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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 2013 including Word, Excel, PowerPoint, 

and Access. 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 2013 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. 

* Edmodo will be utilized for submitting work. 

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 

 You are expected to attend each class and to be on time.  

 Come to class prepared with the required materials daily—pen/pencil and folder/notebook. 

 Check Edmodo for homework, assignments, and/or announcements. 

 Absences: When you are absent, you need to find out what you missed. This work must be 
made up within a week. For EACH CLASS day the assignment is turned in after the required 
time, you will lose 0%  up to 0% . 

 If you are absent when an unannounced quiz is given, you will take this on the day you 
return. If you are absent on a planned quiz, you need to try to take it before the next class 
day, or you will take in upon your return. 

 If you miss a test and have an excused absence, you have ONE CLASS DAY to make it up for 
EACH EXCUSED ABSENCE DAY. After this time, you will automatically lose 20 . You will need 
to schedule a time with me to make this up. 

 NO credit for any UNEXCUSED absence. 

 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 

(%) 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). 

TARDINESS 

Students are expected to be in their seat and working on the bell ringer when the bell rings. If 

you are not doing this, you are considered to be tardy. Class begins when the bell rings. In the 

event that a student is tardy to class because of another teacher, they must have a pass from 

the office or teacher excusing them from being late.  

CLASSROOM PROCEDURES/RULES 

0. No food, including candy, allowed.  
2. Bottled water ONLY. Must have a lid. 
3. Planners: must be your planner, clearly identified, and have the hall passes fully intact.  
4. When you leave to use the restroom, go to your locker, etc., you will leave your cell phone with 

me. 

5. Ask for help with computer problems. Don’t try to fix them yourself. 
6. Do NOT roll the chairs around the room. They may be adjusted one time at the beginning of 

the period. 
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7. No writing on the tables, chairs, computers, etc. Also, keep your hands on your own 
equipment. 

8. The mouse is placed under the monitor at the end of the block. 
9. Push in your chair at the end of the block. 
10. Do not make any changes to programs that you are not specifically asked to make. 
11. Printing ONLY for this class is allowed. The default black and white printer is the hs117 B/W 

602.  
12. NO use of the Internet unless you have been given permission. You may have to access this 

to complete work for the class. 
13. NO checking of e-mail during school unless you have been given permission to do so in 

order to retrieve an assignment. 
14. Place all papers in the appropriate tray for your class on the counter. 
15. If you have extra class time at the end of class, you will need to read a book, work on other 

homework, or complete college scholarship applications. 

 MVC Code of Conduct 

 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. 

 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. 

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

expulsion from the institution.  

MVC ACADEMIC DISHONESTY 

Academic integrity is expected and required of all students. Students and faculty are 

responsible and accountable for personally upholding that integrity. Cheating will not be 

tolerated, and students found guilty of cheating in any way will be disciplined according to the 

Academic Dishonesty Policy in the MVC College Catalog.  The following penalties may be 

applied:  

1. Reprimand. 
2. Requirement that the student repeats and re-submits the same or alternate assignment. In 

such cases, the grade or mark awarded will be reduced or limited at the discretion of the 
faculty member. 

3. Completion of the Plagiarism Tutorial found at the student’s Moodle site. (Must be 
completed  if this is the student’s first plagiarism offense)  

4. A mark of "0" will be given for the assignment with no opportunity to resubmit. This may 
result in failure of the course. 

5. A failing (F) grade will be awarded in the course.  
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6. Automatic failing (F) grades in all courses in which the student is registered, and no fees will 
be refunded for that semester. This penalty will only be imposed by the student's program 
division chair or the Chief Academic Officer. 

7. Expulsion from Missouri Valley College, permanently recorded on the student's record. This 
penalty will result in automatic failing (F) grades in all courses in which the student is 
registered, and no fees will be refunded for that semester. 

 

ADA STATEMENT 
The College seeks to comply fully with Section 504 of the Rehabilitation Act of 1973 and the 

Americans with Disabilities Act of 1990.  The ADA Coordinator works with the programs to 

assist the faculty in understanding and implementing accommodations. 

Students with disabilities should have documentation of their disability sent to the campus ADA 

coordinator, Debbie Coleman, 660-831-4170 or colemand@moval.edu , and set up an 

appointment as soon as they arrive on campus.  Students enrolled in online courses should 

email the ADA coordinator.  Failure to do so could delay accommodations.  After proper 

documentation, reasonable efforts will be made to accommodate students’ needs.  If you have 

any questions about how to initiate this process, please contact your instructor.   
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