Business Information Technology
Learncomputers to
get a good joln business$

THINK K B!

Pasadena City Colleg8pring2009
Syllabug(Class Assignment Sheand
Course InformatiorSheet)
BIT124 Administrative Business Procedures
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Instructor: Ms. M. J. Outlaw, Adjunct Professor

Contact: Phone:626-585-7059 E-mail: During course use Blackboardrail, outsidemjoutlaw@pasadena.edy

Conference Hours:| By appointment.

Class Assignment She@tThis is al6-week Course

There arel6 semester weeks Points Your Points | Specificassignment information is posted on th
Assignmens due by: Possible Blackboard site

Week1 No assignments due Obtain text and materials.
Week?2 Assignments are due by midnigh 20 Chapter 1: Integrating Word and Excel
Saturday, March 7, 2009 Projects1A & 1B
Week 3Assignments are due by midnigh 20 Chapter 2: Integrating Word and PowerPoint
Saturday, March 14, 2009 Projects2A & 2B
Week 4Assignments are due by midnigh 20 Chapter 3: Integrating Word and Access
Saturday, March 21, 2009 Projects3A & 3B
Week5 Assignments are due by midnigh 20 Chapter 4: Integrating Excel and Access
Saturday, March 28, 2009 Projects4A & 4B
Week 6Assignments are due by midnigh 20 Chapter 5: Integrating Excel and PowerPoint
Saturday, April 4, 2008cc closed March 31) Projects5A & 5B
Week 7Assignments are due by midnigh 20 Chapter 6: Integrating Publisher and Access
Saturday, April 11, 2009 Projects6A & 6B
Week 8Any makeup work due by 20 Chapter 7: Integrating Word, Excel, Access, and
midnight Saturday, April 18, 2009 PowerPoint.Projects7A & 7B
PCC Closed April 2% Spring Break
Week 9Assignments are due by midnigh 40 Capstone Case 1: Integrating Word, Excel, and Acce
Saturday, May 2, 2009 Project1CC
Week 10Assignments are due by midnig 40 Capstone Case 2: Integrating Word, Excel, and Acce
Saturday, May 9, 2009 Project 2CC
Week 11Assignments are due by midnig 40 Capstone Case 3: Integrating Access, PowerPoint, g
Saturday, May 16, 2009 PublisherProject3CC
Week 12Assignments are due by midnig 40 Capstone Case 4: Integrating Word, Excel, Access,
Saturday, May 23, 2009 PowerPointProject 4CC
Week 13Assignments are due lgidnight 40 Capstone Case 5: Integrating Word, Excel, and
Saturday, May 30, 20Q8cc closed Ma5) PowerPointProject 5CC
Week 14Assignments are due by midnig 40 Capstone Case 6: Integrating Word, Excel, Access,
Saturday, June 6, 2009 PowerPointProject6CC
Week 15Assignments are due by midnig 40 Capstone Case 7: Integrating Word, Excel, Access,
Saturday, June 13, 2009 PowerPointProject7CC

Week 16Assignments are due by midnig BIT lab in R202 closes on Saturd Make-up work. Complete all assignments.
Saturday, June 20 June 20 at 12 noon There is no final exam.
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Answers to Your Frequently Asked Questions

How do | beqin?

Know your Network IDYour Network ID is printed at thettom of your fee receipt. It is your three initials, in
all uppercase letters, followed by the last four digits of the number on your Lancer ID Card (or possibly the last
four digits of your Social Security number). Your password is-thgidPIN thatyou used to register.

Go to BlackboardYour online class is offered through an online course management program. Go to:
http://pcc.blackboard.com

You can also access the site from the PCC home page as followSi&@3isgs/Academi¢and then cliclOnline
Classe® / ft A01 GKS NBR f23 Ay odzid2y> €23 Ay 6AGK &2dzNJ
Find your course listed, and click the course.

Register your attendance so that you will not be droppelb register your attendance so thyou will not be
dropped, during the first week of the semester, go to your course site and complete the first assignment, which
is a questionnaire. You do not need your book to complete the first assignment.

Determine if you will work on our computers iR202 or on your own computeror both: You can use your
own computer or use our computers in room R202 anytime during the following hours. An instructor is always
available to assist you and copies of the textbook are available for reference:

Mondayt Thursdy 9 a.nt 8 p.m.
Friday, 9 a.nt. 3 p.m.
Saturday, 8 a.m. 12 noon

Determine where you will store your work and buy a USB flash drive if necessfiypu plan to move around
to different computers to do your work, plan to store your work on a USB flash stritleat you can upload,
download, and store from any computer.

Be sure you have Internet access availablimternet access is always available in R282u will need Internet
access to submit your work, communicate with your instructor, and to obtain sdttee materials for the
course. You do not need to be connected to the Internet while you are working on the actual assignments.

Buy the textbook:Buy your books online from the PCC bookstore (see PCC home page for link) or visit the
bookstore on the camys (626585-7378). We can only guarantee thatwbooks purchased at the PCC

bookstore will work for the course. ISBNs are sometimes custom numbers for a specific college or professor or
include special materials; alternative sellers or used books makana the required CDs or other materials.

For this course, the required textbook is:

GO! with Microsoft Office 2007 Integrated Projectsy Gaskirand Hain published byPearson Prentice Hall
ISBNL3: 9780136158714

© Pasadena City College BIT 1245yllabus Spring 2009 Page?



How do | submit myvork?

You will submit your work to your instructor by using Blackboard's Assignment tool. Instructions are posted on
the course site. You will spend the majority of your time using the Microsoft Office software to prepare your
work; you need go online opko print course information and to send your wotlag in to your class every two

or three days to see if there are any notices on the homepage or if you have any new grades or returned
assignments.

How do | communicate with my instructor?

For questiongbout this course, enail your instructor through Blackboard'snaail tool as follows:

On the left, clickMail. At the top, cliclCreate Messageabove theTo box clickBrowse for Recipientsand then

in the To column clickAll Section InstructorsScradlto the bottom and cliclSave Click in theSubjectbox and
type an appropriate subject. Click in tMessagebox and type your message. In the lower left corner, click the
Sendbutton.

LYljdzZANRSE aSyd G2 -rabahiéssnyightibddHabdartedNEy&u thtoadgh Bl&ckhSHaiS
cannot use the Blackboardneail tool for regular enail addresses that are not part of the Blackboard system.

How do | get help with technical pblems?

If you have problems with the performance of the Blackboard site or with your PCC Network ID or password, call
the PCC Help Desk at 65857523 The Help Destannotassist you with problems that involve your own
computer's performance or your letnet access.

How does the grading work for this course?

Check the Syllabus for your course and the course site to see the specific grading plan. To view your current
grade in Blackboard, access the course and on the leftMdijckrades Grades for somesaignments will not
appear until your instructor has released them. Only you and your instructor will be able to view your grades.
They cannot be viewed by other students in the class.

If you complete the assignment with no errors, you will receive theimam number of points. Assignments
containing errors may receive fewer than the maximum number of points, or they might be returned to you for
correction.
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COURSE INFORMATION SHEET
BIT 124 z Administrative Business Procedures

What You Will Learn in This Course

In thiscourse, you will complete a comprehensive overview of the Microsoft Office System applications
including Word, Excel, PowerPoiRtblisher Access, and integration applications to create reports,
presentations publications, and mailings

Student Leaning Outcomes for This Course

Survey and analyze business needs to determine procedures, communication and technologies to provide
solutions.

Textbook, Materials, Software, and Computer Requirements

Before starting the coursglan for the followingtems. The text is available from the PCC bookstertaer
online or on the campus

1 GO! with Microsoft Office 2007 Integrated ProjetigGaskinandHain published byPearson Prentice
Halll[SBNL3: 9780136158714

1 We recommend that you purchaseUSB flash driven which to store your work you work in the BIT
ComputerLabon the campus (R202At home, you castore your workdirectly on the hard drive of
your home computer, or, if you think you wilbe working at various computetsoth at home and on the
campts, storeon a USB flash drive

9 This course requires that you have access to a computer on Wharhsoft Office 2007s installed.You
canaccess this software in the BIT Compugron the campus (R202).

Course Description and Objectives

Uponsuccessful completion of the course, you will be able to

1 Plan work flow and to organize business tasks in a productive manner

1 Develop strategies for managiagd integratindiles from different softwaren the Microsoft Office
system.

1 Identify the most appropriate software to produce solutions drmv to best utilize the functions of the

various software

Copy and paste, and link and embed data between Word and Excel

Create a document in Word outline view and import into a PowerPointich@nt

Export an Access table, query, form or report to a Word document

Customize a publication or document using an Access database with the mail merge feature in Word

and Publisher

Manipulate data using the filter and sort features in both ExcelAatckss

Copy and paste data, or create hyperlinks from one application to another

=A =4 4 =
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Online Class Participation

Experience has shown that students who complete the work as scheduled on the Class Assignment Sheet have
the most success with the course. Plamyschedule accordingly and notify the instructor immediately if you

have difficulty completing assignments or test®u may be required to participate in online class discussions or
projects.

Students whado notsubmitassignments$or more than a tweweek period may be dropped from the class. If
you specifically want to be dropped, however, it will be your responsibility to do so.

Grading

Keep track of your grades and assignments on the Class Assignment Sheet. Your grade will be computed based
on the pants you earn on assignments and tests. The grading scale is as follows:

90-100% of possible points =A
80-89% of possible points =B
70-79% ofpossible points =C
60-69% of possible points =D
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