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Course Information

Course Number/Section

BUED 210 - Section # 41197   -  05A
Course Title


Microcomputer Usage in Business
Term



Summer 2011 - Session II
Days & Times


Online
Professor Contact Information

Professor


Dr. Jorge Gaytan, Associate Professor
Office Phone


(336) 334-7657 -  Ext. 2402
Other Phone




Email Address


jagaytan@ncat.edu
Office Location


Merrick Hall # 131
Office Hours


Online: anytime
Other Information

Personal Website:





http://www.ncat.edu/~jagaytan   




Department of Business Education Website: 






http://www.ncat.edu/~sbe/bused/index.html








North Carolina Business Education Association Web site:
http://www.ncbea.org
Course Pre-requisites, Co-requisites, and/or Other Restrictions

None.
Course Description
This course emphasizes the theory and application of business software, such as word processing, spreadsheet, database management, presentation, and communication software.
Student Learning Objectives/Outcomes (Undergraduate)
The broad goals are listed below and the specific objectives to achieve those goals are listed at the end of this document. 
Learning Goals for all Sections of Microcomputer Usage in Business:   The common learning goals of this course are to: 

1. Demonstrate knowledge of microcomputer terminology related to computer essentials (e.g., operating systems, file management, components of information systems, the Internet, and basic networking). 

2. Demonstrate the productive use of microcomputer applications in word processing, spreadsheets, databases, and presentation software.   

3. Create business documents, spreadsheets, databases, and presentations that demonstrative effective critical thinking and problem-solving skills.  

4. Create business documents, spreadsheets, databases, and presentations that demonstrate effective communication skills.
5. Understand the use of microcomputer applications in the broader context of ethical and social implications on multicultural, global society. 
SDPI Certification Competencies:

This course is designed to provide instruction related to the following North Carolina State Department of Public Instruction’s competencies for Business and Office Education certification:

1.0 
Computer Operation Skills – Essential Knowledge and Skills

2.0
Setup, Maintenance, and Troubleshooting – Essential Knowledge and Skills

3.0
Word Processing/Introductory Desktop Publishing – Essential Knowledge and Skills

4.0
Spreadsheet/Graphing – Essential Knowledge and Skills

5.0
Database – Essential Knowledge and Skills

7.0
Telecommunications – Essential Knowledge and Skills

8.0
Media Communication (including media and audio processing) – Essential Knowledge and Skills

Student Learning Objectives/Outcomes (Graduate)
N/A
Program Theme

Explore…Discover…Become…in a High Research Activity Learning Environment.

Required Textbooks and Materials
Required Texts

O’Leary, T. J., & O’Leary, L. I. (2008). Microsoft Office 2007. New York:  McGraw-Hill. ISBN: 978-0-07-727029-2. 

You must buy a textbook (includes student data files) and a USB flash drive. 
Required Reading and Materials
CRITICAL THINKING:

In the past, the focus on feelings went too far. The result is the neglect of thinking. We must answer that neglect. Students must be taught how to sort out their feelings, decide to what extent their feelings have been shaped by external influences, and evaluate them carefully when those feelings conflict among themselves or with the feelings of others. In short, students must be taught to think critically.
Feeling and thought are complementary. Feeling is an excellent beginning to the development of a conclusion. Thought, provides a way to identify the best and most appropriate feeling. Students must acquire the intellectual skills necessary to solve the challenging problems of today and tomorrow.
THE CRITICAL THINKER STRATEGY MAY BE SUMMARIZED AS FOLLOWS: 

1. Knows oneself and remains mindful of the ways in which own habits of mind  undermine own treatment of issues.
2. Is observant and reflects on what is seen and heard.
3. When an issue is identified, clarification is sought by listing its subheadings and raising probing questions about each.
4. Conducts a thorough inquiry, obtaining all relevant facts and informed opinions. 

5. Evaluates own findings, and then forms and expresses own judgment.

GENERIC GUIDE FOR FACILITATING CRITICAL THINKING: 

A. What do I think about this matter?
B. What line of reasoning led me to that conclusion?

C. What evidence supports my position?
D. Can I give an example?
E. How typical is that example?
F. In what way does my experience support or challenge my idea?
G. What additional information might help me reach a conclusion? Where might I find that information?
H. What objections could be raised to my idea?
I. Are any of these objections wholly or partially valid? Explain.
J. What other views of this issue are possible? Which of those is most reasonable?

Ruggiero, V. (1998). Beyond feelings. A guide to critical thinking. Mountain View, CA: Mayfield Publishing Company.

RULES FOR CRITIQUES:

1. Select a published article related to a subject area of interest to you.
2. Prepare a 2-3 page critique of article plus 1 page of references. 

3. It must be a double-spaced, left-justified document using APA writing style.

4. Begin by summarizing (Abstract) the article using 50 words or less. Abstract must be a blocked, single-spaced paragraph.  

5. Rest of critique is up to you. However, APA writing style must be used.

6. Staple article to your critique.

7. Do not miss lectures on APA style and critical thinking.

8. For a sample of a critique, please visit: http://www.ncat.edu/~jagaytan/sample_of_critique_Nov_6_06.doc 

9. Email critique to jagaytan@ncat.edu on or before the due date.

Assignments & Academic Calendar

TENTATIVE COURSE 
SCHEDULE

Summer 2011 (Session II):
June
 
23
Microsoft Word 

24
Microsoft Word





27
Microsoft Word





28
Microsoft Word
29
Microsoft Word
30
Microsoft Word 




July

  1
Microsoft Word. Four Word Assignments Due
  4
Microsoft Excel
  5
Microsoft Excel 
  6
Microsoft Excel 







  7
Microsoft Excel







  8
Microsoft Excel





  

11
Microsoft Excel
12
Microsoft Excel. Four Excel Assignments Due
13
Microsoft Access 
14
Microsoft Access
15
Microsoft Access
18
Microsoft Access
19
Microsoft Access








20
Microsoft Access 






21
Microsoft Access. Four Access Assignments Due






22
Microsoft PowerPoint






25
Microsoft PowerPoint






26
Microsoft PowerPoint






27
Microsoft PowerPoint






28
Microsoft PowerPoint






29
Microsoft PowerPoint. Four PowerPoint Assignments Due
Grading Policy
Instructional methods used include discussions, collaborative group work, demonstrations of computer software, modeling, student presentations, and computer projects.

Grades will be determined as follows:
16 Computer Assignments @ 6.25%  each  =  100%

Microsoft Word Assignments:
1) Follow the steps found on pages WD 1.2 thru WD 1.71. The finished product should look like Figure 1.67 on page WD 1.69.  6.25 %
2) Follow the steps found on pages WD 2.2 thru WD 2.69. The finished product should look like Figure 2.70 on page WD 2.68.  6.25 %
3) Follow the steps found on pages WD 3.2 thru WD 3.96. The finished product should look like Figure 3.95 on page WD 3.95.  6.25 %
4) Lab Exercise: “Creating a Brochure” found on pages WD 3.110 thru WD 3.112.  6.25 %
Microsoft Excel Assignments:
1) Follow the steps found on pages EX 1.2 thru EX 1.82. The finished product should look like Figure 1.83 found on page EX 1.81.  6.25 %
2) Follow the steps found on pages EX 2.2 thru EX 2.68. The finished product should look like Figure 2.78 found on page EX 2.68.  6.25 %
3) Follow the steps found on pages EX 3.2 thru EX 3.67. The finished product should look like Figure 3.67 found on page EX 3.66.  6.25 %
4) Lab Exercise: “Calculating Total Points and GPA” found on pages EX 3.83 thru EX 3.84  6.25%
Microsoft Access Assignments:
1) Follow the steps found on pages AC 1.2 thru AC 1.78. The finished product should look like Figure 1.74 found on page AC 1.77.  6.25 %
2) Follow the steps found on pages AC 2.2 thru AC 2.79. The finished product should look like Figure 2.83 found on page AC 2.78.  6.25 %
3) Follow the steps found on pages AC 3.2 thru AC 3.70. The finished product should look like Figure 3.76 found on page AC 3.68.  6.25 %
4) Lab Exercise: “Kodiak Construction Database” found on pages AC 2.94 thru AC 2.95  6.25% 

Microsoft PowerPoint Assignments:

1) Follow the steps found on pages PP 1.2 thru PP 1.73.  6.25 %
2) Follow the steps found on pages PP 2.2 thru PP 2.69.  6.25 %
3) Follow the steps found on pages PP 3.2 thru PP 3.50.  6.25 %
4) Lab Exercise: “Enhancing the Coffee Presentation” found on pages PP 2.87 thru PP 2.89  6.25%
Course Policies
Make-up exams

With proper medical excuse and in a timely manner (i.e., before the end of the semester).
Extra Credit

Not available
Late Work

Penalized by instructor as follows: the greater the lateness, the greater the penalty.
Special Assignments
Computer assignments identified above.
Class Attendance

N/A
Classroom Citizenship

N/A
Technical Support
If you experience any problems with your A&T account, you may call Aggie Tech Support (formerly the Help Desk) at 336.334.7195.
Field Trip Policies / Off-Campus Instruction and Course Activities 
Student Affairs Web site: http://www.ncat.edu/~staffair/ 
Student Handbook:  http://www.ncat.edu/~deanofst/Handbook.htm 
Student Travel Procedures and Student Travel Activity Waiver: http://businessfinance.ncat.edu/policies%20and%20procedures%20index.htm
Off-campus, out-of-state, and foreign instruction and activities are subject to state law and University policies and procedures regarding travel and risk-related activities.  Information regarding these rules and regulations may be found at the website address: Student Travel Procedures and Student Travel Activity Waiver: http://businessfinance.ncat.edu/policies%20and%20procedures%20index.htm.  
Additional information is available from the office of Student Affairs, please check the website at 

http://www.ncat.edu/~staffair/.  
Below is a description of any travel and/or risk-related activity associated with this course.
Other Policies (e.g., copyright guidelines, confidentiality, etc.)
In terms of academic dishonesty, purposeful misrepresentation of submissions to the professor or submission of someone else’s work as your own will be considered academic dishonesty and will be treated according to university policies. Any instance of cheating, fabrication, or plagiarism on projects or other assignments in the course can result in the maximum penalty allowable – withdrawal of the student from the course and assignment of the grade of “F” for the course.

Student Handbook: 
 http://www.ncat.edu/~deanofst/Handbook.htm
Family Educational Rights and Privacy Act: http://www.ncat.edu/~registra/ferpa_info/index.htm
Student Conduct & Discipline
North Carolina A&T State University has rules and regulations that govern student conduct and discipline meant to ensure the orderly and efficient conduct of the educational enterprise. It is the responsibility of each student to be knowledgeable about these rules and regulations. Please consult the2008-2010 undergraduate bulletin found at:
http://www.ncat.edu/~acdaffrs/Bulletin_2008-2010/2008-2010_Undergraduate_Bulletin.pdf
and the 2008-2010 graduate bulletin found at: http://www.ncat.edu/~gradsch/cstudents.html and student handbook found at: http://www.ncat.edu/~deanofst/Handbook.htm  for detailed information about specific policies such as academic dishonesty, cell phones, change of grade, disability services, disruptive behavior, general class attendance, grade appeal, incomplete grades, make up work, student grievance procedures, withdrawal, etc. 
Computer Use Policy

All campus technology, including lab computers, is the property of the State of North Carolina. There is no expectation of privacy. Computers are to be used for coursework-related activities only. Do not use computers for entertainment or personal use. If you wish to use a laptop in class to take notes during lectures, you must first get approval from your instructor. 

Appropriate Classroom Computer Use:

· Following along with instructor on PowerPoint or with demonstrations

· Searching for information as required by the instructor for class activities

· Completing work required for this as allowed by the instructor (e.g., lab assignments)

· Performing other course-related activities as assigned by the instructor

Inappropriate Classroom Computer Use:

· Instant messaging

· Emailing unless instructed to do so as part of an assignment

· Surfing the Internet unless instructed to do so as part of class work

· Playing games

· Using social networking sites (e.g., Facebook)

· Doing homework for other classes

· Typing while information is being presented to the class

Activity Monitoring Software

To protect the appropriate use of technology, the University has installed software in all the computer labs that allows the instructor to interact with students through the lab computers. The lab computers are controlled by the software. The software allows the instructor to:

1. See what is on each lab computer monitor at any time during class

2. Project content on every lab computer monitor

3. Make screens go blank on all lab computers

4. Send students files via the lab computer drives

5. Display material on the lab computer monitors through a whiteboard feature

6. Disable printing capability

7. Turn off or reboot all lab computers

Because your instructor is able to view the content of every computer lab screen, all activities in the computer lab can be monitored at your instructor’s discretion. Your instructor has the right to take control of any lab computer if your computer use violates policy. 

NOTE: Be aware that, according to University policy, students can be dropped from a class for disruptive behavior, which includes inappropriate use of technology such as computers or cell phones during class. 

These descriptions and timelines are subject to change at the discretion of the Professor.
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