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Business Information Technology 
Learn computers to 

get a good job in business! 
 

Pasadena City College, Winter 2009 
Syllabus(Class Assignment Sheet and 

 Course Information Sheet) 
BIT 106 Comprehensive Microsoft Office System 

Online Course, Section #0284  

 

Instructor: Dr. Shelley Gaskin, Professor 

Contact: Phone: 626-585-7343, E-mail: slgaskin@pasadena.edu 
 

Class Assignment SheetτThis is a 6-week Course 

There are 6 semester weeks 
Assignments due by: 

Points 
Possible 

Your Points 
 

Specific Assignment Instructions are posted 
with each Assignment in Blackboard 

Week 1 Assignments are due by 
midnight Saturday, Jan. 17, 2009 

  Obtain text and materials and begin working 
on assignments as soon as you can 

Week 2 Assignments are due by 
midnight Saturday, Jan. 24, 2009 

50  Chapters 5-7 Word 
Projects 5A, 5B, 6A, 6B, 7A 

Week 3 Assignments are due by 
midnight Saturday, Jan. 31, 2009 

60  Chapters 7-10 Word and Excel 
Projects 7B, 8A, 8B, 9A, 9B, 10A 

Week 4 Assignments are due by 
midnight Saturday, Feb. 7, 2009 

50  Chapters 10-12 Excel and Access 
Projects 10B, 11A, 11B, 12A, 12B 

Week 5 Assignments are due by 
midnight Saturday, Feb. 14, 2009 

40  Chapters 13-14 Access and PowerPoint 
Projects 13A, 13B, 14A, 14B 

Week 6 Assignments are due by 
midnight Saturday, Feb. 21, 2009 

40  Chapters 15-16 PowerPoint 
Projects 15A, 15B, 16A, 16B 

Think Job! Think Job! 
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Answers to Your Frequently Asked Questions  

How do I begin? 

Know your Network ID: Your Network ID is printed at the bottom 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 the 4-digit PIN that you used to register. 

Go to Blackboard: Your 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 follows: Click Classes/Academics, and then click Online 

Classes. 

Register your attendance so that you will not be dropped: To register your attendance so that you 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. 

Be sure you have access to a computer with the correct software. Our BIT lab in R202 is not open during the 

Winter term. Campus computers in D101 have Word 2007, but there is no instructor available to help you. 

Tutors are sometimes available in the Learning Assistance Center. 

Determine where you will store your work and buy a USB flash drive if necessary: If you plan to move around 

to different computers to do your work, plan to store your work on a USB flash drive so that you can upload, 

download, and store from any computer. 

Be sure you have Internet access availableτInternet access is always available in D101: You will need Internet 

access to submit your work, communicate with your instructor, and to obtain some of the materials for the 

course. You do not need to be connected to the Internet while you are working on the assignments. 

Buy the textbook: Buy your books online from the PCC bookstore (on the PCC home page, click Student 

Services, and then click Online Bookstore) or visit the bookstore on the campus (626-585-7378). We can only 

guarantee that new books purchased at the PCC bookstore will work for the course. ISBNs are sometimes 

custom numbers for a different college or professor or include special materials; alternative sellers or used 

books may not have the required CDs or other materials. 

For this course, the required textbook is: 

GO! With Microsoft Office 2007 Introductory by Gaskin et al, published by Prentice Hall 

ISBN 0132426169 

How do I submit my work? 

You will submit your work to your instructor by using Blackboard's Assignment tool. Instructions are posted on 

the course site. You need go online only to print course information and to send your work. Log 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. 
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How do I communicate with my instructor? 

For questions about this course, e-mail your instructor through Blackboard's e-mail tool as follows: 

On the left, click Mail. At the top, click Create Message, above the To box, click Browse for Recipients, and then 

in the To column, click All Section Instructors. Scroll to the bottom and click Save. Click in the Subject box and 

type an appropriate subject. Click in the Message box and type your message. In the lower left corner, click the 

Send button. 

LƴǉǳƛǊƛŜǎ ǎŜƴǘ ǘƻ ȅƻǳǊ ƛƴǎǘǊǳŎǘƻǊΩǎ ŎƻƭƭŜƎŜ Ŝ-mail address might be redirected to you through Blackboard. You 

cannot use the Blackboard e-mail tool for regular e-mail addresses that are not part of the Blackboard system. 

How do I get help with technical problems? 

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 626-585-7523. The Help Desk cannot assist you with problems that involve your own 

computer's performance or your Internet 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 left click My Grades. Grades for some assignments 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 the maximum 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 106 ς Comprehensive Microsoft Office System 

What You Will Learn in This Course 

In this course, you will complete a comprehensive overview of the Microsoft Office System applications 

including Word, Excel, PowerPoint, Access, and integration of applications to create reports and presentations. 

Student Learning Outcomes for This Course 

Use each of the four common Microsoft business software applicationsτWord, Excel, Access, and PowerPointτ

in an organizational setting by choosing and applying the most appropriate skills, tools, and features and identify 

efficient methods to solve the business problem. 

Textbook, Materials, Software, and Computer Requirements 

Before starting the course, plan for the following items. The text is available from the PCC bookstore, either 

online or on the campus. 

 GO! With Microsoft Office 2007 Introductory by Gaskin et al, published by Prentice Hall, ISBN 

0132426169 

 We recommend that you purchase a USB flash drive on which to store your work if you work in the BIT 

Computer Lab on the campus (R202). At home, you can store your work directly on the hard drive of 

your home computer; or, if you think you will be working at various computers both at home and on the 

campus, store on a USB flash drive. 

 This course requires that you have access to a computer on which Microsoft Office 2007 is installed. 

Course Description and Objectives 

Upon successful completion of the course, you will be able to: 

 Develop strategies for managing files in the Microsoft Office system. 

 Manage business communications with Microsoft Word. 

 Deliver professional presentations with PowerPoint. 

 Apply Excel skills and tools in business problem solving; solve problems with Excel statistical analysis 

tools. 

 Determine effective data display with Excel charts. 

 Apply logic in decision making using Excel; retrieve Excel data for computation, analysis, and reference. 

 Evaluate the financial impact of loans and investments using Excel functions. 

 Automate Access data management; organize Access data for information retrieval. 

 Analyze Access data for effective decision making; collect data with well-designed Access forms. 

 Develop effective Access reports. 

 Make data transportable and universally usable; integrate business communications among the 

applications. 
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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. Plan your schedule accordingly and notify the instructor immediately if you 

have difficulty completing assignments or tests. You may be required to participate in online class discussions or 

projects. 

Students who do not submit assignments for more than a two-week 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 points 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% of possible points =C 

60-69% of possible points =D
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