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COURSE OUTLINE

INSTRUCTOR:

Dr. Nancy Tsai

OFFICE:

TAH-2090

OFFICE PHONE:

(916) 278-7121

OFFICE HOURS:

Tuesday and Thursday, 1:15 – 2:30 p.m.; or by appointment

FAX:


(916) 278-6489
E-MAIL:

sytsai@csus.edu
WEB:

   csus/edu/indiv/t/tsain

REQUIRED TEXTS

(X)
Grauer, Robert T. and Maryann Barber, Microsoft Office Excel 2003 Comprehensive, Revised Edition, Person Education, Inc. (Prentice Hall), 2006, ISBN 0-13-187742-9.

(A)
Grauer, Robert T. and Maryann Barber, Microsoft Office Access 2003 Comprehensive Revised Edition, Person Education, Inc. (Prentice Hall), 2006, ISBN 0-13-187741-0.

COURSE OBJECTIVES

The course is designed to provide the student with the essential knowledge of using Excel and Access as management tools for analyzing data, generating information, evaluating alternatives, and making optimal business decisions.  The major topics include:  

1. Microsoft Excel;

2. Relational database; and  

3. Microsoft Access.
COURSE METHODOLOGY  

The best method to master the graphic user interface application software package (such as Excel or Access) for business decision making information is through the hand-on experience. Therefore, the student is expected to work on assignments during the class.  The solutions of these assignments are graded as part of course grade.  Additional assignments will be assigned as homework assignments.  There will be two hand-on exams (one for Excel and one for Access) that will include concepts and techniques covered either in the class or homework assignments.    

COURSE GRADE  

The course grade will be based upon the following components weighted as indicated: 

PRIVATE 
1.    
Two exams (35% each)


70%

2.
In class assignments
15%

3.
Individual homework assignments
15%

The student will be expected to take the exam when scheduled.  The student missing an exam will receive a zero (0) for that exam unless a valid reason for missing the exam can be verified.  The solution of every in class assignment will be graded and recorded at the end of that particular class.  Homework assignments are due at the beginning of the class period of the due date.  

It is expected that all work for this course will be presented in a very neat and professional manner.  The style, spelling, grammar, and presentation are components of all grading.  The student will be expected to turn in the homework assignments on time.  No late, handwritten, e-mailed, or faxed homework assignments will be accepted!!
Final grade can only be changed if a posting or calculating error has occurred.  No extra credit assignment will be made available at the end of the semester to bolster a grade for any student. 

The incomplete grade “I”, unauthorized withdrawal grade “U”, and failing grade “F” will be issued in accordance to the College of Business Administration policy.

CLASSROOM REGULATIONS
The student must observe the following classroom regulations to have a proper learning environment for the entire class.

1.     Turning off the cellular phone and pager

2.     No chatting during the lecture

3.     Absolutely quiet, no sleeping, no eating and drinking during the lecture 

A student violates any of the above regulations will be asked to leave the classroom voluntarily to respect the right of other classmates. 

ACADEMIC HONESTY

All examinations and assignments in this class are to be done individually.  Any violation, or perceived violation of this policy will result in a zero (0) credit for the examination and assignment for each of the parties involved.  Prosecution of any such violation will be rigorously pursued through the appropriate channels (e.g., Associate Dean of Student Affairs).

	TENTATIVE SCHEDULE



	Week
	Topic
	Chapter

	1
	Introduction to Excel
	X-1

	2
	Web and Business Application
	X-2

	3
	Graphs and Charts
	X-3

	4
	Decision Making
	X-4

	5
	Consolidating Data
	X-5

	6
	Financial Forecast
	X-6

	7
	Data Management
	X-7

	8
	Macros & Visual Basic Applications
	X-8

	9
	Review and Exam #1 - Excel
	

	10
	Introduction to Database
	A-1

	11
	Tables and Forms
	A-2

	12
	Reports and Queries
	A-3

	13
	Pivot Charts and Switchboard
	A-4

	14
	Subforms and Multiple-table Query
	A-5, A-6

	15
	Review and EXAM #2 - Access
	


(
The course schedule and others may change at any time.  Announcement will be made in the class about any change, and it is the responsibility of the student to keep up with and to know about any such changes.
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