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Course Number and Title: BOA 1104 Access

Credits:  2	Class Hours Per Week:  3
Prerequisites:  Placement into ENGL 1100 and Placement into MATH 1104 or higher

Instructor: 

Description of the Course
This course includes features and functions of Microsoft Access database software used in a business environment. Topics include creating and modifying databases and tables, creating and manipulating queries, forms, and reports. NOTE: PC computers required. Mac computers and Chromebooks cannot be used to complete this course as the desktop/downloaded version of MS Access 365 is required. PC computers with MS Access are available at CSCC computer labs. Link to open hours and locations - https://www.cscc.edu/services/computerlabs/index.shtml

Course Student Learning Outcomes
Upon successful completion of this course, you should be able to:
· Open, save, print, and close objects in a database. 
· Design a table, determine fields, and assign data types in a table. 
· Create a database table with a primary key and a foreign key. 
· Create a one-to-many relationship and a one-to-one relationship between tables.
· Design and modify a query to extract specific data from a table.
· Create a calculated field, use aggregate functions, create crosstab, duplicate, and unmatched queries.
· Create a table in design view, assign a default value, and validate a field entry.
· Insert a total row and use the Input Mask Wizard and the Lookup Wizard.
· Create and customize forms.
· Create and customize reports.

Program Outcomes
· Utilize industry tools, resources, technology, and software to facilitate, create, access, report, and analyze business information.
· Plan, implement, and manage business data and information by applying and adhering to standard office policies, procedures and practices.
· Employ critical thinking, analytical problem– solving skills, and ethical decision-making techniques to address work-related issues.

Outcomes Based Assessment of Student Learning
For this course, students are expected to demonstrate the skills associated with the Instructional Learning Goals identified below:

· Critical Thinking
· 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 (Microsoft® Access 365 Complete – A Skills Approach 2021 Edition – Manning – McGraw-Hill) and SIMnet.
Required Technology for this Course
· Microsoft Office 365/2021 desktop/downloaded version (earlier versions and web apps cannot be used in this course) and a PC computer – For instructions on downloading Office 365 free for students at Columbus State, please visit this link: https://www.cscc.edu/services/office-365.shtml  
· Mac computers and Chromebooks cannot be used to complete this course as the desktop version of MS Access 365 is required. PC computers with MS Access are available at CSCC computer labs. Click this link for hours and locations - https://www.cscc.edu/services/computerlabs/index.shtml 
· High-speed Internet
· Google Chrome
 
Units of Instruction
· Getting Started with Access
· Working with Tables
· Queries and Organizing Information
· Forms and Reports
· Advanced Tables and Queries
· Advanced Forms
· Advanced Reports
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 BOA 1104 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 tests and exams according to the course schedule. There are no test and 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 about this course, instructor, etc., the protocol is to contact your instructor first.  If the issue is not resolved, you should contact the lead instructor for the course, and as a last resort, the Program Coordinator.
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

	SIMnet Assignments
	400

	Midterm
	250

	Discussion Boards (4 @ 12.5 points each)
	50

	Capstone Project
	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 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.
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: Getting Started with Access 

Learning Outcomes (Units 1 & 2)
· Identify the elements of a Microsoft Access database
· Use the Navigation Pane to open, organize, and view database objects
· Understand and view table relationships
· Understand database object views
· Navigate records in tables and forms
· Create new records, enter, edit, find, sort, and move data in tables and forms
· Delete records in tables and forms
· Rename and delete database objects
· Preview and print database objects
· Perform a backup
· Start a new database
· Use the Compact & Repair tool

	1. Chapter 1 SIMbook – Complete all “guide me” and “let me try” activities (10 points)
2. Skill Review 1.1 (10 points)
3. Discussion Board 1 (12.5 points) 

	Due Monday, 1/26

Discussion Board 1
Thread due Friday, 1/23
Response due Monday, 1/26

	Learning Unit 2
1/27-2/2
	Chapter 1 continued: Getting Started with Access
	1. Fix It 1.6 (20 points)
2. Challenge Yourself 1.4 (20 points)

	Due Monday, 2/2


	Learning Unit 3
2/3-2/9

	Chapter 2: Working with Tables 

Learning Outcomes (Units 3 & 4)
· Understand the role of tables in a relational database
· Identify field data types
· Create a new table in Datasheet view and add, delete, and move fields
· Create a new table in Design view, set the primary key, and add, delete, and move fields
· Format fields in Datasheet view and Design view
· Modify field properties in Datasheet view and Design view
· Work with Attachment fields
· Create lookup fields
· Create and modify table relationships
	1. Chapter 2 SIMbook – Complete all “guide me” and “let me try” activities (10 points)
2. Skill Review 2.1 (10 points)


	Due Monday, 2/9


	Learning Unit 4
2/10-2/16
	Chapter 2 continued: Working with Tables 

	1. Fix It 2.6 (20 points)
2. Challenge Yourself 2.3 (20 points)

	Due Monday, 2/16



	Learning Unit 5
2/17-2/23
	Chapter 3: Using Queries and Organizing Information

Learning Outcomes 
· Create a simple query
· Add criteria to a query
· Organize the data in a query
· Create Unmatched and Find Duplicate queries
· Create a parameter query
· Filter data in a datasheet
· Export data to Excel and text file formats
· Import table data from Excel and text file formats
· Import data from an Access database
· Link to a table in an Access database

	1. Chapter 3 SIMbook – Complete all “guide me” and “let me try” activities (10 points)
2. Skill Review 3.2 (10 points)
3. Challenge Yourself 3.3 (20 points)
4. Discussion Board 2 (12.5 points)


	Due Monday, 2/23

Discussion Board 2
Thread due Friday, 2/20
Response due Monday, 2/23

	Learning Unit 6
2/24-3/2

	Chapter 4: Working with Forms and Reports

Learning Outcomes (Units 6 & 7)
· Create a variety of forms
· Create a variety of reports
· Add controls to forms and reports
· Add formatting to forms and reports
· Resize and arrange controls
· Add header and footer elements
· Group and total data in a report
· Modify the page settings and print a report
· Export a report to PDF and Word RTF formats

 
	1. Chapter 4 SIMbook – Complete all “guide me” and “let me try” activities (10 points)
2. Skill Review 4.1 (10 points)

	Due Monday, 3/2



	Learning Unit 7
3/3-3/9

	Chapter 4 continued: Working with Forms and Reports
Midterm Review 

Learning Outcomes
· Same as Learning Unit 6
· Master content presented in Chapters 1-4

	1. Challenge Yourself 4.3 (20 points)
2. Challenge Yourself 4.4 (20 points)
3. Complete the Midterm Review (10 points) – open through 3/15

	Due Monday, 3/9

	Learning Unit 8
3/10-3/15 (SUNDAY)
	Midterm Exam & Chapter 5: Exploring Advanced Tables & Queries

Complete Midterm Exam (posted on Blackboard under Exams) 

Learning Outcomes (Units 8 & 9)
· Add a total row to a table
· Add a calculated field to a table
· Customize field format and input mask properties
· Modify lookup field properties
· Apply validation rules to fields and tables
· Create action queries (update, make table, delete, and append)
· Understand how join properties affect query results
· Use crosstab queries and total queries to summarize data
· Work in SQL view

	1. Midterm (200 points)
2. Chapter 5 SIMbook – Complete all “guide me” and “let me try” activities (10 points)

	Due SUNDAY, 3/15

	3/16-3/22
	SPRING BREAK – NO CLASSES
	
	

	Learning Unit 9
3/23-3/30

	Chapter 5 continued: Exploring Advanced Tables & Queries



	1. Fix It 5.6 (20 points)
2. Challenge Yourself 5.4 (20 points)


	Due Monday, 3/30



	Learning Unit 10
3/31-4/6
	Chapter 6: Exploring Advanced Forms

Learning Outcomes (Units 10 & 11)
· Create a new blank form 
· Modify form properties using the Property Sheet
· Manage data entry through form and control properties
· Add list box, combo box, and command button controls
· Create subforms
· Add images to forms
· Create a navigation form
· Modify the tab order in a form

	1. Chapter 6 SIMbook – Complete all “guide me” and “let me try” activities (10 points)
2. Skill Review 6.1 (10 points)
3. Discussion Board 3 (12.5 points)
	Due Monday, 4/6

Discussion Board 3
Thread due Friday, 4/3
Response due Monday, 4/6


	Learning Unit 11
4/7-4/13

	Chapter 6 continued: Exploring Advanced Forms

	1. Fix It 6.6 (20 points)
2. Challenge Yourself 6.3 (20 points)

	Due Monday, 4/13

	Learning Unit 12
4/14-4/20

	Chapter 7: Exploring Advanced Reports

Learning Outcomes
· Create a new report in Design view
· Add a record source to a report
· Add and arrange controls
· Create calculated controls in Design view
· Work with report groups in Design view
· Add subreports to a report
· Apply conditional formatting to a report
· Add a chart to a report
· Format and modify charts
· Split a database
· Encrypt a database with a Password
· Save a database as template

	1. Chapter 7 SIMbook – Complete all “guide me” and “let me try” activities (10 points)
2. Skill Review 7.2 (10 points)
3. Discussion Board 4 (12.5 points)

	Due Monday, 4/20

Discussion Board 4
Thread due Friday, 4/17
Response due Monday, 4/20

	Learning Unit 13
4/21-4/27

	Chapter 7 continued: Exploring Advanced Reports



	1. Fix It 7.6 (15 points)
2. Challenge Yourself 7.3 (15 points)
3. Review for Final Exam (10 points/unlimited attempts) – due 5/13

	Due Monday, 4/27



	Learning Unit 14
4/28-5/4

	Capstone Project

Learning Outcomes
Master Access content



	
	1. Capstone Project (50 points) 

	Due Monday, 5/4


	Final Exam
	Final Exam posted on Blackboard under Exams
Friday, May 8 – Wednesday, May 13
	Final Exam (250 points)

	Due Wednesday, May 13
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