COURSE INFORMATION SHEET

COURSE INFORMATION & TITLE:

POFT 1349 – ELECTRONIC SPREADSHEETS

COURSE (Catalog) Description:

Spreadsheets will introduce students to spreadsheet concepts and applications.  Students will format spreadsheets using effective design principles, enter common spreadsheet formulas, sort data, and use graphic/chart functions.  This course is designed to teach students to think analytically, manipulate information, and use the computer as a productivity tool.

INSTRUCTOR:  Reynaldo Robles
OFFICE: C-110

OFFICE HOURS:  
OFFICE PHONE:  364-4652

REQUIRED TEXT AND MATERIALS

1. Exploring Excel 2002, by Robert T. Grauer and Maryann Barber, Prentice Hall, 2002.
2. One, 1” binder with dividers

3. One 1.5” floppy diskette

4. One 250 (required)
GRADING CRITERIA:

 
The grading policy for this course is the same outlined in the TSTC catalog.  Your final grade will comprise of the following criteria.











GRADING SCALE


Daily Work/Assignments
20%
90-100
A


Theory Exams
30%
80-89
B


Performance Exams
50%
70-79
C

60-69 D




0 – 50
F

ACCOMODATIONS:


If you have a condition, such as a physical or mental disability, which will make it difficult for you to carry out the work as I have outlined, or which will require extra time on examinations, please notify me in the first two weeks of the course so that we may make appropriate arrangements.
EXAMS:


A theory and performance exam will be administered at the completion of each section in the classroom on the day announced by the instructor (also, refer to the calendar).  Exams will be designed to cover the objectives of the section(s) being tested.  However, exams will include functions previously studied and you will be responsible for reviewing said functions without being reminded.  Attendance will be extremely important (please note attendance policy in TSTC’s catalog—responsibility rests with the STUDENT, NOT the instructor).  If you are absent on the day of an exam, you MUST provide the instructor with written and verifiable documentation, such as doctor’s excuse, as to your absence.  An excuse from the nurse will NOT be considered.  Also, you must make arrangements with the instructor to make up the exam on your first day back in class and you should come prepared to make up the missed exam.  Please prepare for exams, as exams will NOT be repeated for the improvement of a grade.

LAB EXERCISES AND POP QUIZES: 


Timely completion and turning in of the lab exercises will constitute 20% of your final average.  You will be given a calendar so that you can pace yourself in completing all exercises.  Exercises will be accepted up to three (2) days late, however, 10 points will be deducted for each day said exercises are late.  The grading of the exercises will be on a prorated basis.  Also, how well you do on the exams I relative to completion of the exercises.  Make every effort to complete the exercises prior to taking the exams—it will help you do better on the exams!  


LABELING YOU EXERCISES!  Because you will be sharing a printer, please key in your name and the exercise number at the END of each exercise ON THE LEFT MARGIN, so that, exercises can be readily identified by you and the instructor when grading the exercises.


i.e. John Smith, POFI 1349.03  Step-by-Step (0r) Project x-x.

Pop Quizzes may be given throughout the semester.  These pop quizzes will be unannounced, and may cover material previously studied and/or a reading assigned for that day.  If you are absent on the day of the Quiz, or if you are late to class, you will not have the option to make-up the grade.

CLASS PARTICIPATION POLICY:



see addendum

