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2. UNIVERSITY MISSION STATEMENT



11. REQUIRED TEXTBOOK AND RESOURCE MATERIAL:

BOOK AUTHOR VER YEAR PUBLISHER ISBN# UPDATED
gfgtO“t Office  reqiout 1 2019 TestOut 9781-93508-0718  2/21/20

NOTE: The TestOut certification test is required of all students! Instructors may decide how
to assign points, but all students must take the exam.

12. OPTIONAL MATERIALS

13. COURSE OUTCOMES AND 5 (72 693.d3 0.48 refTh Ep NCIB Ep 60 Tc 0 Tw 22.54 0 Td()IP.33 0 Td(
present information

e Import and export data betw693.een Office applications and other computer programs
e Format Office applications with templates and th693.e.72me sets
e Build presentations w693.ith animation in Micros3 0.4oft P.720w693.erP.720int

14. ATTENDANCE REQUIREMENTS:

Students enrolled at one of the university's external campuses should make every effort to attend



program or activity in the university. The Coordinator of Counseling Services serves as the
coordinator of students with a disability and should be contacted concerning accommodation
requests at (806) 291-3765. Documentation of a disability must accompany any request for
accommodations.

17. COURSE REQUIREMENTS and GRADING CRITERIA:

ITEM POINTS GRADE
FINAL 200 A =600 - 540
QuUIZ’S 135 B =539 - 480
LABS 55 C =479 -420
PROJECT 100 D =419 - 360
Complete Test Out 110 F =359 and below

Students shall have protection through orderly procedures against prejudices or capricious
academic evaluation. A student who believes that he or she has not been held to realistic
academic standards, just evaluation procedures, or appropriate grading, may appeal the final
grade given in the course by using the student grade appeal process described in the Academic
Catalog. Appeals may not be made for advanced placement examinations or course bypass
examinations. Appeals are limited to the final course grade, which may be upheld, raised, or
lowered at any stage of the appeal process. Any recommendation to lower a course grade must
be submitted through the Vice President of Academic Affairs/Faculty Assembly Grade Appeals
Committee for review and approval. The Faculty Assembly Grade Appeals Committee may
instruct that the course grade be upheld, raised, or lowered to a more proper evaluation.

18. TENTATIVE SCHEDULE
Date Reading Topic Assignment
26 Mar Access Creating tables and Forms 7.1-7.3
Lab as Assigned in class

2 Apr



7 May Power Point

14 May  Power Point

19. Additional Information

None

Basic power Point

More activities

6.1- 6.6

Labs as assigned in Class
Quiz #9

6.7-6.11

Final
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