SYLLABUS

1.    Wayland Baptist University, Virtual Campus, School of Business

2.    Mission Statement:  Wayland Baptist University exists to educate students in an academically challenging,

Learning focused and distinctively Christian environment for professional success, lifelong learning, and service to God and humankind.
3.    Course:  MISM 3314 – VC01,  
Advanced Personal Computer Applications
4.    Term: SPRING 2014 (Feb 24  –  May 17, 2014)
5.    Instructor: William McCormack
6.    Office Phone and email: (340) 718-5332    bmccormack2@yahoo.com
7.    Office Hours, Building, and Location:  My laptop 9AM – 9PM (EST) seven days a week
8.    Class Meeting Time and Location: N/A   Virtual Online Class
9.    Catalog Description: Students will improve their skills as knowledge workers through effective and efficient use of integrated software suites (word processing, spreadsheets, databases, and presentation graphics) and through creating and maintaining web pages. Information technologies will be applied to problem situations by the design and use of small information systems for individuals and groups.

10.  Prerequisites: COSC 2311 or instructor’s approval.
11.  Required Textbook and Resources: 
BOOK
We are using the 2010 Version for this class. Please pay attention to the ISBN to ensure you get the correct textbook. While there are virtual book copies out there they do not lend themselves very well to working with the hands-on exercises. They are on Amazon both new and used and to buy or rent from Amazon Prime. You can also rent them from Cegg.Com.  
The book may be ordered through any source you choose. If you really prefer the ebook that is OK as well. 

	BOOK
	AUTHOR
	ED
	YEAR
	PUBLISHER
	ISBN#

	Microsoft Office 2010: Advanced 

	Shelly/Vermaat


	1st
	2010
	Course Technology


	978-1-4390-7855-6 (Spiral)
or

978-1-4390-7854-9 (Softcover)



To copy student data files for each chapter go to: 

 http://www.cengage.com/cgi-wadsworth/course_products_wp.pl?fid=M20b&product_isbn_issn=9781439078549&token=
12.  Optional Materials: N/A
13.  Course Outcome Competencies:

· Learn advanced applications of Microsoft Office and demonstrate proficiency in using Word, Excel, Access, and PowerPoint.

14.  Attendance Requirements: Must submit assignments weekly and respond to all Discussion Questions.
15.  Disability Statement: “In compliance with the Americans with Disabilities Act of 1990 (ADA), it is the policy of Wayland Baptist University that no otherwise qualified person with a disability be excluded from participation in, be denied the benefits of, or be subject to discrimination under any educational program or activity in the university. The Coordinator of Counseling Services serves as the coordinator of students with a disability and should be contacted concerning accommodation requests at (806) 291- 3765. Documentation of a disability must accompany any request for accommodations.”
16:  Course Requirements and Grading Criteria:

· Grading Criteria: 

· On-line Discussion Participation     10% 

· Homework                                  70% 
Exam                                          20% 

· Total                                         100%

· Note: Online discussion counts as classroom participation 

· Grading Scale: 

· 100-90   = A

· 89-80     = B 

· 79-70     = C 

· 69-60     = D

· Below 60 = F 

17.  Tentative Schedule: (Calendar, Topics, Assignments)
There will be weekly projects assigned from the text to be completed at home and then submitted via the assignments section.

18.  Additional information as desired by the faculty member.   N/A.
MISM 3314 - Spring 2012
Weekly Reading and Assignment Schedule

	Week
	TOPIC
	READING ASSIGNMENT
	WRITTEN ASSIGNMENT

	Week 1

Feb 24 – 

Mar 2
	Word 2010
  Creating a Document
         PROJECT

    “Sales Proposal”


	MS Office 2010
Advanced

WORD 

Pages WD 202 – WD 258


	Word Project 4
Submit your completed
files via the
ASSIGNMENTS tab by
The last day of this week


	Week 2

Mar 3 – 9
	Word 2010
 Creating a Newsletter

 with a Pull-Quote and

graphics.

PROJECT

“Newsletter”
	MS Office 2010

Advanced

WORD

Pages WD 402 – WD 458

	Word Project 7
Submit your completed

files via the

ASSIGNMENTS tab by

The last day of this week

	Mar 10 - 14

	Spring Break
	
	

	Week 3

Mar 17 – 
23
	PowerPoint 2010
Working with Information Graphics
PROJECT

 “Presentation with SmartArt, a Chart, and a Table”

	MS Office 2010

Advanced

   POWERPOINT
Pages PPT -202- PPT 245

	PowerPoint Project 4
Submit your completed

files via the

ASSIGNMENTS tab by

The last day of this week

	Week 4

Mar 24 - 30
	PowerPoint 2010
Navigating Presentations Using Hyperlinks and Action Buttons
PROJECT

“Presentation with Action Buttons, Hyperlinks, and Formatted Bullet Characters”

	MS Office 2010

Advanced

POWERPOINT
Pages PPT 330 - PPT 384
	PowerPoint Project 6
Submit your completed

files via the

ASSIGNMENTS tab by

The last day of this week

	Week 5

Mar 31 –

Apr 6
	PowerPoint 2010
Creating a Self-Running Presentation Containing Animation
PROJECT

“Presentation with Adjusted Pictures, Animated Content, and Slide Timings”

	MS Office 2010

Advanced

   POWERPOINT
 Pages PPT 402 – PPT 448

	PowerPoint Project 7
Submit your completed

files via the

ASSIGNMENTS tab by

The last day of this week

	
	
	
	

	Week 6

Apr 7 – 13

	Excel 2010
Financial Functions, Data Tables, and Amortization Schedules

PROJECT

“Loan Payment Calculator with Data Table and Amortization Schedule”

	MS Office 2010

Advanced

EXCEL
Pages EX 226 – EX 279

	Excel Project 4

Submit your completed

files via the

ASSIGNMENTS tab by

The last day of this week

	Week 7

Apr 14 – 20
	Excel 2010

Creating, Sorting, and Querying a Table
PROJECT

“Kenson College Scholarship Fundraiser Table” 

	MS Office 2010

Advanced

EXCEL

Pages EX 298 – EX 345
	Excel Project 5
Submit your completed

files via the

ASSIGNMENTS tab by

The last day of this week


	Week 8

Apr 21 - 27
	Excel 2010

Working with Multiple Worksheets and Workbooks

PROJECT

“Consolidated Expenditures Worksheet” 


	MS Office 2010

Advanced

EXCEL
Pages EX 362 – EX 408
	Excel Project 6

Submit your completed

files via the

ASSIGNMENTS tab by

The last day of this week

	Week 9

Apr 28 – 
May 4
	Access 2010

Creating Reports and Forms
PROJECT

“Reports and Forms” 

.
	MS Office 2010

Advanced

      ACCESS

Pages AC 210 – AC 259 

	Access Project 4 
Submit your completed

files via the

ASSIGNMENTS tab by

The last day of this week

	Week 10

May 5 - 11
	Access 2010

Multitable Forms

PROJECT

“Multitable Forms” 


	MS Office 2010

Advanced

     ACCESS

Pages AC 274 – AC 325 


	Access Project 5
Submit your completed

files via the

ASSIGNMENTS tab by

The last day of this week

	Week 11

May 12 - 17

	Access 2010

Advanced report Techniques

PROJECT

“Advanced report Techniques” 


	MS Office 2010

Advanced

     ACCESS

Pages AC 338 – AC 400 


	Access Project 6

Submit your completed

files via the

ASSIGNMENTS tab by

The last day of this week
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