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PimaCommunityCollege

Gila Pueblo Campus-Globe

CSA 110B Microsoft Excel Module B

CSA 110A, 110B and 110C together constitute CSA 110


Course Information:

Course Prefix/Number: CSA 110B


Course Title:  MS Excel Mod II


Semester: 200512 (Spring, 2005)


CRN (Section Code):
29164
Class Days/Times: 1/15/05 & 1/22/05 8:00am – 5:00pm

Site/Room:  Lab 1

Credit Hours:  1.00




Prerequisites: CSA 110A

Required Assessments: None



Teaching Format:  Lab/lecture

Methodology:  Internet in computer lab


Transferability:



Course Web Page:
http://cc.pima.edu/~cbarnes

Estimated Study Time: In classroom











Instructor Information:
Name:

Cindy Barnes
US Mail:

Gila Pueblo Campus



P.O. Box 2656



Globe, AZ 85502
Phone/Voice Mail:    
(928) 428-2871 home (928) 475-2378 work

E-mail: 

cindy.barnes@pima.edu

Availability:
Office hours: by appointment

Instructional Materials:     
Required Text:  Prostart: Microsoft Excel 2002 ISBN:  15913600201   Authors:  Favro, Brian and Stolins, Russel                


Others:
A disk to save your work, Internet connection and an email address





Note: Textbooks are available at Classbook.com.  


CSA 110B Course Syllabus


Course Description: Microsoft Excel at the intermediate level.  Includes creating and using ranges, using date and time functions, viewing and editing worksheets, using multiple worksheets, protecting the date and time functions, viewing and editing worksheets.  Also includes using multiple worksheets, creating multiple views, using, creating, maintaining, sorting, and finding information in a list, and creating, using and enhancing a chart.  

Course Objectives:  

Upon completion of this course, the student will be able to:

1. Create and use named ranges.

2. Demonstrate the use of date and time functions.

3. View and edit worksheets.

4. Demonstrate the use of multiple worksheets.

5. Audit worksheets.

6. Create multiple views.

7. Demonstrate the use of lists (database).

8. Create and maintain a list.

9. Find information in a list.

10. Sort a list.

11. Create, use, and enhance a chart.


Course Outline:

Housekeeping

· I need your email address
· Let the instructor know if you completed CSA 110A or not.  
· Read and sign syllabus
· Most of this class will be from the MS Excel 2002 required book
· Create a folder on the desktop and call it your name.  Or save your exercises on a disk. 
· Email all your assignments that you saved for this course to the instructor cindy.barnes@pima.edu 
Let’s get ready for class!

1. Page 110 Using Date and Time Functions – Read through the hands on exercise.  

2. Page 166 –183 Managing Worksheets and Chart Concepts.  Work through each hands-on activity.

http://office.microsoft.com/en-us/assistance/HA010429191033.aspx THIS IS A GOOD LESSON BY MICROSOFT ON WORKING WITH SEVERAL WORKSHEETS

3. Page 200 - 220 Working with Large Worksheets.  Work through each hands-on activity.

4. Page 279 – 282 Filtering a List on a Worksheet.  Then complete exercise on page 291-292.  For a better understanding of using lists got to this website http://www.contextures.com/tiptech.html 

5. Page 348 - 367 Working with multiple-sheet workbooks.  

6. 390 – 393 Auditing Tools

Course Requirements:

1. Students are expected to complete the lab practices to understand the concepts and literacy.  

2. Each practice and quiz is designed to help you complete your final.

3. Your final grade will be based on your attendance and your final exam.  Attendance will count 40% and the assignments will count 60% of your grade.  Please submit your final by the end of the last class.  If you have a legitimate excuse, contact the instructor personally at least 24 hours prior to the due day.

4. Collusion:  Collusion is the submission of another person’s work.  It will result in an automatic “F” for the course.  It is your responsibility to be aware of collusion consequences.  Students learn a lot by helping each other.  A cooperative environment while students are working at the computer will be more fun and will enhance learning for all.  However, the final that you email must be your own work.  

5. The instructor has the option to change the schedule at any time.  


         Important Phone Numbers:

For questions concerning subject matter:  instructor email cindy.barnes@pima.edu or 928 475-2378 or 928 428-2871

For general information about the Globe Campus: 928-425-8481

For general information about Pima Community College: 520-206-4500

To register for all PCC courses: 928-425-8481 or via Internet website: www.pima.edu


CSA 110B Course Policies

Attendance: (choose one, only)

· The attendance policy for this class is simple.  You are all adults who have in some form paid for this class.  If you do not wish to come to any session, you do not have to attend.  However, it is your responsibility to make up what you have missed by not attending 

Academic Integrity: (choose one, only)

· Violations of scholastic ethics are considered serious offenses by Pima Community College, the Computer Department and by your instructor. Students may consult the PCC Student Handbook sections on student code of conduct, on scholastic ethics and on the grade appeal procedure.  Copies are available at PCC campus libraries and at http://www.pima.edu/~coadmissions/studresp.htm.

· All work done for this class must be your own.  While you may discuss assignments with other class members, the final written project must clearly be your own.  You may use work from books and other materials if it is properly cited.  Copying from a book without proper reference or from a person under any circumstances will result in an F for the assignment, and at the instructor's discretion, possibly an F for the course.
· Students are expected to abide by the Student Code of Conduct and the Scholastic Code of Conduct found in the Pima Community College Student Handbook. Copies are available at PCC campus libraries and at http://www.pima.edu/~coadmissions/studresp.htm.

ADA Compliance: 

Pima County Community College District strives to comply with the provisions of the Americans with Disabilities Act and Section 504 of the Rehabilitation Act. Students with disabilities requiring special accommodations must notify the instructor of this need or directly contact the Disabled Student Resources Office on your campus at the beginning of the semester. 

       Classroom Behavior: 

· Because of insurance limitations, non-registered visitors are not allowed at class sessions or on field trips.

· Possession of drugs, alcohol or firearms on college property is illegal.
· Students creating disturbances that interfere with the conduct of the class or the learning of others will be asked to leave.

Course Feedback:  Ask the instructor anytime to discuss your grade, assignments or materials.  
      Instructor Withdrawals:  

Students may withdraw from class at any time during the first 2/3 of the semester without instructor permission and without incurring any grade penalty. The instructor for this class will withdraw students only for the official 45th day report due on Date changes.  Students who have not submitted any assignments nor taken the midterm at that time are assumed NOT to be participating in the class and will be withdrawn.  Students not active after this date will receive an "F" grade at the end of the semester.  Please be sure to withdraw yourself by date changes if you do not expect to complete the class.

 Workload:  Students are expected to spend an average of 15 hours per week attending class sessions, doing        assignments and research, reading and preparing for exams.  The standard Carnegie Unit of college credit assigns one credit hour for each 15 hours of class time and assumes that students spend two hours working outside the classroom for each hour of classroom instruction.  For at three-credit course, this translates to 135 hours per semester or an average of nine hours per week for a 15/16-week semester.
CSA 110B Grading System/Policies


 Your final grade will be calculated as follows:

Attendance
           (40 points)

   A
=
100-90 points



   B
=
89-80 points



   C
=
79-70 points

Assignments
          (60 points)

   D
=
69-60 points






   F
=
below 60 points


  Incomplete (I) grade:

· To receive an “ I “ grade, you must have finished at least 1/2 of the course requirements (including receiving a passing grade on the midterm) and specifically request the grade.  Please call before the last week of class to be sure that there is sufficient time to consider your request.  An incomplete grade generally implies that a student has shown sufficient initiative to complete the course on his or her own.  You will receive a copy of the standard “I” form filed with the grade. This form details specifically what must be done to complete the course. A student has one year to complete the required work, after which the grade automatically reverts to an “F.” 

· “I” grades are not awarded automatically.  The student must request an "I" from the instructor who will judge the student's ability to complete the course on his or her own.  Generally the student must have completed over 75% of the course requirements.  Student and instructor fill out a form listing what remains to be completed as well as how and when the work will be done.  "I" grades will not be re-evaluated during the final two weeks of the semester when class activities are normally at their most intense.

· “I” grades must be requested in writing by the student and final decisions regarding an incomplete grade are made by the instructor, but no incompletes are given if less than 2/3 of the course work has been completed.  Incompletes are generally reserved for medical and family emergencies that are of significant duration or occur at a critical time during the semester.

Special Withdrawal (Y) grade:

The “Y” grade is an administrative withdrawal given at the instructor’s option when no other grade is deemed appropriate.  Your instructor must file a form stating the specific rationale for awarding this grade.  “Y” grades are discouraged since they often affect students negatively.  Your instructor will not award a "Y" grade without a strong reason.

Make-up Exams: 

Since this class is not a full semester every student has until the end of the semester to complete their assignments.   Once the instructor has to submit grades to the administrative offices, your assignments must be complete and turned into the instructor.  If your assignments are not complete or if other arrangements have not been made, the instructor must submit your grade.  

Extra Credit Opportunities:  For extra credit a spreadsheet must include the concepts learned in CSA 110B.  Any spreadsheet project for work or personal use that you created will be given consideration for extra credit.  
Final Grades:

Students will receive a grade transcript from the college mailed to the address given with registration materials at the end of the semester when all grades have been recorded.  For privacy and security reasons, instructors are advised NOT to give grades over the telephone.  Students who wish to check grades may call MAX 2000 at 206-4880.
CSA 110B Class Calendar/Schedule 

This is a calendar of events for the college.  We are a short term class and will not follow any of these specific dates


Week
Date

              Topic Description

                             Text Chapter


1
01/12

First Day of Class


01/12-19 ADD PERIODS FOR CLASSES DEADLINE


2 01/17


01/17

LABOR DAY HOLIDAY (COLLEGE CLOSED)




3 1/24


1/25

Drop/Refund & Audit Deadline for 16 week Class



4 01/31





5 02/07



6 02/14



7 02/21


02/25

45-Day Count


8 03/01





9 03/08

1st Eight Week Class Ends


03/09

2nd Eight-Week Class Starts


10 03/14-18

Spring Break No Classes


11 03/21

Summer Registration Begins





12 04/04




13 04/11

Fall Registration Begins



14 04/18


15 05/06

FINAL EXAM WEEK

16 05/18

FINAL GRADES DUE 

CSA 110B SYLLABUS


Caveats
Your instructor will make every attempt to follow the above procedures and schedules, but they may be changed in the event of extenuating circumstances.

Students submitting assignments through the mail are advised to make copies for their    own protection.

If you move during the semester, please file a change of address form at any PCC campus registration office.


Acknowledgment of Receipt of Syllabus

Please sign and return the following acknowledgment to me in class or at the following address:

NAME:  Cindy Barnes

Pima Community College

San Carlos Campus

San Carlos, AZ  85550   

____I have received my CSA 110B syllabus (including course objectives, policies, requirements and schedule) and have read 

        and understood all the enclosed materials.           

 
____I have no objection to receiving an occasional call from the instructor at the number given with my registration materials.  







        

____I prefer that the instructor not call or contact me by phone anytime during the semester.                       


My reasons for taking this course:

My background in this area includes:

____I would like to be contacted by the instructor regarding the following concerns:




        

        

Name _______________________________________             Student ID #

         Phone




       E-mail address

�Your electronic photo can be taken at the computer center and placed here. Bring a disk.
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