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Syllabus - CTCT 5250/52536250/6256
Information Design and Analysis
	Office:
0303B Haley Center
Auburn University
Phone:  (334) 844-8724
Mailing Address:

5040 Haley Center
Auburn University, AL 36849
	INSTRUCTOR: Dr. Elisha C. Wohleb
E-mail:  wohleec@auburn.edu
Credit Hours: 3 Semester Hours (Lecture 2,Lab 2)

 Prerequisite: 

Office Hours: M/W 8:00-10:00 
                        Other times by appointment




TEXTS, RESOURCES and SUPPLIES: 
Sebok, S. (2016). Microsoft PowerPoint 2016:  Comprehensive. Boston, MA:  Course Technology. ISBN: 1305870816 / 9781305870819. (Required) 

Freund, S., Starks, J., & Schmieder, E. (2016) Microsoft Excel 2016: Comprehensive. Boston, MA : Course Technology, Inc. ISBN: 1305870727 / 9781305870727 (Required)

Microsoft PowerPoint 2016 – Windows version
Microsoft Excel 2016 – Windows version
*The Office of Information Technology, in a partnership with Microsoft, is giving each currently enrolled student access to full-versions of Microsoft Office and Office Mobile for FREE! This can be installed simultaneously on 5 devices and is available for PC, Mac, iOS, Android, and Windows Mobile. Learn more at http://www.auburn.edu/oit/365.
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. 

Or you may order textbooks from any online bookstore.

This course will require the use of Canvas.  Canvas’s  address is https://Canvas.auburn.edu 
INFORMATION REGARDING CERTIFICATION EXAM

The PowerPoint and Excel Microsoft Office Specialist (MOS) exams are a requirement of this course. All business education majors AND office system management minors must successfully pass these exams prior to internship/graduation. 

COURSE DESCRIPTION:
Decision making and business problem solving using microcomputer software applications to include spreadsheets, presentation software, and operating systems.
COURSE OBJECTIVES:

Upon completion of this course, students will be able to:
1. Explain terms associated with spreadsheets and database management software applications;

2. Use spreadsheet software to design, build, and format spreadsheets based upon standard accounting principles, as well as generate output  (290-3-3-.25.1.b.1 and 1.b.3);

3. Identify necessary equipment and software used in business decision making and prepare a purchasing proposal for a given situation;

4. Apply the appropriate business computer applications to solve simple and complex business problems;

5. Demonstrate knowledge of accounting principles and personal and business finance. (290-3-3-.25.1.a.4)

6. Utilize presentation, graphics, and telecommunications in business situations. (290-3-3-.25-1.b.9)

7. Apply course information to solve problems, update expertise in current or emerging topics, and/or develop research areas related to their area of specialization.

8. Successfully pass the Microsoft Office Specialist Exam for PowerPoint $90 (voucher – includes free retake). The money will be due on January 29, 2017.
9. Successfully pass the Microsoft Office Specialist Exam for Excel $90 (voucher – includes free retake). The money will be due on January 29, 2017.
10. Students that did not receive GMetrix practice software during fall semester should email Dr. Wohleb for a code and directions. The practice software is critical in your preparation for taking the exam. 
** Please note that the below assignments for PowerPoint and Excel prepare you for the core certification exam.
COURSE OUTLINE:

	Date
	Assignment(s)

	Week 1:

Jan. 11-15

	1. Go over Syllabus and get books!

2. Introduce yourself on the discussion board.


	Week 2:

Jan. 16-22

	1. Download (PowerPoint) student data files- Instructions on inside back cover of textbook.

2. Read and Complete Chapter 1 *please note that you will create a project following step by step instructions denoted by red circles/white number – PPT 4(page#) will begin your directions for Chapter 1.

3. Chpt 1 - In the Lab #2 (PPT 53)
4. Chpt 1 – Consider this Your Turn Part 1 (PPT 54)

5. Chpt 1- Vocabulary – Each chapter contains bold vocabulary words written in the text of the chapter. You should create an activity using ALL bolded vocabulary words. Examples include: creating a puzzle (puzzlemaker.com); creating a flashcard game (quia.com); creating a quiz (www.kahoot.com). Be creative. Use various applications throughout the semester to create your vocabulary activities. This will be great practice for teaching in the classroom!

Certification Money Due NEXT WEEK 1/29/17


	Week 3: Jan. 23-29
	1. Read and Complete Chapter 2
2. Chpt 2 - In the Lab #2
3. Chpt 2 – Vocabulary – Each chapter contains bold vocabulary words written in the text of the chapter. You should create an activity using ALL bolded vocabulary words. Examples include: creating a puzzle (puzzlemaker.com); creating a flashcard game (quia.com); creating a quiz (www.kahoot.com). Be creative. Use various applications throughout the semester to create your vocabulary activities. This will be great practice for teaching in the classroom!
4. Read and complete Chapter 3
5. Chpt 3 - In the Lab # 2
6. Chpt 3 – Vocabulary – Each chapter contains bold vocabulary words written in the text of the chapter. You should create an activity using ALL bolded vocabulary words. Examples include: creating a puzzle (puzzlemaker.com); creating a flashcard game (quia.com); creating a quiz (www.kahoot.com). Be creative. Use various applications throughout the semester to create your vocabulary activities. This will be great practice for teaching in the classroom!
Certification Money Due THIS WEEK 

	Week 4: Jan 30 – Feb 5
	1. Read and Complete Chapter 4
2. Chpt 4 - In the Lab #2
3. Chpt 4 - Vocabulary – Each chapter contains bold vocabulary words written in the text of the chapter. You should create an activity using ALL bolded vocabulary words. Examples include: creating a puzzle (puzzlemaker.com); creating a flashcard game (quia.com); creating a quiz (www.kahoot.com). Be creative. Use various applications throughout the semester to create your vocabulary activities. This will be great practice for teaching in the classroom!
4. Practice for certification exam
5. Read and complete Chapter 5
6. Chpt 5 - In the Lab #2
7. Chpt 5 - Vocabulary – Each chapter contains bold vocabulary words written in the text of the chapter. You should create an activity using ALL bolded vocabulary words. Examples include: creating a puzzle (puzzlemaker.com); creating a flashcard game (quia.com); creating a quiz (www.kahoot.com). Be creative. Use various applications throughout the semester to create your vocabulary activities. This will be great practice for teaching in the classroom!
8. Practice for certification exam


	Week 5:

Feb 6-12

	1. Read and complete Chapter 6
2. Chpt 6 - In the Lab #2
3. Chpt 6 - Vocabulary – Each chapter contains bold vocabulary words written in the text of the chapter. You should create an activity using ALL bolded vocabulary words. Examples include: creating a puzzle (puzzlemaker.com); creating a flashcard game (quia.com); creating a quiz (www.kahoot.com). Be creative. Use various applications throughout the semester to create your vocabulary activities. This will be great practice for teaching in the classroom!
4. Practice for certification exam
5. Read and complete Chapter 7
6. Chpt 7 - In the Lab #2
7. Chpt 7 - Vocabulary – Each chapter contains bold vocabulary words written in the text of the chapter. You should create an activity using ALL bolded vocabulary words. Examples include: creating a puzzle (puzzlemaker.com); creating a flashcard game (quia.com); creating a quiz (www.kahoot.com). Be creative. Use various applications throughout the semester to create your vocabulary activities. This will be great practice for teaching in the classroom!
8. Practice for certification exam

	Week 6: Feb 13-19
	1. Read and complete Chapter 8
2. Chpt 8 - In the Lab # 2

3. Chapter 8 - Vocabulary – Each chapter contains bold vocabulary words written in the text of the chapter. You should create an activity using ALL bolded vocabulary words. Examples include: creating a puzzle (puzzlemaker.com); creating a flashcard game (quia.com); creating a quiz (www.kahoot.com). Be creative. Use various applications throughout the semester to create your vocabulary activities. This will be great practice for teaching in the classroom!
4. Practice for certification exam
5. Read and complete Chapter 9
6. Chpt 9 - In the Lab # 2
7. Chapter 9 - Vocabulary – Each chapter contains bold vocabulary words written in the text of the chapter. You should create an activity using ALL bolded vocabulary words. Examples include: creating a puzzle (puzzlemaker.com); creating a flashcard game (quia.com); creating a quiz (www.kahoot.com). Be creative. Use various applications throughout the semester to create your vocabulary activities. This will be great practice for teaching in the classroom!
8. Practice for certification exam

	Week 7: Feb. 20-26
	1. Read and complete Chapter 10
2. Chpt 10 - In the Lab #2
3. Practice for certification exam
4. Read and complete Project Chapter 11
5. Chpt 11 - In the Lab # 2
6. Practice for certification exam

	Week 8: Feb 27- Mar 5

	Monday, February 27 – PowerPoint Certification Exam – Retakes on Wednesday, March 1, 2017. 
*Distance learning students should schedule to take their exam during this week as well either on campus or with their testing center.

	Week 9: Mar 6-12
	1. Download (Excel) student data files. Instructions on inside back cover of textbook.
2. Please note that the below assignments prepare you for the core certification exam in Excel.
3. Read and Complete Chapter 1
4. Chpt 1 - In the Lab #2
5. Chpt 1 - Vocabulary – Each chapter contains bold vocabulary words written in the text of the chapter. You should create an activity using ALL bolded vocabulary words. Examples include: creating a puzzle (puzzlemaker.com); creating a flashcard game (quia.com); creating a quiz (www.kahoot.com). Be creative. Use various applications throughout the semester to create your vocabulary activities. This will be great practice for teaching in the classroom!

	Week 10: Mar 13-19
	SPRING BREAK!!!!![image: image2.wmf]


	Week 11:
Mar 20-26
	1. Read and Complete Chapter 2

2. Chpt 2 - In the Lab #2

3. Chpt 2 - Vocabulary – Each chapter contains bold vocabulary words written in the text of the chapter. You should create an activity using ALL bolded vocabulary words. Examples include: creating a puzzle (puzzlemaker.com); creating a flashcard game (quia.com); creating a quiz (www.kahoot.com). Be creative. Use various applications throughout the semester to create your vocabulary activities. This will be great practice for teaching in the classroom!
4. Read and complete Chapter 3
5. Chpt 3 - In the Lab #2
6. Chpt 3 - Vocabulary – Each chapter contains bold vocabulary words written in the text of the chapter. You should create an activity using ALL bolded vocabulary words. Examples include: creating a puzzle (puzzlemaker.com); creating a flashcard game (quia.com); creating a quiz (www.kahoot.com). Be creative. Use various applications throughout the semester to create your vocabulary activities. This will be great practice for teaching in the classroom!


	Week 12: Mar 27- Apr 2
	1. Read and complete Chapter 4
2. Chpt 4 - In the Lab #2

3. Chpt 4 - Vocabulary – Each chapter contains bold vocabulary words written in the text of the chapter. You should create an activity using ALL bolded vocabulary words. Examples include: creating a puzzle (puzzlemaker.com); creating a flashcard game (quia.com); creating a quiz (www.kahoot.com). Be creative. Use various applications throughout the semester to create your vocabulary activities. This will be great practice for teaching in the classroom!
4. Practice for certification exam
5. Read and complete Chapter 5
6. Chpt 5 - In the Lab #2
7. Chpt 5 - Vocabulary – Each chapter contains bold vocabulary words written in the text of the chapter. You should create an activity using ALL bolded vocabulary words. Examples include: creating a puzzle (puzzlemaker.com); creating a flashcard game (quia.com); creating a quiz (www.kahoot.com). Be creative. Use various applications throughout the semester to create your vocabulary activities. This will be great practice for teaching in the classroom!

	Week 13: Apr 3-9
	1. Read and complete Chapter 6
2. Chpt 6 - In the Lab # 2

3. Chpt 6 - Vocabulary – Each chapter contains bold vocabulary words written in the text of the chapter. You should create an activity using ALL bolded vocabulary words. Examples include: creating a puzzle (puzzlemaker.com); creating a flashcard game (quia.com); creating a quiz (www.kahoot.com). Be creative. Use various applications throughout the semester to create your vocabulary activities. This will be great practice for teaching in the classroom!
4. Practice for certification exam
5. Read and complete Chapter 7
6. Chpt 7 - In the Lab #2
7. Chpt 7 - Vocabulary – Each chapter contains bold vocabulary words written in the text of the chapter. You should create an activity using ALL bolded vocabulary words. Examples include: creating a puzzle (puzzlemaker.com); creating a flashcard game (quia.com); creating a quiz (www.kahoot.com). Be creative. Use various applications throughout the semester to create your vocabulary activities. This will be great practice for teaching in the classroom!

	Week 14: Apr 10-16
	1. Read and complete Chapter 8
2. Chpt 8 – In the Lab #2
3. Read and complete Chapter 9
4. Chpt 9 – In the Lab #2
5. Read and complete Chapter 10

6. Chpt 10 – In the Lab #2

	Week 15: Apr 17-23
	1. Read and complete Chapter 11

2. Graduate Students only: Position Paper- Write a 2-3 page position paper discussing why industry credentialing (such as IC3, MOS, Adobe, A+) is/is not important for the 21st century. Provide support for your position. Find at least 2 reference articles to support your position. Use APA 6th edition guidelines. You may use www.certiport.com to help with your topic. Due April 27th @ noon,
3. Practice for certification


	Week 16: April 24-28
	Monday, April 24th  - Excel Certification Exam- upload results to canvas

Notebooks due April 26th by noon! You may turn in without Excel results because of time purposes.


COURSE REQUIREMENTS: 

1. Read each chapter. It is important to understand the concepts in addition to working through the application. 
2. 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 assignments will NOT BE ACCEPTED.  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.

3. Graduate Students Only: Complete a 2-3 page position paper discussing why industry credentialing (such as IC3, MOS, Adobe, A+) is/is not important for the 21st century. Provide support for your position. Find at least 2 reference articles to support your position. Use APA 6th edition guidelines. You may use www.certiport.com to help with your topic. 
4. Complete a course portfolio (due on 4/26) utilizing an online application (ex: livebinder or Canvas e-portfolio).  Portfolios will be evaluated on established criteria covering organization, presentation, and substantive nature of content included by the learner. Portfolio should include: Creative graphics, Table of Contents, all weekly work, and certification results. Portfolios should be: turned in on time, neat, and complete. NO LATE PORTFOLIOS WILL BE ACCEPTED. *Please note that you will use this portfolio as part of your exit interview for Internship. You should keep the link and be able to provide it to your University Supervisor at that time.

5. Complete problem-solving applications and project based assignments. 

6. Complete the Microsoft Office Specialist (MOS) Certification Exam for PowerPoint 2016 and Excel 2016. There is an additional cost of $90per exam – fee includes one retake. Checks should be made payable to Auburn University. Off-campus students are welcome to come to campus and test. Please plan to arrive during class time or schedule an appointment for testing. You may pay for both the PPT and Excel exam with one check.
7. Check your Auburn email daily. I will communicate with you via Auburn email and you should communicate with me via Auburn email. I do not check Canvas discussion/email unless I am grading and it is not a good way to contact or communicate with me (unless you are posting information about your assignment). 
GRADING:
*Chapter work, Labs, and Vocabulary are 25 points each

	ITEM
	Percentage
	DUE DATE

	Certification Exams
	40%
	Monday, February 27 (PPT)
Monday, April 24 (Excel)

	Weekly Assignments 
	50%
	Weekly (Sunday at 11:30 pm)

	Portfolio
	10%
	April 26 - NOON

	Total Possible Percentage
	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




Course Policy Statements:

1. University Policies will be followed in this class (https://sites.auburn.edu/admin/universitypolicies/default.aspx). Students must attend all class meetings and participate in all classroom exercises.  Should students need to be absent for any reasons, please contact the course instructor before missing that class meeting.  Students are responsible for initiating arrangements for missed work due to excused absences.  Make-up quizzes and exams will be given only for University-approved excuses as outlined in the. Arrangements to take the make-up a quiz or an exam must be made in advance.  Students who miss a quiz or 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 cannot be made up under any circumstances.

2. Student Policy eHandbook will be followed; the URL is www.auburn.edu/studentpolicies
3. Accommodations:  Students who need accommodations are asked 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 PSD office, but need accommodations, make an appointment with The Program for Students with Disabilities, 1228 Haley Center, 844-2096 (V/TT).

4. Honesty Code:  The University Academic Honesty Code and Policies will be followed pertaining to Cheating will apply to this class.

5. Approved proctor necessary for closed resource exams.

6. 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:

1. Engage in responsible and ethical professional practices

2. Contribute to collaborative learning communities

3. Demonstrate a commitment to diversity

4. Model and nurture intellectual vitality

7. The instructor reserves the right to make changes to the syllabus, class requirements, and schedule.
8. Writing Center:  The Miller Writing Center provides free support on any writing you are doing while at Auburn, whether for a course or not. Trained consultants are available to work with you as you plan, draft, and revise your writing. For students in distance courses and students temporarily away from Auburn’s campus, the Miller Writing Center offers synchronous online consultations. Please check the Miller Writing Center website (www.auburn.edu/writingcenter) for instructions and information about scheduling online appointments. If you have questions about the Miller Writing Center, please email writctr@auburn.edu or call 334-844-7475 M-F  7:45am-4:45pm

