
INTRO TO WINDOWS SPREADSHEET APPLICATIONS
AOM 131 -	Section: 001

	Credit Hours:   2.00
	Lab Hours:   0.00
	Lecture Hours:	2.00

	IAI Core:
	IAI Majors:
	PCS: 1.2 Articulated



	Semester:  Fall 2014
	Course Begins:  August 18, 2014
	Course Ends:  December 8, 2014

	Days:  Online
	Times:  NA
	Room:  NA


Instructor:  Julie Freelove
E- mail: Please use Canvas’ email for all emails.
Canvas Website:  http://www.mchenry.edu/canvas/
I check voice and email daily, Monday – Friday. If you are having a problem, it is best to email me in Canvas.  I will do my best to respond within 24-48 business hours. I am available during office hours, or by appointment, should you wish to meet with me.
Phone:  815-455-8739
Student Conference Hours: TBA
Office Location:  A122
Other Contact Information: jfreelove@mchenry.edu
Required Course:
Textbook(s):   New Perspectives, Introductory, Microsoft Excel 2013, by Parsons, Oja, Ageloff, and Carey, with Sam 2013 Access Card, Course Technology 2014.

Supplies:  You will need a computer running Windows 7 or 8 software, access to the Internet, and Microsoft Excel 2013. You will also need Adobe Acrobat Reader - you probably already have this on your computer; however, this is a free Internet download, if you don’t.

Please note that MCC computer classes are using Microsoft Office 2013. It is a course requirement that Excel 2013 is used for all course assignments/quizzes/exams (SAM 2013 will only accept submissions using this version).  If you do not have Excel 2013, you are welcome to use MCC’s Computer Labs.

This course assumes that students have learned basic Windows navigation and file management skills.

Course Description:
Introduction to Windows Spreadsheet Application will introduce students to the electronic spreadsheet as an effective business tool. Students will learn how to create and manipulate a workbook, create graphs, use basic functions, sort, link worksheets, analyze data and create reports. This course may be repeated two times for a maximum of 6 credit hours.
Course Note: This course, along with AOM 231, will prepare students for the Microsoft Office Specialist (MOS) Exam. This course requires intermediate reading, intermediate writing and intermediate math. Online courses require advanced reading.

Course Prerequisite: CIS 110
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Course Objectives:
Upon completion of the course, the student will be able to:
1. Determine the appropriate function to use in a given scenario.
2. Define terminology used when working with a workbook.
3. Incorporate relative, absolute, and mixed cell addressing in the spreadsheet(s).
4. Incorporate selected financial and statistical functions within a spreadsheet(s).
5. Discover some of the practical applications of spreadsheets.
6. Develop an understanding of the usefulness of "what if" conditions when using spreadsheets
7. Understand the need for good planning prior to designing the spreadsheet.
8. Design a spreadsheet.
9. Edit and format data entered into a spreadsheet.
10. Develop a spreadsheet that incorporates protected ranges.
11. Move and/or copy data within a spreadsheet.
12. Manipulate cursor movement by using the mouse, arrow keys, or function keys.
13. Produce a chart (graph) using spreadsheet commands.
14. Create a database (list) in a spreadsheet and use the various database options.

Course Outline:
I. Course Introduction
A. Explain course syllabus
B. Explain course objectives
II. Spreadsheet Basics
A. Rows, columns, and cells
B. Navigating in a spreadsheet
C. Entering data
i. Labels (text)
ii. Values
iii. Formulas
iv. Functions
D. Opening, saving, and printing workbooks
E. Copy/fill handles
F. AutoFill
III. Using Formulas and Functions
A. SUM
B. AVERAGE
C. MAXIMUM
D. MINIMUM
E. Copying formulas
F. Relative vs. absolute addressing
G. IF function
H. DATE function
I. PMT function
IV. Editing a spreadsheet
A. Deleting and inserting data
B. Undo
C. Speller
D. Find and replace
V. Formatting a spreadsheet
A. Format data and numbers
B. AutoFormat


C. Conditional Formatting
D. Column width and row height
E. Headers/footers
F. Moving/copying range of cells
G. Inserting/deleting rows and columns
H. Repeating rows/columns
I. Inserting page breaks
VI. Working with a workbook
A. Protecting spreadsheets and/or workbooks
B. Freezing rows/columns
C. Changing sheet names
D. Print preview
E. Setting print area
F. Inserting/deleting worksheets
G. Grouping worksheets
H. Linking cells
I. Inserting comments
VII. Ranges
A. Selecting a range
B. Range names
VIII. Creating Charts
A. Formatting charts
B. Moving/resizing charts
C. Rotating/exploding charts
IX. Creating Databases (Lists)
A. Sorting
B. Searching and extracting data
C. Filters
D. Subtotals

Assignments and Grading Criteria
· Course Syllabus Quiz
· Course Work Assignments
· Quizzes
· Comprehensive Final Exam

Course Grading Scale
1000 – 900 points earned = A 899 – 800 points earned = B 799 – 700 points earned = C 699 – 600 points earned = D
599 points earned and below = F

Grade Response Time
I prefer to grade all submissions at one time, therefore, I will grade all assignments that are not graded automatically, within five business days, after the assignment due date.  Grades needing to be transferred from SAM 2013 to the Canvas grade book will be completed once the due date has passed.




Policies:
This is an online section of the AOM131 class.  We will not meet face-to-face but will use technology to interact.

One of your first assignments is to complete the Course Syllabus quiz.  Please review the course syllabus prior to completing this quiz. This quiz may be taken once, contains 12 questions, and is timed at 15 minutes. This quiz is due by August 28, 2014 at 11:55 p.m., CST.

Before you begin the assignments, please download the data files needed for this course. You will find the data files needed in the Home tab of Canvas, in the Course Syllabus & Resources area.

You are also required to register yourself in SAM 2013 and join our class, using the access card purchased with your textbook. The web address for SAM 2013 is http://sam.cengage.com/Login.aspx?ReturnUrl=%2f. The Institution Key needed to register is T2028524. If you need further instructions on setting up your SAM 2013 account, an instructional video and PowerPoint presentation are included in the Home tab of Canvas, in the Course Syllabus & Resources area.

VERY IMPORTANT – read and follow each tutorial Assignment Sheet, contained in Canvas, to know which assignments are required, whether they need to be completed in SAM 2013 or on your own and submitted in a Canvas drop box, and other assignment instructions.
Many of the exercises instruct you to print. Since this is an online class, you do not need to print.

All grades for this course will be posted and updated in Canvas.  Grades earned in SAM 2013 will be transferred to Canvas upon each tutorial due date.

Make sure all work is your own. Any student involved in cheating or plagiarism will receive a zero on that assignment, test, or quiz, and/or possible failure/withdrawal from class.

Career Portfolio
Please remember to save a project or two from this class, to include in your career portfolio, if you are required to take AOM250 - Administrative Office Procedures course.

Attendance Policy (From MCC Catalog)
All students at McHenry County College are expected and strongly urged to attend every class meeting.  Class attendance has repeatedly been shown to have a definite relationship to a student’s grades, and the repeated failure of a student to attend classes can be expected to result in a lower grade and/or possible instructor initiated administrative withdrawal from the course.  Instructors may, at their discretion and with full support from the College, require attendance, establish an excused absence policy, and impose penalties for non-attendance. Such policies, if established by an individual instructor, shall be provided in writing with the course syllabus and fairly imposed.

Your attendance within an online course is not the same as attendance in a traditional course, however, you are expected to keep up with the coursework, participate fully in discussions, and work towards the course objectives just as you would in a traditional course. Thereby, the above does apply to students who are not working toward course objectives, including logging into the class site at least two times per week.


Learning and Assessment
This course has specific assignments that facilitate learning in a variety of levels. Each chapter identifies the course objectives, an outline, and an overview of the areas of study.
· Assignments are a form of self-evaluation of material that was read, reviewed and learned.
· Quizzes and tests are a form of self-evaluation of learning. They serve to ensure basic comprehension of terms, definitions, concepts, and issues.
· Final Exam is a comprehensive form of evaluation.  It serves to ensure basic comprehension of spreadsheet skills, terms, and concepts.
Students are responsible for their own learning in any course, but particularly online.  They will have to choose to read the material, complete the assignments, and ask for help when needed. The ideal student for this class will be a self-directed learner who has a good ability to read and understand both concrete and abstract concepts. Supplemental materials and assistance will be provided to any student who requests additional assistance.

Late Work/Make-Up Policy
It is important to complete your work on time.  Assignments, quizzes, & exams are due by 11:55 p.m., CST on their due date.  Please do not wait until the last minute to complete assigned work - technology is wonderful, but as we know, problems can occur with computers.  Having computer problems will not extend due dates for any work.

At work, and in business, you are expected to complete your work on time.  If there is an issue, you need to indicate that prior to the deadline.  We are using the same principles in this class. I will NOT accept any late work unless you contact me prior to the due date to request and for an extension to be considered.  Extensions will not be granted for the final exam due date.

Withdrawals: The last day to drop this course is November 11, 2014. Failure to attend class does not constitute official withdrawal. If students are considering a withdrawal, they should consult directly with the instructor and an academic advisor. Students may withdraw from a class through the Registration Office, either in person or by fax: (815) 455-3766. In their request, students should include their name, student ID number, course prefix, number and section, course title, instructor, reason for withdrawing, and their signature. Withdrawal from a course will not be accepted over the telephone.  Please refer to the following link for other important college dates: www.mchenry.edu/academiccalendar.asp.

General Education Goals:
1. Critical Thinking: To identify, define, analyze, synthesize, interpret, and evaluate ideas.
2. Information Literacy: To locate, evaluate, and use resources effectively.
3. Effective Communication: To develop, articulate, and convey meaning.
4. Ethical Awareness: To identify and make responsible choices in a diverse world.
5. Technological Literacy: To use tools skillfully.

Assessment:
Some student work may be collected for the purpose of assessment, including student competency in the general education goals, the program, or the course.

Effective Fall 2014: Student E-Portfolio:
The instructor of the course will designate at least one graded assignment for possible inclusion in the student E- portfolio. Students applying for an AA, AS, AFA, AES, or AGE degree must document their learning outcomes with a graded assignment for each of the five general education goals by the time of graduation. These five assignments and a cover letter will be in the student E-portfolio in Canvas.




Weekly Course Schedule

	
Week
	
Topics
	
Reading
	
Assignment &Due Dates (Assignment Specifics in Canvas)

	
FOLLOW TUTORIAL ASSIGNMENT SHEETS IN CANVAS!

	8/18
& 8/25
	Review Course Syllabus, Canvas, & Register in SAM 2013
Complete Tutorial 1 Assignments
	
Pgs. EX 1-58
	Syllabus Quiz, Tutorial 1 Assignments & Quiz due by 8/28/14 at 11:55 p.m., CST.

	9/1
& 9/8
	
Complete Tutorials 2 Assignments
	
Pgs. EX 67-122
	
Tutorials 2 Assignments & Quizzes due by 9/11/14 at 11:55 p.m., CST.

	9/15
& 9/22
	
Complete Tutorial 3 Assignments
*COMPLETE ONLY PGS NOTED*
	
Pgs. EX 131-175.
	
Tutorials 3 Assignments & Quizzes due by 9/25/14 at 11:55 p.m., CST.

	9/29
& 10/6
	
Complete Tutorial 4 Assignments
	
Pgs. EX 189-247
	
Tutorial 4 Assignments & Quiz due by 10/9/14 at 11:55 p.m., CST.

	10/13
& 10/20
	
Complete Tutorial 5 Assignments
*COMPLETE ONLY PGS NOTED*
	
Pgs. EX 257-297
	
Tutorial 5 Assignments & Quiz due by 10/23/14 at 11:55 p.m., CST.

	10/27
& 11/3
	
Complete Tutorial 6 Assignments
	
Pgs. EX 327-382
	
Tutorial 6 Assignments & Quiz due by 11/6/14 at 11:55 p.m., CST.

	
11/10
& 11/17
	
Complete Tutorials 7 & 8 Assignments
*COMPLETE ONLY PGS NOTED*
	
Pgs. EX 389-407,
EX 420-427, &
EX 463-480.
	Tutorials 7 & 8 Assignments Due By 11/20/14 at 11:55 P.M., CST.
Final Exam Review Sheet Provided In Canvas.

	
11/24
	THANKSGIVING WEEEK – NO ASSIGNMENT DUE
Final Exam Available 11/28/14

	

12/1
	FINAL EXAM – 200 points
DUE BY 12/4/14 AT 11:55 P.M., CST - TIMED:  2 HOURS
Comprehensive production final exam covering Tutorials 1-8 – all pages noted.




Academic Support for Special Populations Students
McHenry County College offers support services for students with special needs. It is the student's responsibility to meet with the Special Needs Coordinator and provide current documentation regarding his/her disability and receive information about the accommodations that are available.

In addition, as a student enrolled in a career or technical education program at McHenry County College, you may be eligible for services and assistance under the Carl D. Perkins III Grant. Grant funds are used, in part, to assist students who are at risk of not succeeding in their educational pursuits.

The traits that often prevent students from succeeding are: economic disadvantage, academic disadvantage, disability/disabilities, single parent, displaced homemaker, nontraditional, and limited English proficiency (LEP). The definitions of each trait are available in the Special Needs Office.  Students with one or more of these traits are referred to as Perkins Special Populations Students.

If you would like to know if you are eligible for services at any time during the semester, please do not hesitate to contact the Special Needs Coordinator. The office is Room A260, and phone number is (815) 455-8676.

Academic Integrity
As an educational community, McHenry County College values the pursuit of academic excellence and integrity. In accordance with this philosophy and Chapter 10, Act 5 of the 1994 Illinois Community College Act, academic dishonesty in any form, including cheating, plagiarism, and all other acts of academic theft, is considered intolerable. Appropriate sanctions, up to and including suspension from the College will be imposed by authorized College personnel.

Copyright Policy
MCC will maintain current procedures and guidelines to ensure that all staff and students comply with applicable copyright laws and other intellectual property protection laws. The College will encourage staff and students to engage in the development of intellectual property and facilitate ownership protections with respect to such development of intellectual property.

The College expects that staff and students will act responsibly and ethically in a manner consistent with all copyright laws and College copyright procedures and guidelines. This policy authorizes the College to adopt and maintain such procedures and guidelines necessary to ensure compliance with copyright laws and to facilitate ownership protection with respect to the development of intellectual property.

Student Code of Conduct and the Judicial Process
Consistent with the MCC mission is an expectation that students will govern themselves in terms of appropriate behavior with emphasis on self-respect and respect for others. It is the practice of the College to respect the properly exercised rights of its students. The College recognizes a student’s rights within the institution to freedom of speech, inquiry and assembly; to the peaceful pursuit of education; and to the reasonable use of services and facilities at MCC.

MCC has adopted a Student Code of Conduct and judicial process to maintain a learning environment of respect, civility, safety, and integrity for all members of the MCC community.

Whenever possible, sanctions for violations of the Student Code of Conduct may be educational in nature. However, violations affecting the health and safety of members of the MCC community are deemed to be the most serious. Therefore, acts of violence, threats or dangerous behavior are most likely to result in a suspension from the College. Violations of the academic dishonesty policy may also result in suspension or expulsion from the institution and/or reduced or failing grade.


Children on Campus
For the safety of children on campus, children (i.e., less than 16 years of age) are not permitted on campus unattended by a parent/guardian, except when they are attending classes offered by MCC for children. The College requires that no children be allowed into a classroom/laboratory environment, including the Testing Center, Learning Center and computer labs, solely for the purpose of a parent/guardian to provide direct supervision of his/her child.

Teaching Schedule
The scheduling of the activities and teaching strategies on this syllabus, but not the objectives or content, may be altered at any time at the discretion of the instructor. The instructor reserves the right to modify the course and/or requirements as needed during the semester.



Resources
The following are useful resources available to you as a student at McHenry County College:


Advising and Transfer Center: Phone (815) 479-7565; Office A257 www.mchenry.edu/ATC/Index.asp

Counseling:
Phone (815) 455-8765; Office A257
www.mchenry.edu/counseling

Financial Aid:
Phone (815) 455-8761; Office A262
www.mchenry.edu/financialaid
[bookmark: _GoBack] (
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, timelines, usefulness, adequacy, continued availability, or ownership. This solution is copyrighted by the institution that created it. Internal use, by an organization and/or personal use by an individual for non-commercial purposes, is permissible. All other uses require the prior authorization of the copyright holder.
)
Library:
Phone (815) 455-8533; Office A212
www.mchenry.edu/library

Special Needs:
Phone (815) 455-8676; Office A260
www.mchenry.edu/specialneeds

Tutoring and Study Skills (Sage Learning Center):
Phone (815) 455-8579; Office A247
www.mchenry.edu/sage
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