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SYLLABUS – SPRING 2012
INTRODUCTION TO EXCEL

ACCOUNTING 167 

	Office hours: 101C Nelson Smith
	David Schaafsma

	MTWRF
	Office: 438-3878

	Just Walk In 
	Home: (309) 662-0849

	E-mail:
	dschaa@ilstu.edu

	Web page:
	http://www.ilstu.edu/~dschaa


College of Business Mission

The College of Business provides a student-centered learning environment to develop the business skills and appreciation for continuous learning necessary to succeed in a dynamic global economy. Our high quality programs develop ethical; knowledgeable, and technologically competent business professionals. We strive to do this to further the University mission of providing a premier educational experience to undergraduates and to students in select graduate programs.

Department of Accounting Mission

The mission of the Department of Accounting is to provide high-quality, student-centered educational programs for students preparing for professional careers in accounting and information systems; to support research and other scholarly activities consistent with these programs; and to perform service activities for the Department, the College of Business, the University, and other organizations consistent with these programs.  In addition, our mission includes establishing relationships with outside organizations that support our programs, students, and faculty.  Providing introductory and other courses in accounting information systems to non-major students as a service to other departments within the College and University is also fundamental to our mission.
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	Objectives

	
	The objective of this course is to give the student a background in the fundamental concepts of Microsoft Office and an introduction to the use of electronic spreadsheets (Excel). By the end of this course you will be able to:


	
	A.
	Use common features shared by Office applications.

	
	B.
	Use electronic spreadsheets as a tool to solve business problems



	II.
	Educational Materials

	
	A.
	Book – choose one form your local bookstore. 

	
	B.
	Jump Drive

	
	
	


	III.
	Typing Skills

	
	The ability to type is of paramount importance in this class. Lack of typing skills seriously limits the speed at which other class members are allowed to progress through the material.  If you cannot currently type, please be advised that this is a problem that should receive your immediate attention and consideration.

	
	

	IV.
	Evaluation and Special Incentives


	
	A.
	You will have one exam.

	
	B.
	You will have numerous homework assignments.

	
	C.
	Your final grade will be based on a percentage of total points according to the following factors:

	
	
	
	A>=90%

	
	Homework
	20 points
	B> = 80%

	
	Final Exam
	100 points
	C >= 70%

	
	
	
	D >= 60%

	
	
	
	F = <60%

	
	This course is a credit/no credit course and requires 70% or better to pass.  



	
	Exams

Exams must be taken at the scheduled date and time unless prior arrangements have been made.  Students who are not present for an exam receive a zero (0) for that grade. All headgear (hats, etc.) must be removed for an exam. No sunglasses may be worn during the exam. Students arriving late for the exam may be, at the discretion of the teacher, barred from taking the exam. If allowed to take the exam, late students will have no more time to complete the exam than that needed for those students who arrived on time. 

While taking an exam, all students will face directly forward, keep their eyes on their own exam, and cover their answer sheet. Any one caught cheating on an exam or aiding another individual will receive an “F” in the course and will be referred to S.D.R.S. Chatting online is an automatic reason for failure.
Exams in this course will be a combination of objective style questions along with hands-on questions. Some exams may be all objective, some may be all hands-on, and some may be a combination of the two styles.



	V.
	Individual/Group Projects


	
	Each student will be expected to numerous homework assignments during the next five weeks. 

	
	

	VI.
	Attendance/Comportment

	
	Each class lecture builds on previous lectures during the semester. Students who miss lectures typically have trouble completing assignments. 



	
	It should also be noted that part of class attendance involves arriving at class on time.  People who enter the classroom after class starts break the concentration of fellow students as well as disrupt class.



	
	Arriving at class on time is especially important for this course.  This particular class will be making extensive use of the computer. It is extremely disruptive for individuals to enter after the class has started.  That individual must disrupt others in moving to their workstation.  Diskettes/files must be obtained for that person.  That person then must be instructed as to what the rest of the class is doing.

Since this is a computer classroom, computers are always present and many times turned on during class lectures. During formal lectures students are supposed to be paying attention to the information covered in the lecture and not interacting with their computer. If students are playing with their computer and not paying attention in class, I reserve the right to turn off that individual’s computer. 

Students are also not supposed to be carrying on personal conversations during a lecture. This type of action not only interferes with the ability of adjacent students to concentrate on the lecture but is just plain rude.

 

	VII.
	Printer Usage
Classroom printers are supposed to be used only for printing projects/assignments related to the class for which you are enrolled (in this case, Acc 167). You are not to use the printer for printing assignments for classes other than Accounting 167. To try to enforce this rule, the management of the computer classrooms has placed time limits for when printing in this class can occur. The printer will be available only from the beginning to the end of class. Before or after those times any print commands that you issue will be ignored.

This means that you will not be able to get to class early to print an assignment that is due the same day. Please be sure to take this into consideration in planning your schedule for homework assignments.  



	VIII.
	Late Work

	
	Assignments will have due dates.  Late work will be penalized. All assignments are due at the end of the period on the date assigned.  If they are not turned in on time, twenty percentage points will be deducted from the grade for each day (24-hour period) that the assignment is late. This means that if you do not turn work in on time and decide later that you need to meet the homework requirement specified elsewhere in this document you will still receive a zero for that assignment. Please refer to part VI.



	IX.
	Computer Competency

	
	It should be noted that all students are expected to apply computer skills learned in the class.  This will entail using the microcomputer to prepare written papers, to solve problems or accomplish any assigned work.

It should also be noted that the use of e-mail software should be considered as an integral part of this course. Every student in class will have an e-mail account at the university (if they don’t already have one). Project assignments will, from time to time, be e-mailed to students during the course of the semester. Students should, therefore, check their e-mail at least twice each day to see if additional comments about an assignment or a completely new assignment have been received.



	X.
	Effort

	
	To be successful in this course and begin to master the various software applications covered in this class requires that you spend a substantial amount of time on your own using these software applications. If, for example, you do not spend sufficient time on the Common Features of Office module mastering the content and becoming comfortable with the software; you will find it more difficult to do later assignments. 

It is a general “rule of thumb” that you should spend about 2 to 3 hours outside of class studying/working on a course for each hour of class-time. This means that you should be investing time on the class even when formal homework has not been assigned.

Little comfort and help will be given to students who have not mastered concepts that have been covered previously in the class. I will not tell you how to perform a task for which information has been previously introduced in class that prepares you for the process in question.



	XI.
	Drop Policy

	
	The procedure for dropping each course or courses will be followed precisely as stated in the current catalog.  Students should note that they are allowed to officially enroll in an accounting course only twice.  Thus, if a student completes a course, or drops a course after the official

tenth day enrollment report, he or she may officially enroll in the same accounting course only one additional time.



	XII.
	Ethical Conduct

	
	Students enrolled in College of Business classes are expected to maintain high standards of ethical conduct within the classroom and when completing assignments, projects, and/or exams. Plagiarism and other forms of academic dishonesty such as cheating will not be tolerated. Students are expected to provide appropriate citations for non-original writing even if the original work is paraphrased. Penalties for plagiarism and other forms of academic dishonesty may be severe.

Students who are planning to enter the field of accountancy or business should be advised that they are held to higher ethical standards than people who enter some other type of profession. These ethical standards also apply to work done for the classroom.  That student must do work that is turned in. It cannot be the "borrowed" or "remanufactured" work of another student.  Any individual caught cheating on a test, homework, or assigned cases will receive an F in the course and can expect a referral to Student Dispute Resolution Services (S.D.R.S.).


Section 2.1.19 of the Student Code of Conduct as well as the Illinois State University "Undergraduate Catalog" contains the following excerpt related to academic honesty:

	
	
	Academic Integrity
Students are expected to be honest in all academic work. A student's name on any academic exercise (theme, report, notebook, paper; examination) shall be regarded as assurance that the work is of the student's own thought and study. Offenses involving academic dishonesty include, but are not limited to, the following: 

a. Cheating on quizzes or examinations occurs when any student is found using or to use any book, paper; or other article, or assistance from any individual to deceive the person in charge of the quiz or examination with reference to his or her work. No books, notes, papers or related articles shall be used at any quiz or unless specifically authorized by the person in charge. Conversation or other between individuals in examinations and quizzes is forbidden except as authorized by the instructor. 

b. Computer dishonesty is the unacknowledged or unauthorized appropriation of another's program, or the results of that program, in whole or in part, for a computer-related or assignment. 

c. Plagiarism is the unacknowledged appropriation of another's work, words, or ideas in themes, outlines, papers, reports, or computer programs. Students must ascertain from the instructor in each course the appropriate means of documentation. Submitting the same paper for more than one course is considered a breach of academic integrity unless approval is given by the instructors. 

d. Grade falsification is any attempt to falsify an assigned grade in an examination, quiz, report, program, grade book, or any other record or document. 

e. Collusion occurs when students willfully give or receive unauthorized or unacknowledged assistance on any assignment. This may include the reproduction and/or dissemination of materials. Both parties to the collusion are considered responsible. No individual may for another in any quiz or examination. 



	        
	Work that is turned in by a student in this class is supposed to be the work of that student only.  It is not supposed to be the product of friends working together. It is appropriate for a student to get help from another student in solving a particular problem. Such help, however, should be restricted to determining an approach for problem resolution. It should not take the form in which one student is directed step-by-step by another in solving the problem.  In this type of situation, where the work of two people is almost identical, both individuals shall be referred to S.D.R.S.
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Any student in need of a special accommodation should contact the staff in the Office of Disability Concerns at 438-5853 (voice) or 438-8620 (TDD).
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