Spreadsheet & Database Principal (IST 150-section 102)
Fall 2018
CRN # 2607
IST 150 Section 101 
3 Credit Hrs 












Instructor: 

Dr. Hamid Chahryar
Office: 


PH 211

Phone: 


304 696 2690
E-mail


Chahryar@marshall.edu

________________________________________________________________________________________

Class Hours:

M-W-F

From 10:00 am to 10:50 am

ML 122
Office Hours: 

M-W-F

11:00 am to 12:00 pm




T:

02:00 pm to 04:00 pm
Appointment during the time other than the office hours is possible. Call me or 

E-mail me and let me know whenever you need me.

	University Policies

	:  By enrolling in this course, you agree to the University Policies listed below.        
   Please read the full text of each policy by going to 
   http://www.marshall.edu/academic-affairs and clicking on “Marshall 
   University Policies.”  Or, you can access the policies directly by going to 
   http://www.marshall.edu/wpmu/academic-affairs/?page_id=802 

   Academic Dishonesty / Excused Absence Policy for Undergraduates / 
   Computing Services Acceptable Use / Inclement Weather / Dead Week / 
   Students with Disabilities / Academic Forgiveness / Academic Probation and 
   Suspension / Academic Rights and Responsibilities of Students / Affirmative 
   Action / Sexual Harassment 


Text Book:

New Perspectives Microsoft Office 365 Excel 2016
(ISBN: 1-305-88041-2)



Intermediate



New Perspectives Microsoft Access 365 Access 2016   
(ISBN: 1-305-88029-3)



Comprehensive
Computer requirement: Supplemental materials can be found contained within the Blackboard Learn environment (http://www.marshall.edu/muonline/). I will be sending class announcements, updates, etc. using your Blackboard account (will discuss during the first lecture).  Access to a WWW browser is required. Data files for Excel and Access are available on the CD attached to your textbooks or online. Microsoft office 2016 is already available throughout the Campus. Students who have Microsoft Office installed on their Personal Computer would be able to work on their course material out of campus. Data files required to complete the assignments can be found also online. 
Course description: Introduction to Microsoft Excel (Spreadsheet) and Access (Database) as two tools used frequently in majority of research projects.   
Credit: The course is three (3) credit hours. It includes Classroom Lectures, Quizzes, Exams, Homework Assignments, and Projects (Optional).  
Prerequisites: PR: None
Course objectives/Outcomes:
By the end of this course, you should be able to:
	Course Student learning outcome
	How practiced in this class
	How assessed in this course

	Students will be introduced to excel as spreadsheet, data entry and data and work book management

	In class lecture and hands on examples and discussion
	End of the Module 1,2

quiz #1, mid-term exam  

	Students will be introduced to Formulas and Functions and Charts
	In class lecture and hands on examples and discussion
	End of the Module 3,4 
quiz #1, mid-term exam  

	Students will learn to use tables, Pivot table and workbook management.
	In class lecture and hands on examples and discussion
	End of the Module 5,6
quiz #2, mid-term exam  

	Students will learn to create and use Macros in Excel and tables 
	In class lecture and discussion. End of part I project will be presented + Mid-term
	End of the Module 7
quiz #2, mid-term exam  week 7

	Students will be introduced to database, database tables and relationships
	In class lecture and example and discussion
	End of the Module 1,2

quiz #3, final exam 


	Students will learn to create and use query, forms and Reports in Access.
	Lecture and hands on practice
	End of Module 3,4
quiz #3 Final exam 


	Students will learn more on Query and custom forms in Access
	Lecture and in class hands on practice 
	End of Module 5,6
quiz #4, Final exam 


	Students will learn more about 

automating Access with Macros
	Lecture and in class hands on practice
	Week 14, Module 7
Quiz #4


Instruction method:
There will be 3 contact hours of classroom lecture per week. Number of quizzes, projects and exams will be administered in this course.  Lectures and discussions are integral parts of this course. Students are strongly encouraged to participate in those in class discussions.
Evaluation method: 
Evaluation of student's performance will be based on the quality of your performance on projects, homework assignments, quizzes and exams.  

Grading policy:

4 quizzes (10% each)





40%




Tentative date for Mid-term (February 24th)


15%




6 homework assignments (5% each)



30%



Final Exam (Refer to final exam schedule)


15%



Assessment of Projects:

The grading of all quizzes and homework assignments will take into account:

· Although the most important attribute of an assignment is correctness, grading will take into consideration efficiency, documentation, etc.  

· Although interactions with other students are encouraged, you must compose your own answers, unless otherwise noted.  

· Individuals who utilize other people’s thoughts or ideas must provide appropriate references to said resources, including any and all web resources consulted.  Failure to provide such documentation will result in a failing grade for the assignment, and may result in a failing grade for the course.

Grade distribution policy:      
 
Final grade >90 
letter grade = A

90>Final grade >=80 
letter grade = B 

80>Final grade >=70 
letter grade = C

70>Final grade >=60 
letter grade = D

 Final grade <60 
letter grade = F

Additional Policy Statements:
My Academic Dishonesty Policy

Academic Dishonesty is defined as any act of a dishonorable nature which gives the student engaged in it an unfair advantage over others engaged in the same or similar course of study and which, if known to the classroom instructor in such course of study, would be prohibited. Academic Dishonesty will not be tolerated as these actions are fundamentally opposed to "assuring the integrity of the curriculum through the maintenance of rigorous standards and high expectations for student learning and performance" as described in Marshall University's Statement of Philosophy.

If you are found cheating on projects or plagiarizing answers from the Internet or other sources (among other things), there will be no second chance.  Your penalty is that you will receive a failing grade for the course.  In those cases in which the offense is particularly flagrant or where there are other aggravating circumstances, additional, non-academic, sanctions may be pursued through the Office of Judicial Affairs.  Notice of an act of academic dishonesty will be reported to the Department Chair, Dean of the College of Science, and to the Office of Academic Affairs.  Please refer to the Marshall University Undergraduate Catalog for a full definition of academic dishonesty.
Attention: All quizzes must be taken in class and at designated time. Any quiz taken outside of the class will be considered as cheating. First time, student who submit such a quiz will get a zero for that it. Second time, he/she will be reported to student judicial office.  
Attendance Policy:

Records of attendance will be kept on a daily basis. Successful completion of the course is very unlikely without regular attendance. Please manage your time wisely. It is your decision and your responsibility. Any extra help will depend on student’s attendance record. 

Make-up Exams policy:

Any student who misses a test due to an unexcused absence will receive a grade of "0" (zero) for that test. Any student who can provide verification that he/she missed a test due to a University approved excused absence will have one week to take a make-up exam that would be equivalent to the regular test. However, it is faculty’s decision to validate student’s excuse. Student must make an arrangement with the faculty to take the make up exam prior to the distribution of the result of the regular test. Students missing the final exam for any reason will get an “F” in this course. 

Any student who misses a quiz due to an excused absence will have only one week to take a make-up quiz. Any late submission of request for make-up quiz won’t be considered. Any student who misses a quiz due to an unexcused absence, would have only one week to discuss the matter with the instructor and solve this issue. Beyond that, the grade for that quiz would be a zero. 
Tutoring and support:   Ask the office manager for any information, room ML 116


Tutoring may be available for this course. Students are encouraged to take advantage of this extra help if it is offered by the IST Department. It is important to note that the instructor and or tutor will assist students in helping them to comprehend the concepts. Completing the assignments remains student’s responsibility and depends on student studying the material in the textbook. However, if tutoring services are not available at IST department, you need to refer to tutoring center at Marshall University.  
Special Needs:



Student enrolled in H.E.L.P. or any other support program at Marshall University must present his/her enrollment documents to receive the accommodations required by the program. Student’s verbal request, in the absence of such documentations, does not obligate faculty to provide any accommodations such as exam-time extension and/or special computer etc…

Assignments and projects:

Students will be given two types of assignments; homework and quiz. Each homework assignment is due at the due date before the midnight. 24 hour late assignments will be considered only with 10% penalty. Later assignments will not be considered. University excused absence rules will be honored. 
Exams, and assignments submission Policy:

Excel files:

Excel assignments must be named as Assignment 1, Assignment 2, etc…

Each assignment must be sent to my Marshall email at: chahryar@marshall.edu
As an attachment.

Access files:

Student will create a Folder Named as student’s last name. Example (Chahryar) 

Every submission must be saved in the created folder.

The folder must be compressed before being attached to your email.

To compress the folder:

Right click on folder’s Icon

Click on “send to”

Click on “compressed (zipped) folder”

Once the compressed folder is created, attach it to your email and send it to: chahryar@marshall.edu

The original folder will remain unzipped. Each new assignment must be saved in the original folder and zipped again before being submitted. 

Keep the original folder on your desktop or in your flash memory as a backup.
Each file must be named as Assignment #1, Assignment #2 etc. or Quiz #1, Quiz 2 etc…

Attention:

· Any assignment and/or exam not submitted within the folder that you created, will not be considered. 

· Assignments must be properly named.

· Due dates will be strictly enforced 

· In this course, the intent is to give 8 quizzes. Each quiz is going to have 5% of the final grade. If, for any reason, less than 8 quizzes are administered, the remaining points will be shared equally among the given quizzes. This policy will be also applied to the assignments. 

· The material covered in each quiz will be from the related tutorial(s). Students should not rely only on the in class lectures. The entire chapter(s) must be studied to gain a good grade in each quiz.

· In this course the intent is to cover the chapters indicated in the syllabus. There may be some variations based on the progress of the class. 

Hardware and software administration:

The hardware and software in this lab including the computers, projector and Microsoft Office etc… are administered by the Computer Center and/or COS IT department. Therefore, any equipment failure or any software freeze and/or crash is out of faculty’s control. Students are responsible to save their own work periodically in anticipation of any failure at any time. They should strongly consider this for their own benefit. 

Communication: The Discussion Tool within Blackboard and E-mail to your MU e-mail address will be used to make any general announcements, last minute changes, etc.  It is mandatory that you monitor your Blackboard course messages at least once a day.
Note about cell phones in class: In compliance with Marshall University’s cell phone policy, all cell phones must be set to "Vibrate Only" mode (or turn it off) before you enter the classroom. 

Important Dates:

Monday, August 20th



First Day of Classes

Monday, August 27th



“W” Withdrawal period begins

Monday, September 3



Labor Day Holiday 
Monday October 8th



Freshmen/Sophomore midterm Grades due
Friday October 26th



Last day to drop an individual course

Monday November 19th-November 24th

Thanksgivings Holidays
Monday December 3rd-December 7th

Dead Week

Friday, December 7th,



Last Class Day

