
SYLLABUS
CPTG 1010 - COMPUTING WITH SPREADSHEETS

Spring Semester, 2006
PREREQUISITE:  Math 1101 or higher (or the equivalent placement score).

COURSE DESCRIPTION: An introduction to computing and computer programming using spreadsheets.  The course emphasizes the use of the computer as a tool for analysis and problem solving.  It includes creating, editing, and formatting spreadsheets, charts, and lists.  Additionally, integration of Excel with other software, and manipulation of one- & two-variable input tables will be explored.  Data will be imported from Internet sources. Applications will be solved using macros and Visual Basic.  These Excel tools are studied in order to organize and interpret information in various presentations. 

Outcomes: 
· Communication: Students will gain a knowledge base of basic spreadsheets.  Students will communicate their ideas orally in class discussions, and in written form on quizzes and examinations.

· Critical Thinking: Students will apply their knowledge to solve applied problems presented in class, on quizzes, and on examinations.  Students will determine the question and appropriate spreadsheet concepts with which to draw a conclusion, and then provide evidence of a logical answer.

MATERIALS: 
· Computer: A computer is required in CPTG 1010.  Each student in CPTG 1010 needs access to a notebook computer.  Students will use their notebook computers during class sessions and tests.  Clayton College & State University requires that students have ready access throughout the semester to a notebook computer that meets faculty-approved hardware and software requirements for the student's academic program. See http://itpchoice.clayton.edu for full details of this policy.  

· Spreadsheet Software: The software that the faculty will be using in CPTG 1010 is Excel 2003 by Microsoft®.  The software is included in the MS Office 2003 Suite available through the HUB to all CSU computers.  

· Textbook:  Parsons, Oja, Ageloff, and Carey, New Perspectives on Microsoft Excel 2003- Comprehensive, Second Edition, International Thompson Publishing Company, ITP, 2006.

You should bring your computer and your textbook to each class meeting.  YOU NEED YOUR COMPUTER AND TEXTBOOK IMMEDIATELY.

UNIVERSITY POLICIES:  See the current online Academic Catalog at, http://publications.clayton.edu/catalog/  for details on the following policies.

· Any paid student who has failed to attend a class by the announced deadline for the term will be identified as a “no show.”  The “no show” student will be administratively withdrawn from the class, a grade of W will be posted, and the student will NOT be reinstated.  Any appeals on the decision are made to the Dean.

· A student who has withdrawn or earned less than a satisfactory grade (F, U, D, WF, W) a total of three times in a course at CSU will not be allowed to take the course again.  Any appeals on the decision are made to the Dean.

· The mid-term grade in this course, which will be issued by February 28, reflects approximately 30% of the entire course grade.  Based on this grade, students may choose to withdraw from the course and receive a grade of "W."  Students pursuing this option must fill out an official withdrawal form, available in the Office of the Registrar, by mid-term, which occurs on March 3.

· For students in Cptg 1010, a grade of C or better in Math 1101 is a prerequisite at CSU.

· Students must abide by policies in the Clayton College & State University Student Handbook, and the Basic Undergraduate Student Responsibilities.

COURSE OUTLINE:

Tutorial 1: Using Excel to Manage Data
Tutorial 2: Working with Formulas and Functions
Tutorial 3: Developing a Professional-Looking Worksheet
Tutorial 4: Working with Charts and Graphics
Tutorial 5: Working with Excel Lists
Tutorial 6: Working with Multiple Worksheets and Workbooks
Tutorial 7: Working with Excel's Editing and Web Tools
Tutorial 8: Developing an Excel Application
Tutorial 9: Data Tables and Scenario Management
EVALUATION:  Your grade in this course will be determined by the points that you earn on two tests, and the  in-depth project that covers material designated on the assignment sheet.

· Test 1 covers Tutorials 1 through 4.

· Test 2 covers Tutorials 5 through 8.

·  The project is comprehensive, and will cover the majority of course material.  No student will be excused from turning in the project. Failure to complete the project will result in the grade of “F” for the course.  The project will be due on or before the last day of class, NOT during Final Exams.  The due date will be announced.  The project will be available after we return from spring break.

Two Tests @ 100 points each:



200 points


One Comprehensive Project @ 200 points:
  
200 points 


Total:







400 points
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GRADING SCALE:

technology etiquette:  The computer is used extensively in CPTG 1010.  When you come into class you should immediately set up your computer, unless otherwise informed by your instructor.  You are not allowed to connect to the Internet with your ethernet cords during testing periods.  During class do not play computer games, play music on the computer, surf the net, pass e-mail “notes”, use computer headphones, or use the computer in any way that is distracting to the instructor or any other student.  Set the volume on your computer to a low setting.  Outside of class, any e-mail sent to the instructor should state your name and identify the class you are taking.  Remember to act professionally when sending e-mail to your instructor. Any unprofessional e-mail sent to an instructor will not be tolerated.

technology PREREQUISITE:  The computer is used extensively in this course.  You should bring your computer and your textbook to each class meeting and immediately set up your computer, unless otherwise informed by your instructor.  Basic computer skills for using email, the Internet, and file management are necessary to succeed.  If you do not have these skills, it is strongly recommended that you attend appropriate workshop(s) provided by the Student Software Support Services (SSSS) located downstairs in the Library.  The URL for the SSSS Workshops is http://thehub.clayton.edu/index.php?nav=calendar SSSS also provides individual assistance by appointment with the receptionist or walkup basis.  Students should make an appointment with the HUB to have software loaded on their computers.  Please see the DUCK for information about activating email accounts.
IMPORTANT DATES FOR SPRING SEMESTER, 2006:

	January 7
	First Saturday Class
	
	March 3
	Last day to withdraw without academic accountability

	January 9
	Weekday Classes Begin
	
	March 6-12
	Spring Break (no classes)

	January 9-11
	Drop/Add 
	
	May 1
	Last day of classes

	January 14-16
	Martin Luther King 

Jr. Holiday (no classes)
	
	May 3-8
	Final Exams 


Students with disabilities who require reasonable accommodations need to register with Disability Services (DS) in order to obtain their accommodations. You can contact them at 678-466-5445 or disabilityservices@clayton.edu. If you are already registered with DS and are seeking accommodations for this course, please make an appointment with your instructor to discuss your specific accommodation needs for this course and give the instructor your accommodations letter.

The content of this course syllabus correlates to education standards established by national and state education governing agencies, accrediting agencies and learned society/ professional education associations.  Please refer to the course correlation matrices located at the following web site:

http://a-s.clayton.edu/teachered/Standards%20and%20Outcomes.htm
	Cptg 1010– Computing with Spreadsheets
	CLASS POLICIES
	CRN– 23991

	
	Spring Semester, 2006
	


INSTRUCTOR:
Jeremy Underwood


OFFICE HOURS:

	Monday
	8:30am-9:00am; 10:00am-11:15am; 4:00pm-4:30pm

	Wednesday
	8:30am-9:00am; 10:00am-11:15am; 4:00pm-4:30pm

	Friday
	8:30am-9:00am; 10:00am-11:15am; other times by appointment


OFFICE:  U 428



HOME PAGE:  http://cims.clayton.edu/junderwood 

PHONE:  678-466-4440


E-MAIL:  jeremyunderwood@clayton.edu 

ELECTRONIC MESSAGES

· Any voice-mail or e-mail messages are returned during the regular workweek.  The instructor checks e-mail each day.  

· Assignments must be turned in as the instructor directs.

· The instructor will NOT email or telephone to tell you everything you missed in class if you did not attend that day.

ATTENDANCE:

· Students are expected to attend each class session.  Attendance will be checked.  

· Students who need to leave class early are requested to inform the instructor.

·  Students are responsible for knowing about announcements/assignments made in class, whether or not the student is present.

EVALUATION:

	GRADING SCALE
	 
	ASSESSMENT
	POINTS

	Grade
	Percent
	Points
	 
	Test 1
	100

	A
	90%
	100.0%
	360
	400
	
	Test 2
	100

	B
	80%
	89.8%
	320
	359
	
	Project
	200

	C
	70%
	79.8%
	280
	319
	
	Total
	400

	D
	60%
	69.8%
	240
	279
	
	
	

	F
	0%
	59.8%
	0
	239
	
	
	


NOTE:  Students who officially withdraw will receive a W before midterm on March 3.  Withdrawals after that day result in an automatic WF unless a hardship exception is granted.  (See CSU catalog for hardship criteria.) 

MAKE-UP WORK:

· The project must be turned in by the date announced by the instructor.  Any project turned in late will receive a 10% per day penalty. 
· Make up tests will be given only in cases of extreme and verifiable personal hardship.  Any makeup that is granted must be completed before the test is returned to the class.  
Student Responsibilities:  Students must abide by policies in the Clayton College & State University Student Handbook, and the Basic Undergraduate Student Responsibilities.
HOMEWORK:  In order to succeed in this course, a student must do each homework assignment.  

All pagers and cell phones must be turned off during class.

E-Mail/File Format and Procedures:  When contacting me via e-mail; you must identify yourself with your first and last name, and the course number.  We submitting files you must follow the instructions for naming the file.  These instructions will be provided with each test and the project. The instructor is not responsible for files that could not be opened for any reason.  It is the students’ sole responsibility to make sure their work is saved and opens successfully.  All students must back up any electronic assignment being turned in for their own protection against unforeseen circumstances.  If these procedures are not followed, then the students’ work will not be graded and is considered late.
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Math1101 Grade Scale

		GRADING SCALE												ITEM		POINTS				Saturday		May 22, 1999		8:00 a.m.

		Grade		Percent				Points						Test 1		100				DAY		DATE		TIME

		A		90%		100.0%		540		600				Midterm Exam		100				Monday		May 24, 1999		6:00 p.m.

		B		80%		89.8%		480		539				Test 3		100				Thursday		May 27, 1999		3:30 p.m.

		C		70%		79.8%		420		479				Test 4		100				Saturday		May 22, 1999		1:00 p.m.

		D		60%		69.8%		360		419				Quizzes and Homeworks		50				Tuesday		May 25, 1999		10:30 a.m.

		F		0%		59.8%		0		359				Final Examination		150				Friday		May 28, 1999		8:00 a.m.

														TOTAL		600				Monday		May 24, 1999		8:00 a.m.

																				Wednesday		May 26, 1999		1:00 p.m.

																				DAY		DATE		TIME

																				Saturday		May 22, 1999		8:00 a.m.

																				Tuesday		May 25, 1999		1:00 p.m.

																				Thursday		May 27, 1999		6:00 p.m.

																				Saturday		May 22, 1999		1:00 p.m.

																				Wednesday		May 26, 1999		3:30 p.m.

																				Friday		May 28, 1999		10:30 a.m.

																				Monday		May 24, 1999		10:30 a.m.

																				Thursday		May 27, 1999		8:00 a.m.





Math2502 Grade Scale

		GRADING SCALE												ITEM		POINTS

		Grade		Percent				Points						Test 1		100

		A		90%		100.0%		585		650				Test 2		100

		B		80%		89.8%		520		584				Test 3		100

		C		70%		79.8%		455		519				Test 4		100

		D		60%		69.8%		390		454				Two Projects @ 50 points each		100

		F		0%		59.8%		0		389				Final Examination		150

														TOTAL		650





Cptg1010 Grade Scale

		GRADING SCALE

		Grade		Percent				Points

		A		90%		100.0%		360		400

		B		80%		89.5%		320		358

		C		70%		79.5%		280		318

		D		60%		69.5%		240		278

		F		0%		59.5%		0		238

														CPTG 1010 CRN		DATE		TIME

														50325

														50326






