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Course Information and Policies


Course: BOA 1102 Excel I

Credits: 2	Class Hours Per Week: 3

Prerequisites: Placement into ENGL 1100 and placement into MATH 1104 or higher Faculty: Instructor Roger Ball
Contact Information: rball21@cscc.edu

Course Description
This course explores Excel features and functions used in business and accounting applications. Students will learn to create and modify worksheets, insert formulas, create charts, enhance the appearance of workbooks, and manage files and folders.

Student Learning Outcomes
Upon successful completion of this course, you should be able to:
· Create, edit, format, modify, navigate, and manage an Excel workbook
· Build and edit basic formulas using mathematical operators and functions (statistical, date & time, financial, logical, lookup & reference, and math & trig)
· Use absolute, mixed, relative, and 3D references in a formula
· Create, edit, design, format, and enhance charts and sparklines
· Manage data in a table, apply conditional formatting, sort, filter, and subtotal
· Import data, export data, and transform data using flash fill and text functions
· Build and format a PivotTable
· Consolidate data, link workbooks, and use built-in and custom formats
· Insert illustrations, use hyperlinks, and set workbook security
Program Outcomes
· Utilize industry tools, resources, technology, and software to facilitate, create, access, report, and analyze business information.


Institutional Learning Goals
For this course, students are expected to demonstrate the skills associated with the Instructional Learning Goals identified below:
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· Quantitative Skills
· Technological Competence
In class students are assessed on their achievement of these outcomes. Names will not be used when reporting results. Outcomes-based assessment is used to improve instructional planning and design and the quality of student learning throughout the college.

Course Materials Requirements
This is an Instant Access course, so all enrolled students have access to the eBook and SIMnet.

System Requirements
1. High-speed Internet
2. Google Chrome
3. Microsoft Office 365/2021 Desktop Version – Click link to download free version for CSCC students - https://td.cscc.edu/TDClient/68/Portal/kb/articleDet?id=16

There are NO on-campus requirements for this course.

Units of Instruction

· Learning Units 1/2	Creating and Editing Workbooks
· Learning Unit 3/4	Working with Formulas and Functions
· Learning Unit 5/6:	Creating and Editing Charts
· Learning Unit 7:	Midterm Review
· Learning Unit 8:	Midterm Exam
· Learning Unit 9/10:	Getting and Managing Data
· Learning Unit 11/12: Exploring Data Tools, Data Types, and Illustrations
· Learning Unit 13:	Capstone Project
· Learning Unit 14:	Final Exam Review
· Learning Unit 15:	Final Exam

General Instructional Methods
· Online Discussions
· Multimedia Demonstrations
· Tutorials and Videos
· Practical Exercises and Assessments

Student Responsibilities
As a student in this course, it is your responsibility to:
1. Read all course materials and information, including the course syllabus and course calendar.
2. Meet the objectives of any prerequisite courses.

3. Check your CSCC e-mail and course announcements daily.
4. Use only your CSCC e-mail account to contact the instructor.
5. Weekly assignments must be completed and submitted by the published due date. Late assignments are not accepted in this course.
6. Complete all exams according to the course schedule. There are no exam make-ups in this course.
7. All assignments, assessments, and exams are to be your own work. All instances of possible academic misconduct where students collaborate on assessments will be given a score of zero and reported to the Student Conduct Office.
8. If you have a concern of any kind about this course, instructor, etc., the protocol is to contact your instructor first. If the issue is not resolved, you should contact the BOA Program Coordinator, Amy Popovich apopovich@cscc.edu.
9. Students should expect to spend about two hours each week for every credit hour (4 hours per week for this class). (Policy Number 5-05).
10. Students need to be aware that inability to fulfill the requirements for a course may mean failure.


Standards and Methods for Evaluation

	Item
	Points

	SIMbook
	75

	SIMnet Projects
	375

	Mid-Term Exam
	200

	Discussion Boards (4 @ 12.5 points each)
	50

	Review Assignments
	50

	Final Exam
	250

	Total
	1000




Grading Scale
Grades will be determined based on the following scale:

	Points
	Percentage
	Grade

	900-1000 points
	90-100%
	A

	800-899 points
	80-89%
	B

	700-799 points
	70-79%
	C

	600-699 points
	60-69%
	D

	0-599 points
	0-59%
	E



Attendance Policy
Attendance will be measured by the successful and timely completion of course assignments and exams. Simply showing up or logging into Blackboard will not count as attendance.

Columbus State is required by federal law to verify the enrollment of students who participate in Federal Title IV student aid programs and/or who receive educational benefits through the Department of Veterans Affairs. It is the responsibility of the College to identify students who do not commence attendance or who stop attendance in any course for which they are registered and paid. Non-attendance is reported every semester, by each instructor, and results in a student being administratively withdrawn from the class section. Please contact the Financial Aid Office for information regarding the impact of course withdrawals on financial aid eligibility.

Discussion Board
One of the requirements for this course is to participate in discussion boards. You may participate in the discussion forum at any time during the specified week. Participation points are based on quality and quantity of responses and replies. To receive the maximum points/credit, you must participate in the class discussion at least two times for each topic. One original post and one reply to another student. These discussion board points are a percentage of your total points for the course.

Instructor Feedback and Availability
Grades for assignments and exams will be posted within one week after the due date. The instructor will respond to e-mail and voicemail messages within 24 hours during the standard business week.

Course Calendar
Refer to the Course Calendar posted on Blackboard under the Course Information section for a weekly course schedule which indicates units of instruction, assignments, and due dates.

Department and College Policies and Resources
Available in our Blackboard course under Course Information.
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