
CS119 Computer Applications—Business Technology—3 credits. A non-technical 
introductory course to give the general students “hands-on” experience with the 
personal computer. Students will learn mouse operation skills as well as the basic 
commands of Windows and how to perform word processing, spreadsheet, database 
operations, and PowerPoint presentations using MS Office 2007©. Grammar 
worksheets and spelling will also be covered in this class. 

C ata lo g  D e s c r i p t i o n  

∗ Use PowerPoint software to create 
and make presentations. 

∗ Integrate the results of several 
different applications into a single 
document. 

∗ Reinforce basic grammar rules. 

∗ Improve spelling of commonly used 
words. 

M
r

s
.
 

V
a

n
d

e
r

h
o

f
f

 
v

a
n

d
e

r
c

@
h

u
s

k
e

r
s

.
k

1
2

.
m

o
.
u

s
 

6
6

0
.
5

8
4

.
3

6
6

1
 

B
u

s
in

e
s
s
 T

e
c

h
n

o
l
o

g
y

 C
S
-1

19
 

A Guide to Microsoft Office 2007© for Information and Communication Technologies 
by Beth Brown, Elaine Malfas, and Jan Marrelli. Published by Lawrenceville Press 2007. 

The Gregg Reference Manual 9th Edition by William A. Sabin. Published by Glencoe/
McGraw-Hill. 

 

T e x t  

The objective of this course is to provide an introduction to computer usage, including 
familiarization with the most common word processor, spreadsheet, database, and 
presentation software. During this course, the student will acquire skills that will be 
useful in the work place and while continuing their education. The course addresses the 
Missouri Valley Mission Statement by giving the student skills that will be useful 
throughout their professional career and by providing a basis for a tool that will enable 
them to continue learning after leaving school. 

R at i o na l e  

∗ Utilize the Windows commands 
necessary to operate a PC. 

∗ Create documents using Word and 
become familiar with all the 
commonly used functions of 
Microsoft Office 2007©. 

∗ Design spreadsheets and utilize them 
for calculations. 

∗ Set up and utilize a relational 
database. 

C o m p e t e n c i e s  



Tel: 660.584.3661 
E-mail: 

vanderc@huskers.k12.mo.us 

Mrs. 
Vanderhoff 

Classroom: 

1. NO EATING is allowed in this room. 

2. Water bottles ARE permitted. 

3. You are to be prepared to begin when the 
bell rings. Have all necessary supplies with 
you each class day.  

4. Be respectful toward all persons and 
equipment in this class. Remember to leave 
the equipment alone when not in use. 

5. You will take responsibility for your work 
space. Straighten up your area, throw away 
trash in the trash can, and push in your chair 
at the end of the block. 

C o d e  o f  C o n d u c t  

Supplies: 
Pencil 
Pen 

Folder with pockets 
Notebook OR loose 
leaf notebook paper 

 

On Wednesdays you will 
have a 20 minute study hall 

before we begin class. 
 

You may use this time to: 
 

• Work on other work 

• Work on scholarships 

• Read 

• Study 

• Absences: When you are absent, you will receive an assignment sheet. You will have 
TWO days to make up the work. This work must be done on your own time. You will 
lose 20% for EACH day that the work is past due. 

• Daily work: I will demonstrate new concepts and techniques frequently. It is critical 
that you make sure the work is completed when it is due. You are also responsible for 
reading the chapters. The books do not leave the room, BUT may be checked out 
before tests. You are responsible for your book. 

• Footers: Each job MUST contain your name, chapter, and exercise TYPED. (ie: Jon 
Doe, 3-6). If the job DOES NOT contain a proper typed footer, you will need to 
reprint in order to receive credit. 

• Tests/Quizzes: Occasionally quizzes will be given—announced or unannounced. Tests 
will always be announced in advance. 

• Plagiarism: First Offense: Automatic zero (0) on the assignment or test for ALL 
people involved. Documented on a discipline referral form. Student will be notified, 
due process given, and a copy, if necessary, will be mailed home. Subsequent 
Offense: Automatic zero (0) plus an “F” for the quarter for all people involved and 
dismissal from class. Documentation on a discipline referral form. Student will be 
notified, due process given, and a copy will be mailed home. 

• MVC Attendance: If you miss more than 50% of a class at any given point in the 
semester, you will be dropped from the class. This will be recorded as a withdraw fail 
(WF). 

C o u r s e  R e q u i r e m e n t s  

MO Valley: 

1. It shall be the responsibility of every student 
at MVC to support the academic integrity of 
the institution. This applies to personal 
honesty in all aspects of collegiate work, all 
student records, and all contacts with 
faculty and staff. Academic dishonesty will 
not be tolerated. 

2. It shall also be the responsibility of every 
student enrolled at MVC to be respectful of 
the right of other students, staff, and 
instructors to ensure a safe, peaceful 
atmosphere conducive to the educational 
goals of an institution of higher learning. 
Rude or disruptive behavior will not be 
tolerated. 

3. Students who exhibit dishonest, disruptive, 
or disrespectful behavior risk suspension or 
expulsion from the institution.  
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