Sample Syllabi

Page 171



Sample Syllabi
This section includes samples of  syllabi used for college courses that include Excel  for Windows 95.  When you are creating your class syllabus you should try to include the following sections:

· Title with class name and number

· Semester and Year, Class meeting times and locations (especially with lab sections)

· Instructor Information: Name, office, office hours, phone number and email address

· Prerequisites, Course Requirements

· Required Text and Materials

· Course Content, Objectives and /or Description

· Course Plan

· Course Evaluation

· Grading Policies

· Course Policies

· Attendance Policy

· Ethics / Academic Honor Code

· Assignments

There are sample syllabi included for the following generic courses:

1. Excel 97

2. Software Applications Course (Word, Excel, and Access)

3. Software Applications and Computer Concepts Course  (Word, Excel, Access, PowerPoint, Internet and concepts)

The first sample syllabus for the Excel 97 Course is complete.  The second and third syllabi contain the first two pages of each.  The remaining pages on class policies can be repeated from pages 165 - 168 of this Instructor’s Manual to complete the samples.  As mentioned in the introduction section, when I prepare my course plan, I first decide on the assignments and due dates.  After I decide on the assignments, then I structure my lecture around them. Refer to the Introduction section of this Manual for more suggestions on planning your course.

These sample syllabi are probably much longer than yours.  I have found that it is much better to decide in advance the following:

· How will you handle missed exams or assignments?  I personally excuse a student from an exam and then count the next exam grade as the missed exam.  I only excuse a student for  personal and family emergencies if they make arrangements with me before the exam time or  the due date.  If they do not give me advance notice of an absence, they receive a 0.  This way I do not have the agony of creating a makeup exam, and constantly grading assignments.

· How will you handle late assignments? I also award a 0 for late assignments.  My 3rd grade daughter cannot turn assignments in late.  I believe college students should learn a deadline is real.  I also will excuse a student (and award full point credits) for emergencies.

· Will you allow the students to work together  on assignments or will they work alone?  I personally feel the student learns as much from fellow classmates as they do from me when doing the computer labs.  I also know from experience that a major complaint from employers is that many students do not transistion well to working well with others.  I count exams as 65% and assignments as 35% to balance out the students who may be the deadweight as a lab partner.

IS 103 - Excel 97 Course Syllabus

Fall  97

Class Meetings


10:00 - 10:50 on Tuesdays and Thursdays


11:00 - 11:50 on Mondays and Wednesdays 

Instructor:  Karen Vignare

Office: 403 Brown Hall

Office Hours: 3 - 4 MWF, 1 -2 TTh

Messages:
Phone: 587-3422

Email: vignarkk@alfredtech.edu

Prerequisites

There are no pre-requisites for this course.  

1. Required Text and Materials

2. “Exploring Microsoft Access 97” by Grauer and Barber

3. Three Blank 3 ½” HD or DD diskettes

4. Notebook

5. Portfolio notebook to organize and submit assignments

Course  Description

This course emphasize the use of Microsoft Excel as an office productivity tool.  Basic spreadsheet concepts will be introduced such as formatting, formulas, and functions.  Basic Windows file management will be reviewed such as saving, copying, backups and object linking and embedding.  Features to aid  productivity will be used such as charts, and pivot tables.  Graphic elements such as charts, and clip art can be used  to enhance workbooks.  Object Linking and Embedding will be used to create compound documents.  Lists and basic database management will be demonstrated using the features of Excel.  Macros and Visual Basic will be used to automate repetitive tasks.

Course Requirements

1. Each student will be expected to complete a series of lab assignments during the semester

2. There will be 2 in-class exams and a final exam.

3. Students must plan to spend a minimum of 2 hours per week outside of class to work in the computer lab or at home to finish their projects by the deadlines. 

Course Plan 

Week
Topic


Text Assignment

1
Introduction to Windows 95

Desktop, Mouse, Anatomy of a Window
Appendix

Prerequisites: Essentials of Windows 95



2
Online Help, Disks, Files, Folders and Printer Management


Continue Prerequisites

3
Introduction to Microsoft Office

Compound Documents
Microsoft Office for Windows 95: 

Four Applications 



4
Introduction to Spreadsheets

Entering Data, Creating and Saving Files


Chapter 1: Introduction to Microsoft Excel: What is a Spreadsheet?

Appendix D: Toolbars



5
Editing and Formatting 

Exam 1


Chapter 2: Gaining Proficiency: Editing and Formatting



6
Introduce Functions
Chapter 3: Spreadsheets in Decision Making: What If?

Appendix A: The Spreadsheet Audit

7
Statistical Functions, VLOOPUP, Scenarios
Continue Chapter 3

Appendix B: Solver

8
Graphs and Charts
Chapter 4: Graphs and Charts: Delivering a Message

Appendix C: Data Mapping

9
Exam 2

Lists and Managing Data 
Chapter 5: List and Data Management: Converting Data to Information

10
Maintaining Lists
Continue Chapter 5

11
Summaries and Pivot Tables
Continue Chapter 5

12
Storing multiple data sets
Consolidating Data: 3-D Workbooks and File Linking

13
Introduction to Macros
Chapter 7: Automating Repetitive Tasks: Macros and Visual Basic 

14
More Macros, Introduction to Visual Basic
Continue Chapter 7

15
More Visual Basic
Continue Chapter 7

16
Final Exam


Course Evaluation

Course evaluation will based on performance on exams and lab assignments.

Exams

Exams will be in short answer or  multiple choice form, and will cover material from lectures and the textbook.  both the lecture and the text material.  Unexcused absences from exams will result in a score of 0 for that exam.  Excused absences must be requested in advance of the in-class exam.

Lab Assignments

Lab assignments must be submitted on or before the due date and time. Late assignments will be awarded a 0 for that assignment.  Any disk submitted for grading and contains a virus will receive a 0 for that assignment.  Any damaged disk submitted for grading will also receive a 0.

Un-excused absences from lab assignments  will also result in a score of 0 for that assignment.  Excused absences must be requested in advance of the assignment deadline.   Assignments will be graded on professionalism, accuracy, style and completeness.  Details of the lab assignments will be provided separately.

Grading Policies

The final grade for this course will be determined by the following percentages:


Exam 1



20%


Exam 2



20%


Final Exam 


25%


Lab Assignments 

35%

Course grades will be assigned as objectively as possible, according to the following scale:


90 - 100%
=
A  


80 -  89%
=
B

70 -  79%
= 
C

60 -  69%
= 
D

0 - 
 59%
= 
F

Course Policies

Attendance Policy
“You are expected to attend class regularly.  No absences or any nature will be construed as relieving you from the responsibility for the completion of all work assigned by the instructor.”  This is a direct quote from the Radford University Student Handbook. Absences are discouraged because interaction with the instructor and classmates is an integral part of learning computer software applications.  Un-excused absences from exams and quizzes will result in a score of 0 for that test.

If you need to leave class early, please let the instructor know before the class begins.

Student Responsibility

If an emergency prevents you from attending class, it is your responsibility to obtain notes from a classmate and study them for understanding.  If the notes and the text do not provide sufficient explanation, please see the instructor during office hours.  

The responsibility for obtaining and completing all missed work rests solely upon the student.

Classroom Conduct

You are expected to be punctual, alert, and prepared for the class.  You will be considerate of other students,  which includes being quiet for the duration of the class period except when you have something to contribute to the class.

Please ask questions in class.  If you are confused, more than likely several classmates are too.  If you need extra help, please schedule an appointment in advance so the instructors can schedule their time efficiently.

Lab Work and Assignments

Interaction with the instructor and fellow students is an integral part of the learning process.  You are allowed to work with a lab partner on the lab assignments, but you must personally use the keyboard, or mouse for all keystrokes/mouse actions to complete the assignments.  All work submitted for grading must be your own.


< or > 

Students must prepare all lab assignments on their own without any outside help. All work submitted for grading must be your own.

Handicapped or Disabled Students

Please make an appointment with the instructor if you  feel that you may need an accommodation for any sort of disability . You will also need to make an appointment with the Disabled Student Services office to get the necessary paperwork for accommodations.   If you have difficulty in seeing or heading, please take a seat near the front of the classroom.  It is the policy of Radford University  not to discriminate on the basis of age, ancestry, color, creed, disability, marital or parental status, national origin, participation in constitutionally-protected activities, political affiliations or  beliefs,  race,  religion, (belief or non-belief) ,  sex,  disabled  and/or 

Vietnam Era veterans status in its programs, benefits, services, or aid programs. 

IS 103 - Software Applications Course Syllabus

Fall 96 

Software Applications Course Plan 

Week
Topic


Text Assignment

1
Operating System

Introduction to Windows 95

Desktop, Mouse, Anatomy of a Window


Appendix: Essentials of Windows 95



2
Operating System

Help, Files, Printer Management

Windows Accessories, Fax, Online


Continue Windows 95

3
Word Processing - Editing and formatting


Chapter 1: Word for Windows 95

Chapter 2: Gaining Proficiency

4
Word Processing : Professional documents
Chapter 3: Enhancing a Document (from Word)

5
Exam 1

Introduction to Spreadsheets


Chapter 1: Introduction to Microsoft Excel

6
Spreadsheets: Formulas and Editing
Chapter 2: Gaining Proficiency (from Excel)

7
Spreadsheets: Functions
Chapter 3: Spreadsheets in Decision Making

8
Spreadsheets: Charts


Chapter 4: Graphs and Charts (from Excel)

9
Exam 2

Introduction to Databases

Plan and create a database
Chapter 1: Introduction to Microsoft Access

10
Database: Forms and  entering data
Chapter 2: Tables and Forms (from Access)

11
Database: Query a Database
Chapter 4: Information from the Database

12
Database: Maintenance
Continue Chapter 4

13
Database: Generating Reports


Continue Chapter 4

14
Presentations: Introduction
Chapter 1: Introduction to PowerPoint

15
Presentations: Creating
Chapter 2: Creating a Presentation (from PowerPoint)

16
Final Exam


IS 104 - Software Applications and Computer Concepts Course Syllabus
Software Applications and Computer Concepts Course Plan 

Week
Topic


Text Assignment

1
Operating Systems

Windows


Exploring Windows 95 and Essential Computing Concepts

2
File, Folders, Disk and Printer Management


Continue Windows 95



3
Operating System - UNIX

Internet Overview, Email

Newsgroups, World Wide Web and Browsers


Exploring the Internet

4
Exam 1

Computer Systems Overview


Exploring Windows 95 and Essential Computing Concepts

5
Computer Systems and Software

Smart Consumer - Needs Assessment

Educational Discounts


Continue Windows 95



6
Computer Systems and Hardware

Smart Consumer


Continue Windows 95



7
Word Processing


Chapter 1: Word for Windows

Chapter 2: Gaining Proficiency

8
Word Processing


Chapter 3: Enhancing a Document

9
Exam 2

Presentations


Chapter 1: Introduction to PowerPoint

10
Presentations

Start Spreadsheet


Continue Chapter 1

Chapter 1: Introduction to Microsoft Excel



11
Spreadsheet


Chapter 2: Gaining Proficiency

12
Spreadsheet


Chapter 4: Graphs and Charts

13
Database


Chapter 1: Introduction to Microsoft Access



14
Database


Chapter 2: Tables and Forms

15
Database


Chapter 3: Information from the Database

16
Final Exam
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