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SHAWNEE STATE UNIVERSITY

COURSE SYLLABUS

BUOA 2140 

Microcomputer Office Integration
Credit Hours:

3
Course Description:

This course consists of applying the concepts and skills that have been learned throughout the Office Administration program.  It will allow you to apply integration applications to all softwares in the Office 2007 suite.
Prerequisites: BUOA 1140, 1150,  and 1170 
Goals and Objectives:

The goals of this course are as follows: 
· have a thorough understanding of the integration capabilities of the following softwares as evidenced by portfolio projects:

Word 2007
Access 2007
Excel 20027
PowerPoint 2007
Outlook 2007
· have become successful in reading and following written and oral instructions as evidenced by the completion of portfolio projects.

The objectives of this course are as follows:
· Students who complete this course will be able to  format common business documents, as evidenced by class projects.
· Students who complete this course will be able to  integrate Word, Excel, Access, PowerPoint and Outlook as evidenced by class projects.
Student Responsibilities
You will be introduced to the integration capabilities of the Office 2007 suite of software.  This will be accomplished by lecture and demonstration using your textbook as a guide.  You will be given lab time to complete projects.  Deadlines will be set for each assignment as you progress through the semester.

Class attendance is mandatory since all work that is for a grade is completed during class time under the supervision of the instructor.  A zero is recorded for all work missed during unexcused absences.  Late assignments will receive half credit.

Students missing class because of legitimate reasons must consult with the instructor by telephone concerning the absence.  Legitimate reasons do no excuse the students from class responsibilities. Examples of reasons to be excused by the instructor are serious illness, death in the family, or institutional activities.  Documentation for absences may be required.

Academic Integrity
You are required to do your own work on all tests and assignments.  Any form of cheating may result in a grade penalty or your being withdrawn from the course as well as dismissal from the University.  See page 38 of the SSU catalog.

University Disability Statement
For students who have a specific physical, psychiatric, or learning disability and require accommodations, please let me know early in the quarter so that your learning needs may be appropriately met. By law, it is your responsibility to provide documentation of your disability to the Office of Disability Services, located in the Student Success Center, Massie Hall, (Ph) 351-3594, PRIOR to receiving services.

Evaluation:

100% of the final grade—Assessment Projects Using Office Software

These will be graded according to the following scale:

A--90-100

C--70-79

F--59 and below

B--80-89

D--60-69

Instructional Delivery Method:
Onsite
Licensure or Accreditation Statement
Not Applicable
Topics to be Covered
Tentative Schedule

	Week
	Tutorial
	Topic

	1
	1-4
	Getting Started with Microsoft Office 2007
Word—Level I Tutorials

	2
	
	

	3
	
	

	4
	1-4
	Excel—Level I Tutorials

	5
	
	

	6
	
	

	7
	1
	Integration—Integrating Word and Excel

	8
	1-4
	Access—Level I Tutorials

	9
	
	

	10
	
	

	11
	2
	Integration—Integrating Word, Excel, and Access

	12
	1-2
	PowerPoint—Level I Tutorials

	13
	
	

	14
	3
	Integration—Integrating Word, Excel, Access, and PowerPoint

	15
	
	Other Integration Projects
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