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CTCT 3200/3203

Records Management
Fall 2012
Business/Marketing Education

College of Education

Instructor:
Dr. Elisha Wohleb
wohleec@auburn.edu

334-844-3800
Office Hours:

Tue
8:00-12:00
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AUBURN UNIVERSITY SYLLABUS

	Course Number:
	CTCT 3200/3203

	Course Title:
	Records Management

	Credit Hours:
	2 semester hours (Lecture 2)

	Class Time:
	M/W 10:10:50 (Friday Lab day 8-12)

	Prerequisites:

	Satisfactory Score on AU Computer Competency Test or COMP 1000 or Departmental Approval

	Co requisites:
	None

	Instructor:
	Elisha Wohleb

	Office Location:
	211 Wallace Building (mail to 108 Wallace Building)

	Office Hours :
	Tuesday 8:00-12:00
Other times by appointment

	Office Phone:

	334-844-3800

	E-mail:
	wohleec@auburn.edu



1.
Date Syllabus Prepared:
Fall 2012
2.       Texts:
Note:  Please be sure to purchase correct edition of the textbook. Assignments from previous versions/editions of the textbook will NOT be accepted.

Shelly G., Pratt P., and Last M.  (2011). Microsoft Access 2010: Comprehensive.  Boston, MA:  Course Technology, Inc. 

ISBN: 1-4390-7902-1 (Required)
One 3-ring notebook

Flash drive for saving work 
Microsoft Access 2010 (if you need to buy the software, please visit: http://www.microsoft.com/student/en/us/office/default.aspx   **$84.99)
2 reams of white paper (on campus) – Due the first week of school
Certiprep Practice Software
*No food, drink or tobacco in the lab (
How to order your textbooks:

           University Bookstore

1. Go to www.aubookstore.com and order your book on-line by submitting the order form provided on that page. Your order may be charged to your Bursar bill or you may use your credit card.

2. Dial the toll free number to the AU Bookstore - 877-278-2337  

           J & M Bookstore

1. Go to www.jmbooks.com and use their online ordering system.

2. Dial the toll free number 800-323-1405.  J & M only accepts credit cards. 

           Anders Bookstore

1. Go to www.anders-bookstore.com and use their online ordering system.

2. Dial the toll free number 800-Anders-1. 

This course will require the use of Canvas – www.auburn.edu
3.
Course Description:
A study of integrated records management systems, records management functions, classification systems, electronic records, and records management careers; including decision making and business problem solving using microcomputer software applications to include database management programs, and operating systems.

4.
Course Objectives:
Upon completion of this course, students will be able to:


A.  Utilize application software – specifically database – in business situations (290-3-3-.25.1.c);
1. Explain terms associated with database management software applications;

2. Demonstrate an understanding of database management software, including concepts, operations, procedures, and systems (290-3-3-.25.1.a.3);

3. Add, delete, and change records in an existing database;

4. Utilize application software in business situations; (290-3-3-.25.1.b.9)
5. Employ database management software to create, display, sort, and prepare databases and database reports  
6. Successfully pass the Microsoft Office Specialist (MOS) Exam for Access. There is an additional cost of $90 (voucher w/ one retake) and $75 (practice software – this only needs to be purchased once – all programs for this price). Money for the Access exam will be due on Friday, September 14th. Please note that after the due date you will be required to purchase vouchers online (www.certiport.com). Checks should be made payable to Auburn University. Off Campus students are welcome to come and test on-campus. If you plan to test on-campus please send your check in time to reach me by the due date. If you are not testing on-campus please contact your testing site NOW to make sure they have the 2010 test version. After verification send me an email with testing center information.
B. Discuss systems concepts used in managing a records program in an integrated office. (290-3-3.25.a.2)
1. Plan appropriate filing systems to use in varied professional situations.

2. Outline the principles to be applied in establishing a filing system and records management program.

3. Utilize the records storage systems for information management.

4. Make informed decisions about the appropriate procedures in filing, storing, retrieving, retaining, and disposing of information.

5. Classify the staff levels in the records management program and the qualifications needed to attain a position at each level.

6. Be knowledgeable of legal obligations related to records management in the private and public sectors.

5.
Course Requirements:
1. Attendance is required for on-campus students. 

2. Take all examinations.

3. Read assigned materials prior to attending classes.

4. Projects/Presentations should be turned in as scheduled
5. Complete a course portfolio.  Portfolio will be evaluated on established criteria covering organization, presentation, and substantive nature of content included by the learner. Portfolio must include: Creative Cover (must include word art, clip art, creative font, etc.), DETAILED Table of Contents (you should have explicit detail of what I will discover behind each labeled divider (, all weekly work, and Discussions. Notebooks should be: turned in on time, neat, complete, and have clearly labeled dividers. (Please use presentation type binder which allows for cover page to be inserted on front and end identifier.) MAKE SURE YOUR PORTFOLIO REACHES ME BY November 28th, BY NOON – NO EXCEPTIONS – NO LATE PORTFOLIOS WILL BE ACCEPTED. If you are mailing notebooks you must ship them in time for me to have them by the 28th.  Mail notebooks to: 108 Wallace Building  Auburn University, AL 36849 Attn: Dr. Wohleb
6. Complete and turn in assignments at the assigned time – Sunday by 11:30 electronically through Canvas. This is a very fast-paced course. You must stay on schedule with assignments. Late work will not be accepted. On-campus students will submit hard copies of weekly assignments at the beginning (10:00) of each Monday class as well as uploading Sunday night. Distance learning students should submit all weekly assignments through Canvas prior to 11:30 pm of the Sunday following the assigned week. All projects will be evaluated on accuracy, completeness, professional appearance, and ability to follow directions. If assignments are not your own individual work, you will receive a “0” for the assignment.
7. PLEASE PRINT AS YOU WORK THROUGH THE PROJECTS! The book is not specific about printing. A good rule is to print every time you save your work. At times you may have to do a “Shift + Prt Screen” - then paste into Word to produce a figure of your work. Since Access projects builds on itself each week, it is imperative that you print as you go. 
8. Complete problem-solving applications and project based assignments.  Students will apply learned skills and concepts to business document formatting and preparation.  The case problem method will be used to present realistic and unstructured scenarios, which require learners to appraise, develop, and apply appropriate solutions. (Part of weekly assignments)

9. Complete all exams. Exams will be written, production, and/or project-based. There is no make-up of exams except documented circumstances.  It is the student’s responsibility to contact the instructor prior to missing test or deadline.
10. Create a “Creative Database” that must include, but is not limited to:

· Minimum of two tables – the more, the better
· Input form

· Useful reports (2)

· Switchboard on start-up

· Insert graphics

Be creative and have fun
11. Complete the Microsoft Office Specialist (MOS) Certification Exams for Access. Money will be due on Friday, September 7th  – Make checks payable to Auburn University. 

It is HIGHLY recommended that you begin practicing for the certification exam immediately and continue to practice at least one hour per week.
INFORMATION REGARDING CERTIFICATION EXAM

The Microsoft Office specialist exam for Access is a requirement of this course. All business education majors and office system management minors must successfully pass these exams prior to internship/signature. 

6.  Grading and Evaluation Procedures:
The final grade for the course will be based on the following:

	Item
	Percentage of Final Grade
	Due Date

	Weekly Assignments 
	35%
	Weekly ( Sunday at 11:30 pm)

	Access Certification Exam
	25%
	Sunday, November 11th 

	Creative Database Project
	10%
	Due November 26th  

	Terminology Tests
	20%
	Test 1 – September 12th  
Test 2 – October 3rd  

	 Portfolio
	10%
	November 28th  before noon

	Total 
	100%
	


The following grading scale will be used:

	90 - 100 % 
	= A

	80% - 89.9% 
	= B

	70% - 79.9% 
	= C

	60% - 69.9% 
	= D

	Below 60% 
	= F


You will need to ship your class portfolio to me at the following address:

Elisha Wohleb

108 Wallace Building

Auburn University, AL  36849
Be sure to ship it so that it will reach me prior to noon on November 28th before noon.
NOTE TO DISTANCE LEARNING STUDENTS: 

Distance Learning students will be responsible for locating a qualified proctor and completing all proctor forms BY THE FIRST WEEK OF CLASS. The following descriptions of a proctor are provided by the University:

B:  “Students in distance education courses shall take all closed resource examinations under the supervision of an approved proctor. Examples of approved proctors include a School Superintendent, a Principal of a high school, or a Dean or Department Head of a College. Proctors shall be verified. The proctor will manage the examination in a secure manner, requiring students to present a picture ID.” 

There are two Proctor Forms that must be received by the first week of school (signed form and picture ids). Proctors will be verified. Proctor Forms can be found on Canvas’ class page. 
7. Class Policy Statements:
Participation: Students are expected to participate in all class discussions and participate in all exercises. It is the student’s responsibility to contact the instructor if assignment deadlines are not met. Students are responsible for initiating arrangements for missed work. 
Late Work will not be accepted. 

Attendance/Absences: For on campus students, attendance is required at each class meeting. Distance learning students must log on and participate in Canvas weekly. If an exam is missed, a make-up exam will be given only for University-approved excuses as outlined in the Student Policy eHandbook; the URL is www.auburn.edu/studentpolicies. Arrangement to take the make-up exam must be made in advance. Students who miss an exam because of illness need a doctor’s statement for verification of sickness and should clear the absence with the instructor the day they return to class. Other unavoidable absences from campus must be documented and cleared with the instructor in advance. 
Unannounced quizzes: There will be no unannounced quizzes. 
Accommodations: Students who need accommodations are asked to electronically submit their approved accommodations through AU Access and to arrange a meeting during office hours the first week of classes, or as soon as possible if accommodations are needed immediately. If you have a conflict with my office hours, an alternate time can be arranged. To set up this meeting, please contact me by e-mail. If you have not established accommodations through the Office of Accessibility, but need accommodations, make an appointment with the Office of Accessibility, 1228 Haley Center, 844-2096 (V/TT).

Honesty Code: The University Academic Honesty Code and the Student Policy eHandbook (www.auburn.edu/studentpolicies) pertaining to cheating will apply to this class. 
Professionalism: As faculty, staff, and students interact in professional settings, they are expected to demonstrate professional behaviors as defined in the College’s conceptual framework. These professional commitments or dispositions are listed below: 

· Engage in responsible and ethical professional practices 

· Contribute to collaborative learning communities 

· Demonstrate a commitment to diversity 

· Model and nurture intellectual vitality 

Distance Learning Students: Unless specific instructions have been given for a designated course, students in distance education courses shall take all closed resource examinations under the supervision of an approved proctor. Examples of approved proctors include a school superintendent, a principal of a high school, or a dean or department head of a college. Proctors shall be verified and exams shall be sent directly to the proctor who will manage the examination in a secure manner, requiring students to present a picture ID. 
The instructor reserves the right to make changes to the syllabus, class requirements, and schedule.
