COLLEGE OF SAINT ELIZABETH

MORRISTOWN, NEW JERSEY

Summer Session III 2003

COURSE TITLE:
Business productivity Software I
COURSE NUMBER:
CIS 107
PREREQUISITES:
None.

Course Description:



An introduction to business Software and Microsoft environment.

 A further and introductory understanding of word processing, spreadsheet, data base management and presentation graphics. A series for intermediate and advanced level projects using 


This class is conducted entirely in the computer lab using: MS Word, MS Excel, MS Access and MS PowerPoint.

Course Objective:


Upon completion this course students should be able to:

· Use Microsoft Word to create, format, merge and manipulate documents.

· Create, modify, import and export charts and graphs.

· Use Microsoft Excel to Create, format and modify books of spreadsheets.

· Apply and implement mathematical formulas and functions to worksheets.

· Create, design, and format a simple database.

· Create queries, reports and forms for simple and complicated databases.

· Maintain and manipulate databases.  

· Use Microsoft PowerPoint to build, edit and manipulate slide presentations.

· Add Images, graphs, animation and sound to empower presentations.

EVALUATION CRITERIA:

Students will be graded on the basis of:

·  An evaluation of homework assignments and Projects 90 %.
· Attendance and class participation 10%.
There will be no makeup for missing projects.

Late Homework assignments will be either not accepted or panelized up to 50%. 
Any student who misses a class for any reason is responsible for the notes and the assignments that were given on the day he/she missed. 
Grading policy:
95 - 100
A


70 - 74
C+

90 - 94
A-


65 - 69
C


85 - 89
B+


60 - 64
C-

80 - 84
B


55 - 59
D

75 - 79
B-


0  - 54
F


Text Book: 
Shelly Cashman Series.

MS Office 2000.

Introductory Concepts and Techniques

Shelly Cashman Vermaat

ISBN 0-7895-6251-0

You can reach me at: ProfAlj@aol.com


Prof. Faisal Aljamal








