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	Course
	IS:151 Computer Applications in Business
Dates:1/16/2014 to 3/9/2014
Day and Time: Thursday  4:00PM to 8:00PM, Hybrid Delivery
Location: Forest Park Campus Tower D Room 313

	Credits
	4

	Instructor
	Carolyn Calicutt, Assistant Professor
Office: FP E320, Phone: 314-951-9454, Email: ccalicutt@stlcc.edu

	Catalog Description
	Survey of frequently used programs for the business environment. No programming knowledge is required. Software packages from these categories will be studied: operating system, electronic spreadsheet, database management, word processing, and presentation software.


	Prerequisites
	IS:123 or equivalent experience

	Textbooks
	Microsoft Office 2013 for Medical Professionals
By Beskeen, Duffy, Friedrichsen and Reding 
ISBN: - 9781285083940

Software: Microsoft Office 2013   		

	Materials
	Pen, paper, USB flash-drive

	Course Objectives
	Upon successful completion of the course, the student will demonstrate the ability to:
1. Initiate a work session, adjust the computer's operating parameters to personal preference, initiate one or more appropriate applications, terminate the applications and terminate the session without losing data.
2. Operate computer peripherals including monitors, keyboards, mice, disk drives and printers.
3. Use operating system commands and auxiliary programs relevant to a particular task to accomplish such functions as copying, deleting, moving and printing files.
4. Use an electronic spreadsheet program to create, edit, format, graph, print, store and retrieve simple financial and numerical documents.
5. Use a database management program to create, edit, sort, query, store and retrieve simple one- and two-file databases.
6. Use a word processing program to create, edit, format, store and retrieve brief reports of business data.
7. Use a presentation program to create, edit, format, store and retrieve a brief business presentation.


	Grading









Grade Scale 
396 - 440   = A
352 - 395   = B
308 - 351   = C
264 - 307   = D
Below 264 = F


	FINAL GRADE
The final grade (A, B, C, D, F) for the course is based on the cumulative points earned out of the 330 required points! Final Grades Incomplete ("I") or Progress/Re-enroll ("PR") are not available for this course.   There are no Extra credit points. It is strongly recommended that you do all homework assignments!  You never know when you may miss a question on a test and may need a few extra points.

Possible Points:
150 Tests (Word, Excel & Access – 50 points per test – take home tests)
140  Homework (Word, Excel , PowerPoint & Access)
  25  IC3 Computing Fundamentals Practice Test
  25  IC3 Key Application Practice Test
100  Final (Comprehensive in-person test)
440  Total Points

All homework must be submitted by due date
No Late Homework Accepted

	Course
Structure
	There are four (4) units of study during the course.  The course schedule specifies which chapters should be read PRIOR to the unit lectures.  Each class session will have a lecture component, discussion component and activity component when applicable.  There will be a take home test after each application and a comprehensive final which covers all of the applications. Homework is due weekly; see the final date for submission of all homework within an application content area.  

The student is responsible for all material assigned in the book whether or not it is covered in class and the student is ALSO responsible for all material covered in class.

	Attendance
Policy
	Regular attendance and participation in class are important components for success. Tardiness will be noted. Excessive absences may result in a failing grade for this course.   Students should identify and understand these policies during the first week of the semester.    If there are any questions regarding this section, please refer to your Student Handbook – Fact Finder: Disciplinary Actions for Violation of Student Responsibilities p.163.  Arrange your work and extracurricular schedule to allow for sufficient preparation, writing, and study time, approximately one to two hours for each hour in class.

I am required to take attendance each class session; but students’ final grades ares not based on attendance.  By coming to every session, students will gain the knowledge and understand the concepts necessary to pass the application tests and the comprehensive final.

	Make-up
Policy
	Make-up arrangements are coordinated on an individual basis.  You must work with your Instructor in one of the following ways:
1. If you have a legitimate known conflict or scheduling problem, work with your Instructor as soon as possible before/after class to make arrangements prior to a scheduled exam. 
2. If arrangements are not made prior to an exam, you must request make-up approval within 24-hours. Do one of the following:
a. Leave a voice message on your instructor’s office phone (314) 951-9454 - Make sure to state slowly and clearly the course number, your name, phone number, time of day to call back, and a brief general message; OR
b. E-mail ccalicutt@stlcc.edu with the same information as the voice message. You will receive a reply approval with instructions. Each instructor their own make-up policy. Students should identify and understand these policies during the first week of the semester.



	Important
Dates
	Final Exam March 6, 2014
	
	




	Academic
Appeals
Procedure
	Please see the Academic Appeals section of the Student Handbook for detailed information about the steps below.

A student may appeal an alleged violation of his/her academic rights in accordance with the following procedures:

· Step 1: Make a verbal or written request for an individual conference with your instructor within 10 working days of the incident/dispute.

· Step 2: If the matter is not resolved, within 10 working days of your meeting with the faculty member, make a written request for a conference with the appropriate department chair/program coordinator.

· Step 3:  If the matter is still not resolved, within 10 working days, appeal to the Division Dean, in writing.

· Step 4: If still no resolution, appeal, in writing, within 10 working days, to the Vice President for Academic Affairs using the Student Appeal Form. 

· Based upon the nature of the appeal, the Vice President for Academic Affairs will investigate the matter and will issue any decisions/actions taken in writing according to Step 4 of the Academic Appeal Procedures detailed in the Student Handbook.

Note:  In appeal cases not involving a final grade, the vice president for academic affairs’ decision will be final. When the appeal involves a final grade, if the Academic Appeals Hearing Committee is convened, the committee’s decision will be final

	Academic Integrity Statement

	St. Louis Community College recognizes that the core value of academic integrity is essential to all activities of an academic community and provides the cornerstone for teaching and learning. It is characterized by upholding the foundational principles of honesty, equity, mutual responsibility, respect, and personal integrity. Advancing the principles of academic integrity is essential because doing so enhances academic discourse, the quality of academic work, institutional operations and the assessment of educational goals.

Observing academic integrity involves:
· Maintaining the standards of the college’s degrees, certificates, and awards to preserve the academic credibility and reputation of the college;
· Communicating expectations, best practices, and procedures in order to promote the principles of academic integrity and ensure compliance;
· Providing environments, instruction, and access to resources necessary for maintaining integrity in learning;
· Taking responsibility and personal accountability for the merit and authenticity of one’s work;
· Giving proper acknowledgement and attribution to those who directly contribute to a project, or whose work is used in the completion of a project;
· Recognizing what compromises academic integrity, whether intentional or unintentional (plagiarism, cheating, uncivil behavior, etc.).
· It is the shared duty of faculty, students, and staff of the college to understand, abide by, and endorse academic integrity.

	Class Cancellation Policy
	St. Louis Community College will remain open except under very severe weather conditions. Official announcements will be broadcast on KMOX-AM (1120) Radio, and television Channels 2, 4 and 5. On television, announcements are broadcast as early as possible at the bottom of the screen. Severe weather announcements are announced by campus. 
You can sign up for text alerts of closings and other emergency information by texting "follow STLCCAlert" (without the quotes) to 40404 - or follow @STLCCAlert on Twitter. Only "alerts" messages will be sent. All other communications will be sent from @STLCC.
Updates also will be posted on the home page of the STLCC website and on the main page for each campus as well as a broadcast email when feasible. Below are the procedures for school closing and delayed schedule.
COLLEGE IS CLOSED
Means all classes are canceled for the day. No classes or labs, library, student center, writing center or any other service will be open. Classes in the evening also are canceled. 
COLLEGE IS NOT CLOSED BUT IS ON delayed SCHEDULE
If a delayed schedule is announced, the location will delay opening until 
9:30 a.m. Classes beginning before 9:30 a.m. will be canceled for that day.
In the absence of any announcement, students should assume the college is operating on its normal schedule. 
Severe weather closing announcements are also available by calling any campus at the numbers below.

Florissant Valley: 314-513-4949
Forest Park: 314- 951-9463
Meramec: 314-984-7669
Wildwood: 636-422-2653

	FERPA Statement

	The Family Educational Rights and Privacy Act (“FERPA”) affords eligible students certain rights with respect to their education records. (An “eligible student” under FERPA is a student who is 18 years of age or older or who attends a postsecondary institution.) These rights include: 
1. The right to inspect and review the student's education records within 45 days after the day St. Louis Community College (“College”) receives a request for access. 
2. The right to request the amendment of the student’s education records that the student believes is inaccurate, misleading, or otherwise in violation of the student’s privacy rights under FERPA.
3. The right to provide written consent before the College discloses personally identifiable information from the student's education records, except to the extent that FERPA authorizes disclosure without consent.
4. The right to file a complaint with the U.S. Department of Education concerning alleged failures by the College to comply with the requirements of FERPA. The name and address of the office that administers FERPA is:
Family Policy Compliance Office
U.S. Department of Education
400 Maryland Avenue, SW
Washington, DC 20202-8520
For more information about records and information that may or may not be disclosed and other information regarding the confidentiality of student records, please see Section G.11 of the College Administrative Procedures.
More information: http://www.stlcc.edu/Document_Library/FERPA-Notification.pdf

	Sexual Harassment Policy

	St. Louis Community College is committed to providing an academic and work environment that is free from sexual harassment. In keeping with this commitment, the college prohibits sexual harassment of any member of the college community. Sexual harassment in any form, including verbal, written, physical, or visual harassment will not be tolerated. Sexual harassment may include, without limitation, unwelcome sexual advances, attempts to coerce any member of the college community into a sexual relationship or to punish such persons for refusing to submit to sexual advances, or conduct of a sexual nature, which creates an intimidating, hostile, or offensive academic or work environment. 
Any member of the college community who has a sexual harassment complaint may obtain redress through administrative procedures of the college. The college will respond to sexual harassment complaints promptly and in an equitable manner. All information regarding complaints of sexual harassment is confidential and will be revealed only to those directly involved with the investigation and/or resolution of the complaint. Breaches of confidentiality may result in disciplinary action. Retaliation against anyone who brings a complaint of sexual harassment is prohibited. A student or employee of the college found to have violated this policy will be subject to disciplinary action, up to and including dismissal from the college or termination of employment.

	Withdrawal From Class
	Students are expected to attend classes. Students deciding to withdraw from a class are encouraged to talk to the instructor. 

The student is solely responsible for completing an official withdrawal form and submitting it to the Admissions office. Be aware of deadlines as detailed on the College website at: http://www.stlcc.edu/Admissions_and_Registration/Tuition_and_Fees/Withdrawal_Refund_Information.html.  

At the end of the second week of classes (first week for summer and interim sessions), students who have registered and paid for a class but are reported by the instructor as never attended will be withdrawn. Classes that are less than a full semester in length may have different administration withdrawal dates. After this period, the instructor cannot withdraw students from class.
It is always the student’s responsibility to initiate a withdrawal.

	Non-Discrimination Statement

	St. Louis Community College is committed to non-discrimination in its admissions, educational programs, activities, and employment regardless of race, color, creed, religion, sex, sexual orientation, national origin, ancestry, age, disability, or status as disabled veteran and shall take action necessary to ensure non-discrimination.

	Access Statement

	The Access Office-Disability Support Services offer support services for students who have documented disabilities of a temporary or permanent nature. To qualify for services, students must identify themselves to the Access Office and provide current written documentation of a disability from a qualified professional or agency. Please inform the instructor at the beginning of the course of the accommodations you will require in this class so that these can be provided. If you have accommodation needs, please call the ACCESS Office at 314-644-9039 or 314-644-9093 (TDD)
More information: http://www.stlcc.edu/disAbility/Access_Office/Students/Index.html


	
	COURSE SCHEDULE / CALENDAR

	Week
	Topic(s)
	Homework Assignment-Independent Challenge 1

	1
	Word – Unit A
Word – Unit B
	Page Word 21
Page Word 45

	2
	Word -  Unit C
Word – Unit D
	Page Word 72
Page Word 97

	3
	Word – Unit E
Word – Unit F
	Page Word 124
Page Word 149

	4
	Excel – Unit A
Excel – Unit B
	Page Excel 21
Page Excel 45

	5
	Excel – Unit C
Excel – Unit D
	Page Excel 73 – Excel 74
Page Excel 100

	6
	Access – Unit A
Access – Unit B
	Page Access 23 (Independent Challenge #2)
Page Access 48

	7
	PowerPoint – Unit A
PowerPoint  - Unit C
	Page PowerPoint 21
Page PowerPoint 71  

	8
	Final
	D-210 – 4pm – 6pm

	
	Take Home Tests

	
	Test Given End of Class
	Due Date Beginning of Class
	Homework Due

	Word
	1/30
	2/6
	2/2

	Excel
	2/13
	2/20
	2/20

	Access
	2/20
	2/27
	2/27

	PowerPoint
	No Individual Test
	3/6

	
	




Any part of this syllabus is subject to change at the discretion of the instructor.
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This workforce solution was funded by a grant awarded by the U.S. Department of Labor’s Employment and Training Administration. The solution was created by the grantee and does not necessarily reflect the official position of the U.S. Department of Labor. The Department of Labor makes no guarantees, warranties, or assurances of any kind, express or implied, with respect to such information, including any information on linked sites and including, but not limited to, accuracy of the information or its completeness, timeliness, usefulness, adequacy, continued availability, or ownership.




This work is licensed under a Creative Commons Attribution 3.0 Unported License.
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