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Contact Information: Michelle Mallon
Office: DL499    Phone: 292-3985
Email address: mallon.3@osu.edu		
Carmen link: http://carmen.osu.edu
Instructor Website: www.cse.ohio-state.edu/~mallon

Office Hours: 
Monday, Wednesday 10:30am-12:00pm and 3:30-4:30pm and by appointment (email me to arrange).

Required Texts: 
1. Custom text from Cengage Learning.  Order from link on Carmen under Content: Course Materials (http://www.cengagebrain.com/micro/tosucse200 - bundle ISBN 978-1-133-44657-6).  Also available from bookstores.
2. Course Notes – available from OSU Gateway & Central Classroom bookstores  (required for all lectures and labs)


Course Objectives:
The course objective is to familiarize students with the breadth of business software applications 
and to provide a working knowledge of spreadsheets and databases. We emphasize using these tools to solve problems.  It is our goal that students will feel comfortable enough on computers that they will be able to open up an unfamiliar business application and begin learning it on their own, applying these tools to solve problems efficiently and effectively. The specific objectives are as follows: 

· Understanding computer basics - hardware, operating systems & communications (1 lecture)
· Understanding the ethical principles regarding the use of technology (throughout)
· Effectively use spreadsheets to solve problems  (5½ weeks)
· Designing spreadsheets so they can be efficiently written and updated including use of relative/absolute cell addressing, & multiple worksheets in a workbook.
· Using functions and understanding syntax/algorithms including SUM, COUNT, MIN, MAX, AVERAGE, COUNTIF, SUMIF, ROUND, LARGE, SMALL, RANK 
· Using Relational operators and Boolean Logical functions (AND, OR, NOT, IF functions)
· Using reference functions – (VLOOKUP, HLOOKUP) 
· Using financial functions (PV, FV, NPER, RATE, PMT)
· Selecting and using appropriate charts to display data 
· Using spreadsheet data features for filtering, sorting 
· Using Pivot Tables
· Effectively use presentation graphics software  (1 lecture)
· Creating slides 
· Using the Master Layout View
· Creating speaker notes and handouts 
· Using animation and transition effects in presentation 
· Using the MS Office drawing tools 
· Using the MS Office object linking and embedding tools  
· Effectively use database management software to solve problems (3 weeks)
· Understand the concepts of relational database management system (DBMS) – primary key, foreign key etc. 
· Be able to design simple tables – fields & field properties 
· Be able to relate tables - foreign keys, referential data integrity rules.  
· Effectively use the query tool to find/organize information including sorting, filtering on multiple criteria, grouping and aggregating data, performing calculations. Using inner & outer joins to extract data from multiple tables/existing queries objects. Solving problems requiring data from tables with many-to-many relationships.
· Understanding how the Internet works and basic principals of Networking &  Building your own Web page (1 lecture)

Grading Policy:
	Lab Assignments (10) 
	20% 
	200 points 

	Pop quizzes (best 4 out of 5)
	20% 
	200 points 

	Midterm 
	25% 
	250 points 

	Final Exam 
	35% 
	350 points 



**The percentage breakdowns are used as a guide for determining grades. Final grades are at the discretion of the lecturer. 

Labs: 
Labs contain two parts – a Pre-lab and an In-lab assignment.  The pre-lab assignments can be found in the lab section of your course notes.  You may start on them at any time.  The pre-lab lab files are available on Carmen – click on the Content menu and then the Pre-labs link.  The Pre-lab assignment for a specific week is due during that week’s closed lab session.  When you arrive for your closed lab class, the TA will distribute your In-lab assignment.  This will usually consist of one or more problems that apply the skills learned in lecture and during the Pre-lab.  You will have only 1 hour 48 minutes to complete the in-lab assignment, so come prepared and make sure you have all the materials (texts, notes etc) as indicated in the Pre-lab write-up.  To receive credit the lab assignment you must attend lab and submit your files by the end of the class period.  When labs are submitted a date/time stamp is given.  No credit will be given for late labs. Also note that files containing modified/deleted file properties will not be accepted for credit.

Homework:  
Homework will be assigned but will not be collected. They are for your benefit to complete.  Answers will be provided online (In Carmen click on Content then link to ‘Practice Problems and Solutions’ – problem files and solution organized by topic.)



Quizzes:  
There will be a series of 5 quizzes given during the quarter.  Approximate dates are listed on the syllabus. The dates of each pop quiz will be confirmed in the lecture before the quiz is to be given.  Each quiz is worth 50 points and the best 4 out of 5 quizzes will be counted for a maximum point score of 200.

Exams: 
Approximate dates of the midterm and final are listed on the syllabus schedule which is attached.   Any changes of exam dates will be announced in class – at least one week prior to the exam.  Such changes will also be posted on the Carmen site homepage under ‘Lecturer Announcements’.  

Make-up Policy:
It is the policy of this course that no make-ups will be allowed for labs, quizzes or exams. It is your responsibility to know when assignments are due and when the exams will be given. The only exceptions for extraordinary circumstances are described below.  Make-ups will not be given to students who miss assignments due to “over sleeping” or “not knowing of the assignment”.

Extraordinary Circumstances:
At times there are extraordinary circumstances that may require a make-up of an assignment or exam.  The appropriate person will handle these on a case by case basis. Contact your lecturer for all matters pertaining to exams and quizzes.  Contact your lab instructor in all matters pertaining to labs. 
· Notification must be made and confirmed prior to the assignment due date by e-mail, phone or in person.  Leaving a voice mail, or e-mail is not enough. You must have confirmation by the appropriate person to be considered for a make-up.
· In a case where a person is unable to notify the proper person (ex. documented medical emergency), notification must be made as soon as possible.  

Fairness to Students: 
We strive to treat students with dignity and fairness and to be particularly sensitive to the diversity that exists within the student body. Students with disabilities who request help will be given reasonable accommodation with the assistance of the University Office of Disability Services (292 - 3307)

Academic Misconduct:
In accordance with Faculty Rule 3335-31-02, all instances of alleged academic misconduct will be reported to the Department Chairperson and the Committee on Academic Misconduct (COAM).  Alleged misconduct cases will be resolved via COAM’s hearing processes as described in the University’s Code of Student Conduct.   Instructors, lab consultants and graders will not make an evaluation of the facts of the case, either towards guilt or innocence.  

As defined in the University’s Code of Student Conduct, academic misconduct is any activity which tends to compromise the academic integrity of the institution or subvert the educational process.  Students who violate the University’s policies regarding academic misconduct are stealing academic credit and skewing the grading process against students who are honestly participating in the course. Their actions diminish the value of an academic degree when they falsely represent themselves as competent in a subject matter in the workplace. 

Academic misconduct includes, but is not limited to, giving or receiving information or assistance during an exam or submission of plagiarized work for academic requirements. It also includes changing graded material and turning it back in to be re-graded for a higher score.    

While we encourage students to learn from each other, each student’s submitted work must be entirely their own.  We encourage high level discussions of assignments.  However, specific discussion of a formula solution is not appropriate.   Examples of appropriate and inappropriate types of assistance are listed below:

Examples of appropriate assistance are as follows:

1. Students working together on non-graded examples similar to those of the assigned materials.  Non-graded examples are provided both in written and electronic format for use by students.
1. Studying in groups to learn problem solving techniques and function syntax using non-graded materials provided in the course text and notes.
1. Creating study guides for purposes of learning the materials in preparation for exams and quizzes.
1. Getting assistance from a course staff member (Lecturers, TA’s, Lab Consultants).  Staff members are trained to help students learn concepts so students can then successfully apply these concepts in the completion of their own assignments.  Appropriate assistance from course staff members may take either of the following forms:
3. A student asks for assistance for an un-attempted problem or a problem they do not understand how to approach.  The student should be shown how to do a similar problem and/or directed to specific materials in the course text.  Students and staff may also work through a high level strategy of how to go about solving the problem.
0. Appropriate: “You need to add all of the values that meet a specific criteria and the divide them by the number of items that meet this criteria”
0. Inappropriate: “Use the formula =SUMIF(B2:B10, TRUE)/COUNTIF(B2:B20, TRUE)”
3. A student asks for assistance with a mostly completed assignment.  The staff member may identify an error and provide appropriate assistance.   
1. Appropriate:  “The absolute referencing in the formula is incorrect, the price of widgets doesn’t change when copied down the column”  
1. Inappropriate:  “Add a $ in front of the 2 so the answer is B$2*C3.”        

Additional examples of inappropriate assistance are as follows:

1. Having another person complete any part of a graded assignment and misrepresenting it as your own work or having another person take an exam or quiz for you. 
1. Copying any portion of a graded assignment or exam, either written or electronic, even if this is later modified.  This includes work/files from both current and past quarters, even if you are re-taking the course and it was your own work.  Files may only be copied from the course websites and/or directories as specifically directed in an assignment. 
1. Giving or receiving an answer to a portion of a graded assignment including graded homework, labs, quizzes or exams.  
1. Helping another student with their homework or lab as they follow along from your completed or partially completed work.
1. Working together on a graded assignment.  High level discussions of problem strategies are allowed, but be advised that near duplicate assignments will be considered suspect unless the assignment was restrictive enough to justify such similarities in independent work. 
If a student has any questions about what is or is not permissible, he/she should read carefully the course syllabus and/or ask the course instructor for guidance.  Ignorance of the course policies or University’s Code of Student Conduct is never an excuse for academic misconduct.  


Classroom Etiquette

In order for me to do my job to the best of my ability and for you to do yours to the best of your ability, I must maintain a classroom environment that is conducive to learning. This means that if someone is disrupting class (by talking, forgetting to silence your cell phone, etc), I will have no choice but to call them out on it. You are all paying A LOT of money to be here. I take that very seriously. If another student is preventing you or other students from getting everything you can from this class, they shouldn’t be here.

Below I have outlined a few rules of etiquette that are fairly standard across universities and colleges nationwide. Many of these rules distinguish the college environment from the high school environment. You are probably already aware of these rules of etiquette, but they are still including.

1. Come to class on time. College classes move much faster than those in high school. Students pay to be there - good students are there to learn. Coming late is a disruption. If you are tardy, enter the room as quietly as possible so that the rest of the class doesn’t have to acknowledge your presence. 

2. Turn off cell phones and pagers. I will assume that each one of you is very important to someone else. You do not need to prove this by having a cell phone ringing during class.  I can guarantee you that you won’t hear my phone ringing in class.

3. Do not carry on private conversations in class. This behavior is just plain rude. It is also disruptive. Professors often deal with disruptive students by structuring class so those students will quickly fail. It is their job to work with those that are ready to move forward. If you are engaging in disruptive behavior, you should FULLY expect that I will ask you to stop the behavior or leave the classroom. The rest of the students in the class should not have to suffer through your private conversations. If you have come to class to socialize, you shouldn’t be here.

4. Do not cut the instructor off at the end of class. In some high schools, it is common for students to start putting notebooks and books away early. College professors have a right to expect more. College students have EVERY right to expect more out of their classes. Just because I hear books being put away doesn’t mean I lose my concept of time and stop class early. If you put your books away early, you’ll most likely need to get them back out again as I complete my lecture.

5. Do not ask instructors to repeat information that you missed when you have missed class. Many courses will require attendance, but it is always appropriate to let professors know that you understand that you are expected to be in class.  While high school teachers are expected to accommodate an "absent" learning style, college professors are not. If you do miss class, accept responsibility for what you missed. Review and learn missed material before the next lecture. If you must miss a class, don’t email the professor and ask “Did I miss anything important today?” Assume that class went on even though you weren’t there. You have a copy of the syllabus. You can see exactly what you missed. 


6. Do not rush to blame the instructor when you have problems in a class.  College professors are not required to structure class around the individual needs of each student. Instructors can typically demonstrate that many other students in the class are succeeding even though some of the students may be struggling. College is about more than teaching students' skills, it is about selecting students that are ready to work towards earning their degrees. An Accountant, for example, has to be ready to perform complex analysis and get things done. Students need to be ready to accept responsibility for their learning and work with campus resources to move them towards being self-directing, mature adults. Simply being enrolled in a class is not a guarantee that you will do well in it or even pass that. That part is entirely up to you. 

READ THIS!

Ways to improve your grade in this class:
· Don’t make excuses… Prepare yourself to work REALLY hard. This is a college course and I am paid to teach you A LOT of great stuff. You’re going to get your money’s worth out of this class. I promise I won’t let you down!

1. Do the homework assignments (before class).  The majority of your grade in this class is based on TESTS (not labs). This is a MATH class. The homework problems are the best gauge of whether or not you get the stuff I am showing you. You’ll be tested over how to APPLY what I’ve taught NOT simply just repeat concepts back to me.

1. Be prepared to work really hard on labs (which are only worth 20% of your grade). Labs are meant to be a grade cushion not a grade determinant. Be prepared to be frustrated by the fact that you may feel comfortable with material in the lab, but still struggle with it on tests. This just means you need to do homework! Labs are meant to give you the practice I can’t give you in lecture. Typically you will work on files where you are given the result your calculations should come up with. This allows you to see right away if your outcome is correct or incorrect. However, by the time you’re tested on something, trial and error should NOT be your strategy for solving problems.  The practice you’ve had with lab assignments AND homework should be your knowledge base. If I gave you a quiz or midterm on the computer, you would not be given the results you should calculate and you would still be TIMED. 

1. Be prepared to learn more than you could have ever imagined about the application software you WILL be using when you leave here (even if you think you won’t be using it- the College of Business seems to think this is the stuff you need to know).  

1. Be prepared to be VERY satisfied that you took this course after the quarter is over. You will probably hate the class while you’re taking it. I am okay with that because I know you’ll be extremely satisfied in 11 weeks. You’ll just have to trust me on this one. I’ve been teaching this class for over 12 years. I don’t get paid extra for students who fail. It’s a good quarter for me when my students do well. Take full advantage of the resources we offer. It’s up to you!


Detailed Syllabus Schedule:
The following page contains a detailed tentative schedule.   Exams, quizzes and assignments are subject to change. Major changes will be announced in class, and on the Carmen site.  Additional copies of this syllabus and schedule may also be obtained on Carmen from the Content menu and then by selecting Lecturer Materials. On quiz days, I will lecture for the first half or more of class. The quiz will usually be given during the second half of class (unless otherwise stated in class). You will be given assigned seats for quizzes and exams. Seat numbers will be distributed in lecture during week 2.
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Lec# Date Day Topics Reading HW assignment Class Problems in Course Notes

1 3/26 Mon

Intro, Our System - Windows 

7, Computer Basics

“Introduction to Computers” chapter Shelly 

Cashman (S/C) COM 1-38 & “Office 2010 and 

Windows 7” chapter OFF1-35,63-74 in the 

textbook

2 3/28 Wed

Intro to Excel,Writing 

Formulas, Relative/Absolute 

Addresses

Succeeding in Business (SIB book found 

2nd half of text matls) Chapter 1- Level 1 & 

3 p. 32-51, 63-79, Supplemental videos for 

lecture - posted on Carmen

Course Notes Excel Section

Exercise 2 p. 8, Exercise 5 

p. 11

Excel Section: 

Simple Formulas Exercise 1 - p7, Cell 

Addressing Exercise 3 p.9, Mult. Table 

Exercise 4 p.10

lab1 Logging in, Intro to Our System (pre-lab & lab assignment in course notes)

3 4/2 Mon Using Functions

SIB Chapter 1 - Level 2 p.52-62, SIB  Chapter 

2 - Levels 1 & 2 p88-130. Supplemental 

videos available on Carmen

Course Notes Excel Section

Exercise 9, p.18, 

Gradebook Exercise 6 p.12, 

Expenditures Exercise 7 p.14

4 4/4 Wed

Units problems, Spreadsheet 

design & using multiple 

worksheets, Goal Seek

Quiz 1

SIB  Chapter 2 - Level 3 p.131-153. Review 

SIB Chapter 1 Level 3 - workbook 

organization p. 63-76. Supplemental 

videos available on Carmen

Course Notes Excel Section

Exercise 12 p. 24

Excel Section: 

Water problem Ex.10 p.20

lab2 Using formulas and functions (pre-lab in course notes, in-lab given out in lab)

5 4/9 Mon

Charts, 

Relational operators & 

Boolean Logical Functions

SIB Chapter 3- Level 1 p.162-182, SIB 

Chapter 4 - Level 1 p.218-248

Course Notes  Excel 

Section

Exercise 18 p. 36

Excel Section:

 Stocks - Exercise 13 p. 26, 

Drug Team Assign - Exercise 14 p.28

Art logic Exercise 15 p. 30

6 4/11 Wed If's and Nested If's SIB Chapter 4 - Level 2,3  p.248-279

Course Notes Excel Section

Exercise 21 p. 40

Excel Section: 

Simple if's Ex.19 p.38,Nested If's Ex.20 

p.39,. BB's - Ex. 22 p.42

lab3 Spreadsheet Design,  Solving Units Problems (pre-lab in course notes, in-lab given out in lab)

7 4/16 Mon Reference functions, Quiz 2 SIB Chapter 5 - Level 1 p.290-307

Course Notes Excel Section

Exercise 29 p.53

Excel Section: 

Pricing Copies Ex 26 - p.50, 

Grades Ex. 27 p.51, 

Sales Order Pricing Ex. 28 p.52

8 4/18 Wed Financial Functions SIB Chapter 6 - Level 1 p.364-384

Course Notes Excel Section

Exercise 25 p.48

Excel Section: 

Financial problems Ex. 23 p.44

lab 4 Using Boolean Logic to solve problems (pre-lab in course notes, in-lab given out in lab)

9 4/23 Mon

Putting it all Together 

Quiz 3

Excel Section of Course notes - Snow 

Removal Problem p.55

 Anna & the King p.69 Playground Problem Ex. 31 p. 65,

10 4/25 Wed

PowerPoint, 

Review for midterm

S/C PowerPoint PPT1-123, supplemental 

videos on Carmen

Sample Midterms 1 & 2

lab5 Designing a worksheet, Reference/Financial Functions (pre-lab in course notes, in-lab given out in lab)

11

4/30 Mon

12 5/2 Wed

Database Concepts & 

Introduction to Access, 

Writing Queries

Course Notes Access Section Chapter 2.1, 

supplemental videos on Carmen

Course Notes Access 

Section 

Exercise 2.1-1 p.15

Setup a new database, MySnacks.mdb 

file on Carmen look at filtering, 

sorting

lab6 PowerPoint presentations (pre-lab in course notes, in-lab given out in lab)

13 5/7 Mon Writing Access Queries Course Notes Access Section Chapter 2.2

Course Notes Access 

Section Exercise 2.2-2 p.47

Course Notes Access Section 

Employee database Exercise 2.2-1 

p.39

14 5/9 Wed

Inner Joins, 

Quiz 4

Course Notes Access Section Chapter 2.3

 Course Notes Access 

Section Exercise 2.3-3 p.79 

Lone Star 

Access Section 

Employee database Ex. 2.3-1 p.68

Music database Ex. 2.3-2 p.72

lab7 Access - designing tables & queries (pre-lab in course notes, in-lab to be given out in lab)

15 5/14 Mon Outer Joins Course Notes Access Section Chapter 2.4

Course Notes Access 

Section Exercise 2.4-4 

p.110 Antique Car

Access Section Employee database - 

Exercise 2.4-1 p.91

16 5/16 Wed

Additional Problems in 

Access

lab8

17 5/21 Mon

Excel Database Functions, 

Quiz 5

SIB Chapter 7 p. 432-480

18 5/23 Wed Internet Topics Slides in course notes

lab9 Project Integration  (pre-lab in course notes, addl assignment given in lab)

5/28 Mon

19 5/30 Wed Review for Final Exam Work on Sample Exams in Course Notes

Lab 10

MW Lecture - CSE 200 -Spring '12 Syllabus

Midterm Exam

No classes - Memorial Day

Final Exam per Schedule: 8:30am Lecture Final exam is Monday, June 4th 7:30am-9:18am

1:30pm Lecture Final Exam is Tuesday, June 5th 1:30pm- 3:18pm

Course Notes Conference Database Access Section Ex. 2.4-2 p.96

Access queries - advanced 



Internet and HTML (pre-lab assignment in course notes, bring to lab for grading - no follow-up in lab assignment)
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