
Intro to Microcomputer Applications 
for Business
CGS 2100
Syllabus
Fall Semester 2015
Instructor: Caryl Rahn

Office: 
ECS 280C (Engineering and Computer Science Bldg)

Office Hours:
Monday:
2:00 PM - 3:15 PM



Tuesday:
9:30 AM – 10:45 AM, 2:00 PM – 3:15 PM



Thursday:
9:30 AM – 10:45 AM


Phone:
(305) 348-8033

E-mail: 
crahn@fiu.edu

Web:
http://www.cs.fiu.edu/~crahn

Classroom:
VH 133

Required Texts:
New Perspectives Microsoft Access 2013 Introductory 1st Edition by Adamski, Finnegan & Scollard, published by Cengage, 2014, ISBN 9781285099217  (NOTE:  SAM package and Video packages are NOT required)


New Perspectives Microsoft Office Excel 2013, Introductory 1st Edition, by Parsons, Oja, Ageloff, Carey & Desjardins, published by Cengage, 2014, ISBN 9781285169361 (NOTE: SAM package and Video packages are NOT required)

Software:
Office 2013 (available for free through FIU UTS)

Recommended:
A USB drive to store files and assignments

Course Description

This course provides a hands-on study of spreadsheet and database management packages for business students without a technical background.

Entrance Competencies

· There are no prerequisites for this course.

Important Notes

This is a Windows-based course.  You must have access to a Windows-based PC with Office 2013 installed. Please note that there are available lab systems in the library and the Graham Center. 
Please note that the Mac version of Office has a different interface (making your book much less useful) and is lacking some of the features required for assignments. If you use a Mac for this course, it is your responsibility to have access to a Windows-based PC to complete your assignments and to prepare for exams as necessary.

Course Objectives
1. Learn to manage files in a Windows environment

2. Create and modify Access databases 

3. Use queries to extract data from databases 

4. Create and use forms and reports to facilitate data entry and analysis 

5. Work with Excel formulas, functions, tables, and lists 

6. Create charts and graphics in Excel 

7. Work with multiple worksheets and workbooks, and  import and export data to and from Excel 

Incomplete Grade Policy

In accordance with the published policies of the School of Computing and Information Sciences and the College of Engineering and Computing, a grade of Incomplete may only be given if a student misses one or more assignments and/or tests due to circumstances entirely beyond the student’s control and the student is currently passing the class.

However, if it would be necessary for the student to attend the class again to complete the assignments/tests, then a grade of Incomplete cannot be given.  In such a case, the student should register for the class again and use the university’s “forgiveness” policy to replace the old grade with a new one that will be used in computation of the GPA.
Makeup Tests
I do not give makeup tests. If for some reason you are unable to attend when a test is scheduled, make sure you call me from the hospital!


Important Dates

· Labor Day – Monday September 7th
· Access Exam – Monday, October 12th

· Drop Date - Monday, November 2nd
· Veterans Day – Wednesday November 11th

· Excel Exam - Wednesday, December 2nd

Your Semester Grade
1. 
First, your numeric average is computed based on these four components with the indicated weights:
	Component
	Weight

	Assignments (4)
	40%

	Access exam
	30%

	Excel exam
	30%


2.
Your numeric average is then “curved” by comparing it to the highest in the class. For example, suppose the highest average in the class is 90%. Then, an average of 75 would curve to an 83, because 75 is 83% of 90.

3.
Finally, your curved numeric average is converted to a letter grade according to this scale:

	Numeric  Average
	Letter Grade

	  93..100
	    A

	  90..92
	    A-

	 87..89
	    B+

	 83..86
	    B

	 80..82
	    B-

	 77..79
	    C+

	 70..76
	    C

	 60..69
	    D

	  0..59
	    F


Student/faculty interaction

Students are encouraged to visit the instructor during office hours, or email the instructor at any time when questions arise or clarification is needed about any subject matter. The instructor will normally respond to all e-mails within 24 hours (Mon-Thurs) and 48 hours (Fri-Sun).

Feedback on assignments will be provided. If you think an assignment was graded incorrectly, please contact the instructor should clarification or further discussion be needed. 
When you need HELP:

1. Ask for help early and often! Do not wait, or you risk falling seriously behind. If you think you need tutoring, please contact the instructor.

2. Ask by email using your FIU account and your full name:  Put the word CGS 2100 HELP or CGS 2100 QUESTION in the subject line for faster response. 

3. Attach your spreadsheet or database to your email if necessary.  
SUBMITTING ASSIGNMENTS

All assignments will be submitted via our online course site at http://moodle.cis.fiu.edu/. All assignments are due by the due date posted in our course site.  
LATE POLICY

Late assignments will lose 10% for each class day late.  E.g. an assignment due on a Tuesday will lose 10% if uploaded late but before the start of class the following Thursday, and 20% if uploaded after the start of class Thursday.  Assignments that are more than one week late will not be graded. You will always have a minimum of one week to complete each assignment.
AMERICANS WITH DISABILITY ACT (ADA)

Any student whose disabilities fall within ADA guidelines must inform the instructor at the beginning of the term of any specials needs or equipment necessary to accomplish the requirements for this course. Students who are registered with the Disability Resources Center must also provide written notification of their requirements from DRC to the instructor. 

ACADEMIC HONESTY AND PLAGIARISM

From the Provost’s Office:

“Florida International University is a community dedicated to generating and imparting knowledge through excellent teaching and research, the rigorous and respectful exchange of ideas, and community service. All students should respect the right of others to have an equitable opportunity to learn and honestly demonstrate the quality of their learning.  Therefore, all students are expected to adhere to a standard of academic conduct, which demonstrates respect for themselves, their fellow students, and the educational mission of the University. All students are deemed by the University to understand that if they are found responsible for academic misconduct, they will be subject to the Academic Misconduct procedures and sanctions, as outlined in the Student Handbook.”

Each student is responsible for having read the sections in the FIU Student Handbook on Academic Misconduct and Academic Misconduct Procedures (beginning on handbook page 36)

For this class, it is permissible to assist classmates in general discussions of computing techniques. General advice and interaction are allowed. Each person, however, must develop his or her own solutions to the assigned projects, assignments, and tasks. In other words, students may not "work together" on graded assignments. Such collaboration constitutes cheating. A student may not use or copy (by any means) another's work (or portions of it) and represent it as his/her own. If you need help on an assignment, contact your instructor, not other classmates.

COMMENTS AND SUGGESTIONS

If you have any comments or suggestions, please do not hesitate to contact your instructor.

FACULTY EVALUATION

Near the end of each term, students will be asked to fill out a course evaluation form. These evaluations are completely anonymous. These evaluations are very important to FIU. It provides us with meaningful information that assists us in improving our courses. Please take the time to complete these honestly and thoroughly.
