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COURSE NUMBER: CSCI-1102 
COURSE NAME: Intermediate Excel & Access
INSTRUCTOR:
CREDITS: 3		CLASS HOURS PER WEEK: Lecture: 2 hours Lab: 2 hours
PREREQUISITES: Completion of CSCI 1101

DESCRIPTION OF COURSE: CSCI-1102 is a continuation of CSCI-1101, incorporating Intermediate concepts and techniques used in word processing, spreadsheets, and database software. Examples: financial functions, data tables, amortization schedules, working with multiple worksheets, charts, database queries, reports, forms, labels, macros, and navigation forms.

STUDENT LEARNING OUTCOMES
· Create data source, mail merge main document, merged letters, mailing labels, envelopes, and a merged directory.
· Create workbooks and organize numeric data through the use of data lists, filters, charts, functions, and What-if analysis using Microsoft Excel. Use the PMT, PV, and FV financial functions. Create an amortization schedule. Protect and unprotect cells and worksheets.
· Create and manipulate a table and add calculated columns to a table. Use the VLOOKUP, SUMIF, COUNTIF, MATCH, and INDEX functions.
· Use the ROUND function, styles, 3-D cell references, header/footer. Save workbook as a PDF or XPS file.
· Create a template; Import data from outside sources; use find and replace. Draw a Clustered Cone chart. Use WordArt and SmartArt.
· Create reports and forms using wizards. Modify, group, sort, add totals/subtotals, and conditionally format controls. Filter records and print reports and forms. Apply themes, add grid lines, and a date. Create and print mailing labels.
· Add fields to a table and use the Input Mask Wizard. Update fields and enter data. Create a form with a sub form. Create a query and use special fields in the query. Create a form with a datasheet.
· Create and relate additional tables. Create queries for reports. Create reports in design view; add fields and text boxes; group and ungroup controls; and add a sub report; subtotals and totals.
· Create macros w/sub macros; a pop-up Customer form; use them in a navigation form that contains tabs for two tables, forms, and reports.


 PROGRAM OUTCOMES
· Determine project requirements.
· Create project documentation using computer-based application software. 
· Demonstrate team project skills using effective technical communication.
· Perform operating systems fundamentals for effective file management. 
· Identify and apply relevant social networking applications.
OUTCOMES BASED ASSESSMENT OF STUDENT LEARNING (Include only those ILGs covered in this course)
For this course, students are expected to demonstrate the skills associated with the Institutional Learning Goals (ILG) identified below:
· 
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· Critical Thinking 
· Communication Competence
· Technological Competence
· Professional and Life Skills



COURSE MATERIALS REQUIRED

TEXTBOOK, MANUALS, REFERENCES, AND OTHER READINGS BOOK: 
The books used for the CSCI-1102 course is an eText built within the course. Students may access the chapters in the individual Unit folders throughout the semester. You will have access to two eTexts within the course. Go! Excel  Comprehensive and Go! Access  Comprehensive.  Review Unit 1 for more info on how to access your eText. 

Since eText is built within the class, there is no need to buy the textbook from the Bookstore. If you prefer a printed version of the two textbooks, there is an option to purchase the printed books. If students want to purchase the printed text for the CSCI-1102 course, there is a purchase link available within the Unit 1 folder within the Reading Material Section. The printed version is an extra cost to the student and will be shipped directly to the students. Again, you are not required to buy the printed version. The eText will suffice. 


SOFTWARE: Microsoft 365.  As a student at Columbus State Community College, you have Free Access to Microsoft 365.  You can follow the instructions in the Blackboard announcement regarding downloading a free copy of Office or goto: https://www.cscc.edu/services/office-365.shtml  In this course, you will be using Excel and Access.  Also, our Computer Labs on campus will have Microsoft Office installed. You can come to campus and use the campus computers, if needed. 
 
With Microsoft Office, you do have the option of accessing the apps via the web. However, that will not work with majority of the projects. You will need to download Microsoft Office onto your computer to complete the projects.

WEB BROWSER: The preferred Web browser for the class is Google Chrome. Mac users using Safari, you will need to install Chrome to complete your projects.

Computer Operating System: The preferred Operating System is Windows. The main issue is that Microsoft Access cannot be installed on a Mac and Office cannot be installed on the Chromebook. You can only complete this course by using a Windows computer.  

If you are using a Chromebook, you will not be able to complete any of the projects. You must have a Windows computer to complete the course. For Chromebook users, you can access a virtual computer on campus that will have Windows and Microsoft Office Software. Review your announcements area for info on accessing the virtual computer.
Mac users: It is possible for you to complete the Excel portion on a Mac, but you will not be able to complete the Access portion. Keep in mind the course is set up to be used for a Windows computer. Instructors generally do not have access to Mac/Apple computers. You might not be able to get full support from your instructor if you have problems related to your Mac.   

GENERAL INSTRUCTIONAL METHODS

· Lecture/Discussion
· Hands on lab projects
· Simulation Training
· Discussion boards

· Teaching Lab


ASSESSMENT
Columbus State Community College is committed to assessment (measurement) of student achievement of academic outcomes. This process addresses the issues of what you need to learn in your program of study and if you are learning what you need to learn. The assessment program at Columbus State has four specific and interrelated purposes: (1) to improve student academic achievements; (2) to improve teaching strategies; (3) to document successes and identify opportunities for program improvement; (4) to provide evidence for institutional effectiveness. In class you are assessed and graded on your achievement of the outcomes for this course. You may also be required to participate in broader assessment activities.



 
STANDARDS AND METHODS FOR EVALUATION
	Item
	Points

	Special Labs
	 

	Cloud Computing Task(Instructor Graded)
	25

	3 Discussion Board Question (Instructor Graded) 
	45

	Kaltura Task (Instructor Graded)
	5

	Teaching Lab Topic Selection(Instructor Graded)
	5

	Teaching Lab (Instructor graded) 
	100

	Database Discussion (Instructor graded)
	 20

	Self-Reflection(Instructor Graded)
	20

	Total
	220

	Simulation Activities
	 

	13 Simulation Tasks (Graded by MyITLab)

	130

	Grader Projects
	

	10 Grader Projects(Graded by MyITLab)
	200

	1 Integrated Grader Project(Graded by MyITLab)
	100

	Total
	430

	Application Exams
	 

	Excel  (graded by MyITLab)
	100

	Access  (graded by MyITLab)
	100

	
	

	Final Exam (Graded by MyITLab)
	150

	Total
	350

	Total Points
	1,000



GRADING 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/EN

	*An E represents a failing grade and that a significant portion of the coursework was attempted by the student. An EN represents a failing grade and that a significant portion of the coursework was not attempted by the student.




SPECIAL COURSE REQUIREMENTS
NOTE: You will be using Pearson MyITLab to complete majority of the tasks/quizzes/final exam within this class. MyITLab is built directly into Blackboard. If you have taken CSCI1101 course, you will have access to MyITLab on the first day. If you have not taken CSCI1101, check with your instructor on how to register with MyITLab.  

CALENDAR/DUE DATES– Within Course Information in Blackboard, you will find the Units of Instruction for the class. This will list out the due dates for each task. Download and review the Units of Instruction. Students must complete all assignments on time. For Online Classes: Lack of submitting assignments is equivalent to not attending class.

ATTENDANCE POLICY

In-Person, Blended, and Live Online Class: Students are expected to attend and participate in class and complete/submit assignments and quizzes on time. Attendance is considered in determining the final grade. It is understood that there will be occasions and unexpected events which will prevent you from attending class. It is the responsibility of the student to complete any class, lab, or assignment for the time that was missed. Quizzes and the Final can't be made up without a documented excuse.

Online Class: For distance learning (online) sections, attendance is considered by logging onto the Blackboard course website at least once a week and submitting weekly work. Participation is counted as the completion/submission of assignments and quizzes on time. Instructors will track attendance.

LATE POLICY
All assignments must be submitted in the time frame given by your instructor. Assignments will be accepted up to one week late, but you will only receive a 25% deduction. Failure to submit assignments in the time frames outlined above will result in receiving no credit for those assignments.
· Quizzes and the Final can't be made up without a documented excuse.
· Exercises and Projects can be turned in up to 1 week later, but there will be a 25% penalty applied at first. The Teaching Lab is excluded from this policy. It must be turned in on the due date. 


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.





CSCI 1102 - Units of Instructions

NOTE: You must have Pearson MyITLab to complete this class. All the simulation activities, labs, quizzes, and final exam are in MyITLab, and you must take the final exam to pass the course. The chapters are not in strict numerical order in the book (printed or e-text) or in the order in which they are covered in this course. 
Unit 1
· Unit of Instruction
· Excel and OneDrive
· Learning Objectives/Goals
· In this unit, you will be introduced to the class and how the class will run.  This course is a continuation of what you learned in CSCI1101. You will be focusing on using Excel and Access.  During this unit, you will be introduced to a refresher task on using Excel.  You will be introduced to Cloud Computing and the use of OneDrive for the class.
· Assignments
· Read Excel Comprehensive Chapter 1 and 2. 
· Excel Simulation Task 1 and 2
· Cloud Computing Assignment
· Assessment Methods
· Hands-on Labs
Unit 2
· Unit of Instruction
· Excel
· Learning Objectives/Goals
· In this unit, you learn more about creating and editing a pie chart. Pie charts are a common type of chart used to represent a proportion of the whole. Another common feature that you will learn in this unit is how to utilize Goal Seek to perform a What-If analysis. 
· Assignments
· Read Excel Comprehensive Chapter 3 
· Excel Simulation Task
· Excel Grader Project
· Discussion Board Prompt
· Assessment Methods
· Simulation Tasks
· Discussion Board Prompt
· Hands-on Labs



Unit 3
· Unit of Instruction
· Excel
· Learning Objectives/Goals
· In this unit, you will be introduced Pivot Tables and Pivot Charts within Excel.  A Pivot Table is probably one of the most powerful tools within Excel. A Pivot Table allows you to summarize large amounts of data. The table helps in making a concise summary out of thousands of rows and columns of unorganized data.
· Assignments
· Read Excel Comprehensive Chapter 4 
· Excel Simulation Task 
· Excel Grader Project 
· Assessment Methods
· Simulation Tasks
· Hands-on Labs
Unit 4
· Unit of Instruction
· Excel
· Learning Objectives/Goals
· In this unit, you will be introduced managing large workbooks and using the advanced sorting and filtering options that is within Excel. You will use Excel's advanced table and database capabilities to enhance the format of your worksheets.
· Assignments
· Read Excel Comprehensive Chapter 5 
· Excel Simulation Task 
· Excel Grader Project 
· Assessment Methods
· Simulation Tasks
· Hands-on Labs
Unit 5
· Unit of Instruction
· Excel
· Learning Objectives/Goals
· In this unit, you will create charts and diagrams to communicate data visually. Also, you will work with templates. A template will have built-in formulas for performing calculations and can be used in a variety of different scenarios.
· Assignments
· Read Excel Comprehensive Chapter 6 
· Excel Simulation Task 
· Excel Grader Project 
· Assessment Methods
· Simulation Tasks
· Hands-on Labs
Unit 6
· Unit of Instruction
· Excel
· Learning Objectives/Goals
·  In this unit, you will use financial functions and What-if analysis tools to make your worksheets more valuable for analyzing data and making financial decisions. 
· Assignments
· Read Excel Comprehensive Chapter 7 
· Excel Simulation Task 
· Excel Grader Project 
· Discussion Board Prompt
· Assessment Methods
· Simulation Tasks
· Hands-on Labs
Unit 7
· Unit of Instruction
·  Excel
· Learning Objectives/Goals
· Organizations forecast future results based on current trends. In this unit, you will use Excel tools to analyze data, project values, and determine break-even points. 
· Assignments
· Read Excel Comprehensive Chapter 8 
· Excel Simulation Task 
· Excel Grader Project 
· Assessment Methods
· Simulation Tasks
· Hands-on Labs

Unit 8
· Unit of Instruction
·  Excel
· Learning Objectives/Goals
· In this unit, you will learn more about Macros and how to incorporate conditional formatting, as well as inspecting your workbook. 
· Assignments
· Read Excel Comprehensive Chapter 9 and 10
· Excel Simulation Task 
· Excel Grader Project 
· Assessment Methods
· Simulation Tasks
· Hands-on Labs
Unit 9
· Unit of Instruction
· Excel 
· Learning Objectives/Goals
· In this unit, you will be taking the Excel Quiz. The quiz is just like the grader projects that you have working on and is comprehensive.  Also, you will respond to a discussion board prompt during this unit. 
· Assignments
· Excel Quiz
· Discussion Board Prompt
· Assessment Methods
· Discussion Board Prompt
· Quiz

Unit 10
· Unit of Instruction
· Access
· Learning Objectives/Goals
· In this unit, you will be introduced using Access.  You will learn to apply good database principles to your Access database and to define the structure of a database.  During this unit, the teaching lab will be submitted for grading.
· Assignments
· Read Access Comprehensive Chapter 1
· Access Simulation Task 
· Access Grader Project 
· Teaching Lab Topic Selection
· Kaltura Task
· Assessment Methods
· Simulation Tasks
· Hands-on Labs

Unit 11
· Unit of Instruction
· Access
· Learning Objectives/Goals
· In this unit, you will sort Access database tables and create and modify queries. To convert data  into meaningful information, you must manipulate your data in a way that you can answer questions. One question might be: Which students have a grade point average of 3.0 or higher?  
· Assignments
· Read Access Comprehensive Chapter 2
· Access Simulation Task 
· Access Grader Project 
· Assessment Methods
· Simulation Tasks
· Hands-on Labs



Unit 12
· Unit of Instruction
· Access
· Learning Objectives/Goals
· In this unit, you will create forms to enter and delete data and to view data in database tables. Forms can display one record at a time with fields placed in the same order to match a paper source document. You will learn how to modify the form by adding fields, labels, and changing field widths. 
· Assignments
· Read Access Comprehensive Chapter 3
· Access Simulation Task 
· Access Grader Project 
· Assessment Methods
· Simulation Tasks
· Hands-on Labs
Unit 13
· Unit of Instruction
·  Access
· Learning Objectives/Goals
· In this unit, you will be taking the Access Quiz. The quiz is just like the grader projects that you have working on and is comprehensive.  During the unit, you will have a Database Discussion task to complete.

· Assignments
· Access Quiz
· Database Reflection Essay

· Assessment Methods
· Hands-on Labs

Unit 14
· Unit of Instruction
· Teaching Lab
· Learning Objectives/Goals
· In this unit, you will submit your teaching lab assignment. In unit 10, you choose a topic to review and, in this unit, you will be submitting your video screencast of your lab teaching that topic. 
· Assignments
· Teaching Lab
· Assessment Methods
· Hands-on Lab



Unit 15
· Unit of Instruction
· Excel and Access
· Learning Objectives/Goals
· In this unit you will see how you can utilize Excel and Access together. As you work on a variety of projects, at one time you will be asked to bring in a variety of information into a document or presentation. This project on this unit will give your insight on how it might be accomplished.
· Assignments
· Integrated Grader Project
· Self-Reflection
· Assessment Methods
· Hands-on Lab

Final Exam(Unit 16) 
· Unit of Instruction
· Final Exam
· Learning Objectives/Goals
· The final exam covers  Excel and Access. 
· Assignments
· Final Exam
· Assessment Methods
· Simulation/Quiz
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