access Learning Modules practice exams 

Lessons 5 & 6 
Student Project 1
	Sept. 19, 2010

	5
	Module 4. 


	SimNet Microsoft Access Learning Modules practice exams 
Student Project 2
	Sept. 26, 2010

	6
	Complete all access learning, assignments and projects
	SimNet Microsoft Access Learning Modules final exams 
Lesson 7
	Oct. 3, 2010


	
	
	
	

	
	Module 1 – Excel

Using a Spreadsheet Program.

Readings

Microsoft Office Excel 2007

The O'Leary Series 

Excel Chapter 1-3 complete
	SimNet Microsoft Excel Learning Modules practice exams 

Lesson 1 & 2
	Oct. 10, 2010

	7
	Module 2

Formatting Worksheets and Workbooks.
	SimNet Microsoft Excel Learning Modules practice exams 
Lesson  3 & 4
	Oct. 17, 2010

	8
	Module 3

Printing 

Using Formulas and Functions


	SimNet Microsoft Excel Learning Modules practice exams 

Lesson  5 & 6

Excel Assignment 1
	Oct 24, 2010

	9
	Module 4

Organizing Data, Charts & Graphs 
	SimNet Microsoft Excel Learning Modules practice exams 

Lessons 7 & 8 

Excel Assignment 2
Submission of Excel Narrative
	Oct. 31, 2010


	10
	Module 5

Working with others
	SimNet Microsoft Excel Learning Modules final exams 

Lesson 9

Excel Project 3
	Nov. 7, 2010

	11
	Module 1 PowerPoint

The Presentation of Ideas and Data.

We have progressed from flip charts and 35mm slide presentations to computer presentation programs. But we must not forget that all the above are only audio-visual aids to assist you in getting your message across to your audience.

Watch Presentation do and do not’s PowerPoint.
	SimNet Microsoft PowerPoint  Learning Modules practice exams 

Lessons 1 & 2
	Nov 14. 2010


	12
	Module 2

Adding text, graphics and clipart

Select a topic near and dear to you heart. In the discussion board post your topic and tell us a little about it.
	SimNet Microsoft PowerPoint Learning Modules practice exams 

Lessons 3 & 4

PowerPoint Project 2
	Nov. 21, 2010


	13
	Module 3

Creating animations
	SimNet Microsoft PowerPoint  Learning Modules practice exams

Lesson 5 

Begin Project 2
	Nov. 28, 2010


	14
	Module 4

Delivering the Presentation
	SimNet Microsoft PowerPoint  Learning Modules final exams
	Dec. 5, 2010

	15
	
	
	Dec. 13, 2010

	
	Finals Week
	Room and Date to be announced
	Dec 15-21, 2010




This syllabus is subject to modification and change 

Assignments and Projects:

Access Assignment 1.

The first assignment will require you to enter specified table information into Microsoft Access. Information will be provided. Use the RFM data.  Having done so, you will then determine what SQL statement is needed to produce a table containing the requisite information. RFM Tables PDF files are in BlackBoard. Transfer (Duplicate – you must enter all data) to Access and complete assignment 1.

Access Assignment 2.

For the second assignment you will enter the table information into Microsoft Access from your prior student projects in Modules #1 and #2. Having done so, you will then enter the SQL statements that answer the questions posted on the RFM assignment.

Access Student Project 1.
Upon completion and submission of the RFM assignment, you will then write a one or two page narrative describing some business activity (or home activity) that you are involved with requiring the storage and retrieval of information, the kinds of information to be collected and stored, and the uses for the retrieved information (i.e. reports to be generated, questions to be answered etc.). 

You will then draw an E-R diagram based upon the narrative. You must identify all Entities, Relationships, Attributes, Primary and Foreign Keys. This will be used in subsequent modules. You will then submit this narrative for approval. Do not begin the Access Student Project 2 until you receive 

Access Student Project 2.

Using your newly acquired familiarity with Microsoft Access 2007, create and  enter the table information and queries created in Student Project 1a into Microsoft Access 2007 to create a working database.

Excel Assignment 1

Duplicate the data from this assignment into an excel workbook. Create the Excel workbook that enables you to enter the raw data and compute the needed results using worksheet charts. 

Excel Assignment 2

Complete the information for this assignment into a workbook. Make sure to do only the formulas/function listed.

Excel Student Project 3.

You will now use your newly gained familiarity with Microsoft Excel 2007 to create a workbook that contains information pertinent to your business activities. Write a one or two page narrative describing what information is necessary, what computation must be performed, and how the results will be displayed. Then, you will create the Excel workbook that accomplishes that.
PowerPoint Student Project 1.


Select a topic near and dear to your heart. In the discussion board, post your topic and tell us a little about it.

PowerPoint Student Project 2.
To demonstrate a knowledge of and proficiency in using Microsoft PowerPoint you will select a topic which you have expertise in and prepare a presentation of five-ten minutes discussing that topic using whatever PowerPoint slides are necessary as audio-visual aids. This project will be presented at our class prior to finals week.
[image: image6.png]


 

 

Confirmation of Syllabus Reading, Understanding, And Naming Convention
 

 

Please read, sign, and date below and return this page to the instructor. 

This is to certify that I have received, read, and understood the course syllabus/policies for the CISC 1050 NET 1C Introduction to Business Applications course. (2287)

I have also watched the naming conventions video and agree to name all my files properly
Name (please print): _________________________________________________________ 

Signature: _________________________________________________________ 

Date: ___________________________
Upon completion of this confirmation please fax to 718.714.0660 or

Email to   Allang@brooklyn.cuny.edu 

� EMBED PBrush  ���





THIS IS A SPECIAL WEBSITE FOR THIS CLASS ONLY





� HYPERLINK "HTTPS://CIS52.SIMNETONLINE.COM" ��HTTPS://CIS52.SIMNETONLINE.COM�





DO NOT GO TO THE SITE IN YOUR ACCESS PACKET.
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