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Catalog Description 

 This course is encouraged for college-bound students. This is a course that goes beyond the 
fundamentals and offers in-depth work utilizing Office 2010 including Word, Excel, PowerPoint, 
Access, and Publisher. Additional areas of focus will be employment and career planning, 
telephone management, filing, calculator usage, time management skills, proofreading, and 
communication skills. The work is done in class with little outside work (unless make up work is 
required). 

 Rationale 

 The goals of this course will expose students to practical examples of the computer as a useful 
tool, to acquaint students with the proper procedures to create and enhance documents, 
presentations, worksheets, and databases suitable for coursework, professional purposes, 
personal use, and to help students discover the underlying functionality of Office 2010 so you 
can become more productive. Students will also explore careers, prepare for employment, 
learn proper workplace behaviors, and business administrative skills. 

 Teaching Methods 

* Lectures 
* Discussions 
* Participation 
* Assignments. The end of chapter activities and online activities reinforce material in the text. 

Text 

 Microsoft Office 2010: Advanced, Shelly and Vermaat, South-Western Cengage Learning, 
Mason, OH, 2011. 

A Guide to Microsoft Office 2007, Brown, Jones, and Marrelli, Lawrenceville Press, Pennington, 
NJ, 2007. 
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 Course Requirements 

 * Be on time 
* Get to work quickly 
* Be organized—have all supplies with you each day: pen, pencil, folder with some paper  
* Absences: When you are absent, you need to find out what you missed. This work must be 
made up within a week. 
* If you are absent when a test is scheduled, you have TWO CLASS DAYS to make it up to 
receive full credit. You will be responsible for scheduling a time with me to do so. If a test is 
made up after the two class days, you will be penalized by losing 15%. 
* Daily work: I will demonstrate new concepts and techniques frequently. Please try to attend 
class to learn these new things so you won’t have to learn them on your own. 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. 
* 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). 

 Lab Procedures 

See separate sheet 

Classroom Rules and Classroom Procedures 

See separate sheet 

 Code of Conduct 

 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. 
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3. Students who exhibit dishonest, disruptive, or disrespectful behavior risk suspension or 

expulsion from the institution.  


