OA106-018
Syllabus for Spring ‘11
Marc Rauer


	Course Title
	Introduction To Word Excel and Powerpoint, OA 106

	Location
	CRN 16161: OA106-018: In WERC 135 (may be changed)

	Course Schedule
	Saturdays: 9Am to 12. Meeting Jan 22,2011 through April 30th except for March 12 (this is Spring vacation throughout the school)

	Course Description
	This course is a hands-on introduction to 3 components of Microsoft Office: Word, Excel and Powerpoint. In addition, your instructor likes to prep students on some fundamentals of Computer Science. In Word, concentration is on the creation of business type. In Excel, solution of problems will extend to the use of charts (this may be extended to pivot tables if time allows). In Powerpoint, extension of the creation of slides into slide show presentations will be covered. In addition, at the beginning of the term, there will be discussion of windows operating system and, outside of the normal boundaries of general OA courses, the first two classes may involve a discussion of technology.

	Instructor Info
	Marc Rauer's Emails: 777rauer@voicenet.com, rauer777@verizon.net and mrauer@ccp.edu. In addition, you can use the formmail created in the website, www.777rauer.com which is directed to 777rauer@voicenet.com. Please, for your benefit, use 777rauer@voicenet.com as this has the most capacity of all these emails and is looked at the most often. At various times through the term, if the past provides any clues, mrauer@ccp.edu will not be accessible by your instructor because of password problems.

	Text Info
	Marquee Series: Word 2007, Excel 2007 and Powerpoint 2007 by Rutkowsky, Seguin and Rutkowsky. Publisher is Paradign/EMCP

	Additional Material
	Students will need a way of off-loading data. The best way to do this is by flash drive (also known as memory stick or jump disk). You can go to Staples - or other such stores - and buy these relatively cheap. Another need will be your own copy (or someone else's) of Microsoft Office 2007 and a computer that can run this software. In preceding years, this came with the book but that was changed as of Fall’10. Your instructor will try to determine your best options which might include obtaining Office 2010, the latest release of this software, which is downloadable in trial form from www.microsoft.com. 

	Additional Study Facilities
	The book's publishers maintain a web site for student use at , http://www.emcp.com/college_resource_centers. Your instructor will also make your course available on the publisher’s snap2007 site accessible at www.snap2007.com. You are required to become a registrered user of this site and   the second week(possibly the third week) of class we will discuss this.  Your instructor maintains a web site for students of his classes at www.777rauer.com which holds his lectures. You should, as we continue with this class, make it a habit to check out the www.777rauer.com site as your instructor will be updating this web site first as to additional info and material for this course.

	Testing
	You will have a computerized test through the snap2007 site on Word, an in-class text for Excel and a type of take-home for powerpoint.


Proposed Course Of Study

	Week 1 
Jan 22
	Introduction to the course and distribution of syllabus. Introduction to the www.777rauer.com  web site and the formmail functionality. Use of Email attachments will be discussed and demonstrated. Discussion of history of computers and these Microsoft applications. A look at the internals of a computer. A discussion of how hardware works

	Week 2 
Jan 29
	A discussion of operating systems and specifically the Windows operating system(s). How does one create folders. How does one manipulate files. Looking at files as objects.

	Week 3
Feb 5
	Introduction to MS Word. Saving and opening. Properties. Clipboard. Definitions used in Word Processing. Font group (character commands) and paragraph group (paragraph commands) controls. 

	Week 4
Feb 12
	Look at a 1 page document. Modification of margins. Use of text and mouse cursors. Preview ability in Word for this version. Use of ruler and tab sets. Justifications. Use of styles. Finding/replacing. Use of view tab components. Use of spell and grammar checking.

	Week 5
Feb 19
	Insertion of objects which include textboxes and pictures. Use with Headers and footers. Watermarks and themes. Manipulating word art and other insertion objects. The review tab and what this entails

	Week 6

Feb 26
	We will do the catacomb problem. This entails a one piece marketing document. If allowed in this course, we will extend this to a mail merge of this marketing piece. In the creation of this document we will see an example of quick parts..

	Week 7
Mar 5
	We finish MS Word. A review of what we did in Word will occur. If the test is on line, you will be given that info. If not, there will be an in-class test.

	Week 8
Mar 19
	Tables as  structure of information. What is rectilinear thinking? Sheet(s) in a work book. Entering data of different types. Navigation. Use of grouping should also be explained.

	Week 9
Mar 26
	We will start with an easy problem. From the definition of the problem we will lay out formulas within cells and columns. This gives the chance to look at functions. Also, we can concentrate on auto sum and its components of add, avg, etc. We are creating relationships and we will concentrate on how to copy such

	Week 10
Apr 2
	If we haven’t done this before, let’s work on what Microsoft calls charts. Charts themselves are objects and we should be able to show you this. In addition, there are easy and hard (but thorough) ways of indicating to Excel what to chart and we’ll look at that. In addition, formatting is very important in excel and we should be looking at this also.

	Week 11

Apr 9
	If allowed, we can try pivot tables. Pivot tables are a lot of fun and easily give information to the user. The pivot table has its own set of tools including pivot charts and pivot designs. If we get a chance, calculated fields can be useful.

	Week 12

Apr 16
	An in-class excel test should be on the docket about this time.

	Week 13
Apr 23
	We discuss Powerpoint. Powerpoint is probably the most used component of Office in sales situations. We will continue with powerpoint into the finals week

	Final Week Apr 30
	We will do a project in powerpoint. Generally, powerpoint assignments in your instructor’s classes end up being take home exam and we expect this to be a likewise situation


Additional Notes for your Information

Weather and emergencies can arise on the days we are supposed to meet. You can always contact security on a CCP phone using 5555. At WERC, use 267-299-5863 if on an outside phoneline for security and in a similar manner you can get Northeast security at 215-972-6219. This is the season so be advised that the snow number is 238 and 2238 (for KYW). As a Saturday class your instructor is not sure which of the 2 numbers applies to this class. We will attempt to send Emails to students, the www.777rauer.com website should have such an advisory and a message at 215-751-8999 will announce any closings.

Further, many students elect to vacation on school days or go through elective surgery, etc. You should understand that every day in class is important and you should try to make it to all class days. Your instructor is not responsible for individual lectures – that’s why we meet in class – if this should happen to be your thinking. Also, make sure that you have real excuses should you miss a test. Examples as “My dog ate my computer” will not be considered as such.
Grading
There should be 4 marking events. A computerized test for Word, an in-class Excel test, a take home assignment in Powerpoint. Below is a table showing the marking scheme if all tests and assignments go to plan.

	Word test
	Somewhere in the 7th week ( possibly On Line)
	42.5 pts

	Excel test
	Somewhere in the 10th week (in Class)
	42.5 pts

	Powerpoint Project
	Finals Week
	15 pts

	Instructor part of grade (could include additional assignments
	Through the term
	5 pts


You will notice that this is 105 points and all the points should count. Given the number of points already established in the class, there should be no need (and none will be considered) for extra credit as an extra 5 pts is built into the class marking structure. Make sure that you are ready for these tests and additional assignments as no extra credit assignments will be given in this course. Make sure you are attending and participating in class to receive your extra 5 points.
Computer classes, by their very nature, are difficult as far as scheduling make-ups. It is a lot of time and effort for your instructor. If you miss a test, you will have to verify a legitimate reason for such and the instructor reserves the right to either test you with a make-up or change the grading scheme above to incorporate one less marking event. 

If you have some problems that legitimately makes it impossible for you to take two marking events, you should consider dropping the class in terms of a medical hardship.
You are expected – as is the instructor – to make it to every class. In your instructor’s case, if there is an emergency he will try to indicate this on his web site or through the school offices. In your case, consistent absences can result in the administrative withdrawal of you as a student in this class without your permission. And, any student withdrawn will stay withdrawn. Any marking events missed without legitimate excuse will result in a 0 for that marking event.
Finally, if you do have to be out, check the web site to see what you missed. This is your responsibility, not your instructor’s. And, please keep in mind that this is a college course and class. You, not your instructor, are responsible for your keeping up with the material.

In addition, I want to remind the class that any instructor must be fair as to student grades for all students, He/she cannot inflate grades based on needs of scholarships, work re-inbursements,  athletic eligibility or higher education requirements.

Please note that your student handbook discusses various aspects of plagiarism and cheating. The CIS (CT) department subscribes to the school rules and regulations. If a question of your own work arises, this instructor will apply the same penalties to both the copier and the copied under most situations.

Once your grade is calculated, the instructor may use the school standard to determine a letter equivalent or create a curve. This will depend on the grades of the class.

Your instructor has and will put up on his web site, www.777rauer.com, some previous tests for Word and Excel that he has given in the last years. At the moment there is only 1 previous Excel test for OA106. The rest of the tests pertain to CIS103. To see an example of what was assigned as a powerpoint project in previous terms, direct yourself to a separate web site, www.thediskcoordinator.com/media.htm or www.thediskcoordinator.com and use the Media link. This site has become the repository for these projects. FYI: The creator of this web site asked your instructor for some content and you can see the result by clicking on the media link. Assuming you have high speed internet, an office 2003 powerpoint pps file will appear and you can click on begin slideshow to see the assignment. 

This syllabus has been created for OA106-018

Friday, Jan 21,2010

