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Course: BOA 2999 – BOA Capstone

Credits: 3	Class Hours Per Week: 4
Prerequisites: BOA 1101, 1102, 1103, 1104, 1150

Business Office Administration Business Programs Department Course Syllabus

Description of the Course: This BOA capstone course provides a hands-on application environment where students work in teams to plan, develop, implement, and present automated business office applications.

Student Learning Outcomes
Upon successful completion of this course, you should be able to:

· Plan and develop financial and business documents for a business
· Integrate and consolidate data to develop business information
· Analyze information systems used in businesses and organizations
· Manage records using a database
· Plan, prepare, and deliver effective individual presentations
· Apply MS Office and team skills to work effectively and efficiently as part of a team
· Plan, prepare, and deliver team projects and presentations
· Engage in productive team communication
· Prepare and complete career-ready activities
· Conduct research using credible sources and apply findings to solve practical problems in office administration.

Program Learning 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.
· Demonstrate effective and appropriate formal and informal communication (verbal and written) in diverse work environments.
· Employ critical thinking, analytical problem– solving skills, and ethical decision-making techniques to address work-related issues.
· Research information using a variety of resources, to accomplish tasks in the workplace environment.
· Work effectively and efficiently both independently and as part of a team.
General Education Outcomes
Columbus State Community College's general education outcomes are an integral part of the curriculum and central to the mission of the college. The faculty at Columbus State has determined that these outcomes include the following competencies:
· Critical Thinking
· Quantitative Skills
· Technological Competence
· Communication Competence
Course Materials Required
· Instant Access
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

BOA 2999 – BOA Capstone	2
Units of Instruction
· Information Analysis
· Financial Documents and Spreadsheets
· Advanced Word Processing
· Database Analysis
· Effective Presentations
· Integration of Software Applications
· Workplace Collaboration
· Employment Portfolio
General Instructional Methods
· Classroom Lectures
· Classroom Discussions
· Multimedia Demonstrations
· Guest Speakers
Student Responsibilities
As a student in this course, it is your responsibility to:
1. Read all BOA 2999 course materials and information including the course syllabus and calendar.
2. Attend and participate in all class meetings; complete the required readings prior to class and be prepared to discuss content.
3. Check your CSCC e-mail and course announcements daily.
4. Use the E-mail Instructor button to contact instructor.
5. All assignments are due by the posted date and time. Late assignments are not accepted in this course.
6. All assignments and assessments 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 Office of Student Conduct.

Standards and Methods for Evaluation

	Assignment – one attempt only unless otherwise stated
	Points

	Attendance for entire class meeting & participation (6 @ 10 pts)
	60

	Résumé Draft (complete information/all correct formatting) – 2 attempts
	25

	Cover Letter Draft (complete information/all correct formatting) – 2 attempts
	25

	Individual Assignments (7)
	195

	LinkedIn Profile
	25

	Guest Speaker Reflection
	25

	Responses to Interview Questions
	25

	Career Services Appointment #1 – Résumé & Cover Letter Review
	25

	Career Services Appointment #2 – Mock Interview
	25

	Résumé updated after Career Services appointment
	10

	Cover Letter updated after Career Services appointment
	10

	Portfolio Project – Plan (10 pts) and Completed Portfolio (40 pts)
	50

	Total Points
	500




Attendance and Participation
Student attendance participation will be expected at all class meetings. Participation and responses should highlight the student’s preparedness and knowledge of the topic and should be respectful and substantive. All students must respect the opinions of others, listen carefully to classmates even when one disagrees with what is being said; be courteous and do not interrupt or engage in private conversations while others are speaking. Statements should be supported with evidence and rationale.
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Grading Scale and Point Distribution
Course grading is based on the total points earned of the total points possible (total points earned divided by total points possible equals percentage earned).

	Points
	Percentage
	Grade

	450-500 points
	90-100%
	A

	400-449 points
	80-89%
	B

	350-399 points
	70-79%
	C

	300-349 points
	60-69%
	D

	0-299 points
	0-59%
	E



Online Grade Book
This course will utilize the online grade book. The student is responsible for monitoring of grades. Any discrepancies or missing grades must be brought to the attention of the instructor within the earliest of one week after the due date of the respective assignment.

Instructor Feedback and Availability
The instructor of this course will respond to e-mails within 24 hours of receipt of the e-mail Monday through Friday. Grades for assignments and exams will be posted within one week of the due date for the assignments and exams. The instructor periodically checks e-mail during the evening and weekend hours.

Department and College Policies and Resources


Available in our Blackboard course under Course Information/Syllabus

	BOA 2999 – BOA CAPSTONE COURSE CALENDAR
SPRING SEMESTER 2026 – Live Online, 5:30 pm-7:20 pm (2ND Term)

	CLASS DATE
	CONTENT
	LEARNING OBJECTIVES
	ASSIGNMENTS
	DUE DATE by 11:59 pm

	WEEK 1
Tuesday, Mar. 24
	Introductions Syllabus/Course Calendar Résumés
Word Projects
	· Prepare and complete career-ready activities
· Plan and develop financial and business documents
	1. Résumé
2. Word Projects
	Monday, Mar. 30
1. Résumé Draft
2. Word Projects

	WEEK 2
Tuesday, Mar. 31
	Portfolios Cover Letters Excel Projects
	· Prepare and complete career-ready activities
· Integrate and consolidate data to develop business information
	1. Portfolio Plan
2. Cover Letter
3. Excel Projects
4. Resume/Cover Letter Appointment with Career Services
	Monday, Apr. 6
1. Cover Letter Draft
2. Excel Projects

Monday, Apr. 13 Portfolio Plan

Monday, May 11 Resume/Cover Letter Appointment with Career Services

Wednesday, May 13 Completed Portfolio Due

	WEEK 3
Tuesday, Apr. 7
	LinkedIn Interviewing
Integrated Word & Excel Projects
	· Create (or update) LinkedIn Profile
· Prepare answers to interview questions
· Integrate and consolidate data to develop business information
	1. LinkedIn Profile
2. Responses to Interview Questions
3. Integrated Word & Excel Projects
	Monday, Apr. 13
1. Responses to Interview Questions
2. Integrated Word & Excel Projects

Monday, Apr. 20 LinkedIn Profile
Deadline Monday, May 11 Mock Interview

	WEEK 4
Tuesday, Apr. 14
	Interviewing continued Access Projects
	· Create and modify Access databases, including tables, forms, queries, reports, sorting, calculations
	Access Projects
	Access Projects
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	WEEK 5
Tuesday, Apr. 21
	Microsoft Teams Microsoft Outlook
Integration Projects II –
Word, Excel, Access
	· Apply MS Office (including MS Teams) and team skills to work effectively and efficiently as part of a team
· Engage in productive team communication
	1. Microsoft Teams Assignment
2. Integration Project II
	Monday, Apr. 27
1. Microsoft Teams Assignment
2. Integration Projects II

	WEEK 6
Tuesday, Apr. 28
	Guest Presenters: Katherine Margard & Marion Sullivan, OhioHealth

Team Discussion PowerPoint Projects
	· Apply Access, Word, and Excel skills to create integrated databases, documents, spreadsheets
	1. Guest Presenters Reflection
2. PowerPoint Projects
	Monday, May 4
1. Guest Presenters Reflection
2. PowerPoint Projects

	WEEK 7
Tuesday, May 5
	Pairings for LinkedIn, interview questions, etc.
Integration Projects III
	· Apply Access, Excel, PowerPoint, and Word skills to create integrated databases, worksheets, documents, presentations.
	1.  Integration Projects III
	Monday, May 11 Resume/Cover Letter Appointment with Career Services

	Finals Week
Tuesday, May 12
	Course Wrap-Up
	
	
	Wednesday, May 13 Completed Portfolio Due
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