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Course: BOA 1103 PowerPoint	Faculty: Maria Welter (mwelter1@cscc.edu)

Credits: 2	Class Hours Per Week: 3
Prerequisites: Placement into ENGL 1100
Description of Course
Students will learn to plan, create, and revise PowerPoint presentations. Emphasis will be placed on presentation skills and design standards.
Course Learning Outcomes
Upon successful completion of this course, you should be able to:
· Create, save, open, and print a PowerPoint presentation.
· Edit and modify a PowerPoint presentation.
· Format a presentation to add visual interest and clarity.
· Enhance a presentation with WordArt, shapes, and diagrams.
· Create a presentation that includes data in tables and charts.
· Customize slide masters and insert/apply actions.
· Apply custom animation and create a custom show.
· Integrate, share, and protect presentations
Program Outcomes
· Utilize industry tools, resources, technology, and software to facilitate, create, access, report, and analyze business information.
· Demonstrate effective and appropriate formal and informal communication (verbal and written) in diverse work environments.
· Plan, implement, and manage business date and information by applying and adhering to standard office policies, procedures, and practices.
Outcomes Based Assessment of Student Learning
For this course, students are expected to demonstrate the skills associated with the Instructional Learning Goals identified below:

· Communication Competence
· 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.

Technical 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

Units of Instruction
· Creating and Editing Presentations
· Illustrating with Pictures and Information Graphics
· Preparing for Delivery and Using a Slide Presentation
· Customizing Images, Illustrations, and Themes
· Working with Advanced Animation, Hyperlinks, and Rich Media
· Integrating, Reviewing, and Collaborating
· Modifying Office Account Options & PowerPoint Recording Options

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. 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. Any and 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 regarding this course, instructor, etc., the protocol is to contact your instructor first. If the complaint is not resolved, you should contact the lead instructor for the course and BOA program coordinator, Amy Popovich at 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 result in failure.

Standards and Methods for Evaluation
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	Item
	Points

	SIMnet PowerPoint Assignments
	400

	Midterm (online)
	250

	Discussion Boards (4 @ 12.5 points each)
	50

	Capstone Project
	50

	Final Exam (online)
	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 quarterly 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. These discussion board points are a percentage of your total points for the course.

Microsoft PowerPoint Certification Exam
Students are encouraged to sit for the Microsoft PowerPoint Certification Exam, an internationally recognized and respected credential. Earning certification validates one’s ability to perform real-world business tasks and provides a competitive advantage in the job market.

This is an optional exam with no course points. It is the student’s responsibility to purchase the exam voucher and to schedule their exam date/time with the Columbus State Testing Center or another Certiport Authorized Testing Center. Detailed information, including the price of a voucher, instructions for purchasing a voucher, and instructions on how to schedule the exam will be provided at the beginning of the semester.

Instructor Feedback and Availability
Grades for assignments and exams will be posted within one week of the due date for the assignments and exams. 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.

College Syllabus Statements
Columbus State Community College required College Syllabus Statements on College Policies and Student Support Services can be found at www.cscc.edu/syllabus or on the College website Quick Links “Syllabus Statements”.

Department Policies and Resources
Available in our Blackboard course under Course Information.
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	LEARNING UNIT
	CHAPTER/LEARNING OUTCOMES
	GRADED ASSIGNMENTS
	ASSIGNMENT DUE DATE (by 11:59pm)

	Learning Unit 1 1/19-1/26
	Chapter 1: Creating and Editing Presentations

Learning Outcomes (Units 1 & 2)
· Create, open, and save a presentation
· Work with slides, layouts, placeholders, and text
· Navigate between slides and organize content by reproducing and rearranging slides
· Change theme colors and fonts
· Insert headers and footers to add identifying information
· Insert, resize, and align a picture from a file
· Apply and modify transition effects to add visual interest
· Preview a presentation and print slides, handouts, and outlines
· Apply presentation properties
	1. Chapter 1 SIMbook – Complete all “guide me” and “let me try” activities (10 points)
2. Guided Project 1-2 (20 points)
3. Discussion Board 1 (12.5 points)
	Assignments due Monday, Jan. 26

Discussion Board 1 Thread due Friday, Jan. 23 Response due Monday, Jan. 26

	Learning Unit 2 1/19-1/26
	Chapter 1 continued: Creating and Editing Presentations
	1. Independent Project 1-6 (20 points)
2. Advanced Project 1-7 (20 points)
	Assignments due Monday, Jan. 26





	LEARNING UNIT
	CHAPTER/LEARNING OUTCOMES
	GRADED ASSIGNMENTS
	ASSIGNMENT DUE DATE (by 11:59pm)

	Learning Unit 3 1/27-2/2
	Chapter 2: Illustrating with Pictures and Information Graphics

Learning Outcomes (Units 3 & 4)
· Check spelling and use the Thesaurus
· Find and replace text in slides
· Cut, copy, and paste text in slides
· Rearrange text in the outline pane
· Size and rearrange placeholders
· Insert, delete, move, and copy slides
· Copy slides between presentations
· Duplicate and reuse slides
· Create and manage sections
· Customize the Quick Access Toolbar
· Use the Help and Tell Me features
	1. Chapter 2 SIMbook – Complete all “guide me” and “let me try” activities (10 points)
2. Guided Project 2-3 (20 points)
	Assignments due Monday, Feb. 2

	Learning Unit 4 1/27-2/2
	Chapter 2 continued: Illustrating with Pictures and Information Graphics
	1. Independent Project 2-6 (20 points)
2. Advanced Project 2-7 (20 points)
3. Discussion Board 2 (12.5 points)
	Assignments due Monday, Feb. 2

Discussion Board 2 Thread due Friday, Jan. 30 Response due Monday,
Feb. 2
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	LEARNING UNIT
	CHAPTER/LEARNING OUTCOMES
	GRADED ASSIGNMENTS
	ASSIGNMENT DUE DATE (by 11:59pm)

	Learning Unit 5 2/3-2/9
	Chapter 3: Preparing for Delivery and Using a Slide Presentation

Learning Outcomes (Units 5 & 6)
· Create custom theme colors and background fills
· Apply animation to add interest and reinforce content
· Link to an online video
· Use rehearsal techniques to prepare for presentation delivery
· Control display options for different screen sizes
· Present effectively and professionally using projection equipment
· Use annotation pens to highlight information and save presentation markings
· Prepare a self-running presentation that loops
· Use the Package Presentation for CD feature to prepare a slide show for display on other computers
	1. Chapter 3 SIMbook – Complete all “guide me” and “let me try” activities (10 points)
2. Guided Project 3-1 (20 points)
	Assignments due Monday, Feb. 9

	Learning Unit 6 2/3-2/9
	Chapter 3 continued: Preparing for Delivery and Using a Slide Presentation

Midterm Review
	1. Improve It Project 3-7 (15 points)
2. Independent Project 3-5 (20 points)
3. Midterm Review (10 points) – open through 9/29
	Assignments due Monday, Feb. 9

	Learning Unit 7 2/10-2/16
	Midterm Exam (Chapters 1-3)
Complete Midterm Exam (posted on Blackboard under Exams)
	Midterm (250 points)
	Midterm due Monday, Feb. 16




	LEARNING UNIT
	CHAPTER/LEARNING OUTCOMES
	GRADED ASSIGNMENTS
	ASSIGNMENT DUE DATE (by 11:59pm)

	Learning Unit 8 2/10-2/16
	Chapter 4: Customizing Images, Illustrations, and Themes

Learning Outcomes
· Master PowerPoint content presented in Chapters 1-3
· Draw with Shapes and Ink
· Work with multiple objects to align, distribute, and group; convert SmartArt to text or shapes
· Use Slide Masters to create a custom theme with new colors, fonts, and background graphics
· Capture a screenshot or a screen clipping
· Edit pictures to apply photo corrections, choose artistic effects, crop to shapes, and remove backgrounds
· Create a photo album and adjust picture order, layout, and captions; apply and customize a photo album theme
· Create and use a custom template
	1. Chapter 4 SIMbook – Complete all “guide me” and “let me try” activities (10 points)
	Assignments due Monday, Feb. 16

	Learning Unit 9 2/10-2/16
	Chapter 4 continued: Customizing Images, Illustrations, and Themes
	1. Guided Project 4-2 (20 points)
2. Independent Project 4-5 (20 points)
	Assignments due Monday, Feb. 16




	LEARNING UNIT
	CHAPTER/LEARNING OUTCOMES
	GRADED ASSIGNMENTS
	ASSIGNMENT DUE DATE (by 11:59pm)

	Learning Unit 10 2/17-2/23
	Chapter 5: Working with Advanced Animation, Hyperlinks, and Rich Media

Learning Outcomes
· Apply animation with multiple effects and complex sequences including Morph transitions
· Add hyperlinks, insert action buttons, and use Zoom to create navigation and to link to other sources
· Insert audio and video content
· Adjust audio and video playback settings using bookmark, trim, and fade options
· Record audio and add sound to animation
· Format, optimize, and compress media
· Integrate rich media effectively
	1. Chapter 5 SIMbook – Complete all “guide me” and “let me try” activities (10 points)
2. Guided Project 5-3 (20 points)
3. Discussion Board 3 (12.5 points)
	Assignments due Monday, Feb. 23

Discussion Board 3
Thread due Friday, Feb. 20 Response due Monday, Feb. 23

	Learning Unit 11 2/17-2/23
	Chapter 5 continued: Working with Advanced Animation, Hyperlinks, and Rich Media
	1. Improve It Project 5-7 (15 points)
2. Independent Project 5-5 (20 points)
	Assignments due Monday, Feb. 23




	LEARNING UNIT
	CHAPTER/LEARNING OUTCOMES
	GRADED ASSIGNMENTS
	ASSIGNMENT DUE DATE (by 11:59pm)

	Learning Unit 12 2/24-3/2
	Chapter 6: Integrating, Reviewing, and Collaborating

Learning Outcomes
· Add content from other sources and work with multiple open windows
· Add sections to organize presentation slides
· Use proofing tools to correct errors, improve word choices, and translate content
· Create a custom slide show of selected slides within a presentation
· Insert, edit, and review comments, compare presentations, and consider reviewer feedback
· Prepare to share a presentation by removing personal information, checking for accessibility issues, checking its compatibility, marking the file as final, and adding a password
· Save and export a presentation in different file types and as a video
	1. Chapter 6 SIMbook – Complete all “guide me” and “let me try” activities (10 points)
2. Guided Project 6-1 (15 points)
	Assignments due Monday, Mar. 2

	Learning Unit 13 2/24-3/2
	Chapter 6 continued: Integrating, Reviewing, and Collaborating

Modifying Office Account Options & PowerPoint Recording Options
	1. Improve It Project 6-7 (15 points)
2. Independent Project 6-4 (20 points)
3. Discussion Board 4 (12.5 points)
	Assignments due Monday, Mar. 2

Discussion Board 4
Thread due Friday, Feb. 27
Response due Monday, Mar. 2

	Microsoft PowerPoint Certification Exam OPTIONAL (on-campus)
10/6-10/18
	· Scheduling window opens 9/29/2025
· Dates available for testing at the Columbus State Testing Centers: 10/6-10/18
· Specific instructions on purchasing the exam voucher and scheduling the exam are posted under Student
Resources in Blackboard.
	Review for Certification Exam & Final Exam (10 points/unlimited attempts)

Certification Exam is recommended but not required. The Exam does not count towards your course grade.
	




	LEARNING UNIT
	CHAPTER/LEARNING OUTCOMES
	GRADED ASSIGNMENTS
	ASSIGNMENT DUE DATE (by 11:59pm)

	Learning Unit 14 3/3-3/9
	Capstone Project

Learning Outcomes
Master PowerPoint content
	1.	Capstone Project (50 points)
	Assignments due Monday, Mar. 9

	Final Exam 3/10-3/12
	Final Exam posted on Blackboard under Exams - available Tuesday, Mar. 10 – Thursday, Mar. 12
	Final Exam (250 points)
	Final Exam due Thursday, Mar. 12
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