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Course Form – Revision

	For help filling out the form press F1 or look at the bottom of the screen.  For additional instructions, see Course Form Instructions.

	Type of Action
	 Revision – Major revision of an existing course. 

	If no changes occur, put “No Change.”

	1.    Catalog Prefix and Number:  

	       Present:  IMD 210

	      

	       Proposed:  No Change

	2.    Course Title:
	

	       Present:  Microsoft Office Applications


	       Proposed:  No Change

	3.    
	 Justification for requested action (Provide a justif
ication/rationale for each change or group of similar changes.):
Change of course description:  Updating the course description, objectives and outline to add the requirement of the new Microsoft Business Certification exams for Excel and Access and increase the skill requirements for the development of more knowledgeable students upon completion of the course. 
Change of course competencies:  The competencies have been rewritten slightly to reflect these updates.

Change of course outline:  The outline has been updated to reflect changes.

	

	4.   Submitting Entity:
	Curriculum Committee:  

	
	or College:  BCTC

	

	5.   Person(s) Primarily Responsible for Proposal (Complete item only if course is not part of a curriculum      package. Verify that members are still current and active prior to submission.):

	Name
	Teaching Area
	College

	Pat Miller
	Information Management & Design
	BCTC

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	

	           Involvement of Others (Identify Individuals): 

	6.
	  System Office Staff:
	

	7.
	  Others:
	N/A

	

	8.
	Will this course be offered at other colleges?      FORMCHECKBOX 
 Yes     
 FORMCHECKBOX 
  No

	9.
	Have these colleges been involved in the development or revision of this course?     FORMCHECKBOX 
  Yes
 FORMCHECKBOX 
  No

	

	10.  Credit /Contact Hours:  

	        Present    
10a. Semester Credit Hours:      3
	
	Minimum
	
	Maximum      

	        Proposed    No Change

	
	
	
	

	 10b. Semester Contact Hours:  3
	
	If lab, etc. Ratio of contact hours to credits:
	 

	        Proposed  No Change
10b. Semester Contact Hours:   45
         Proposed No change


	
	
	

	

	11a.  Present   

Grading Basis:
	 FORMCHECKBOX 

	Letter Grades
	 FORMCHECKBOX 

	Pass/Fail
	 FORMCHECKBOX 

	Letter Grades/No GPA

	11b.  Proposed

         Grading  Basis:
	 FORMCHECKBOX 

	Letter Grades
	 FORMCHECKBOX 

	Pass/Fail
	 FORMCHECKBOX 

	Letter Grades/No GPA

	

	12a.  Present
         Repeat for additional credit:
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No
	
	
	
	

	       If yes, complete the following:

	         Total credit earned in course:
	   
	
	
	
	
	
	
	

	         Total completions:
	   
	
	
	
	
	
	
	

	12b.  Proposed

         Repeat for additional credit:
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No
	
	
	
	

	       If yes, complete the following:

	         Total credit earned in course:
	   
	
	
	
	
	
	
	

	         Total completions:
	   
	
	
	
	
	
	
	

	

	13.    Open Entry – Open Exit:
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No

No Change

	

	14a.  Present Components (Check each component to be scheduled.  More than one box can be checked.):

	   Component
	Credit Hours
	Contact Hours
	Component
	Credit Hours
	Contact Hours

	         Lecture
	 FORMCHECKBOX 

	        3
	      45
	Practicum
	 FORMCHECKBOX 

	   
	   

	         Laboratory
	 FORMCHECKBOX 

	
	
	Co-Op
	 FORMCHECKBOX 

	   
	   

	         Clinical
	 FORMCHECKBOX 

	   
	   
	Discussion
	 FORMCHECKBOX 

	   
	   

	

	        Proposed Components (check each component to be scheduled):

	Component
	Credit Hours
	Contact Hours
	Component
	Credit Hours
	Contact Hours

	         Lecture
	 FORMCHECKBOX 

	No change
	
	Practicum
	 FORMCHECKBOX 

	   
	   

	         Laboratory
	 FORMCHECKBOX 

	
	
	Co-Op
	 FORMCHECKBOX 

	   
	   

	         Clinical
	 FORMCHECKBOX 

	   
	   
	Discussion
	 FORMCHECKBOX 

	   
	   


OR

	14b.   Integrated Components (combined components; only first  component scheduled)  N/A

	          Present:

	         Lecture/ Lab
	Lecture Credit
	
	Lecture Contact
	
	Lab Credit
	
	Lab Contact
	

	         Proposed:    No change

	         Lecture/Lab
	Lecture Credit
	
	Lecture Contact
	
	Lab Credit
	
	Lab Contact
	

	

	15a.   Present Requisites: 
	Pre-requisite
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No
	If yes, list:  IMD 100 or equivalent skills

	
	Co-requisite
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No
	If yes, list:       

	
	Pre-requisite

Or

Co-requisite
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No
	If  yes, list   FORMDROPDOWN 



	15b.   Proposed Requisites:
	Pre-requisite
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No
	If yes, list:  No change

	
	Co-requisite
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No
	If yes, list:       

	
	Pre-requisite

Or

Co-requisite
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No
	If yes, list:   FORMDROPDOWN 


	

	16.    Implementation Term (Course scheduled beginning this term, ex. Fall 2008)
	Spring 2009

	

	17.    Deactivation Term (ex. Summer 2008:
	N/A

	

	18.    Course Description: 

	 Present: 
Students expand their computer skills by using word processing, spreadsheet, database management, presentation and Microsoft Office applications for the creation and integration of information. 



	

	 Proposed:  
Microsoft Office applications are utilized for the creation, manipulation and integration of information. The applications covered include word processing, spreadsheet, database management, presentation and personal information management.


	

	        Course Proposal Rationale:

	

	19.
	 Will this course be a part of approved curriculum/curricula?
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No

	
	If yes, which curriculum/curricula?

IMD
	

	

	         Course Competencies/Student Outcomes and Delivery:

20.    Course Competencies/Student Outcomes: 

	

	 Present:

Upon successful completion of this course, the student will be able to:

1. Describe the benefits of working with integrated software.

2. Create and edit word processing, spreadsheet, database, and presentation documents for integration purposes.

3. Describe the concept and uses of spreadsheets and database management systems in the office.

4. Integrate word processing, spreadsheet, database, presentation, and other Microsoft Office application documents.

5. Create a portfolio of integration projects.



	

	        Proposed: (If part of an organized curriculum, how does it relate to program competencies?):  

        Upon successful completion of this course, students will be able to:

1.
Create, edit, and integrate word processing, spreadsheet, database management and presentation business documents.

2.
Utilize desktop information management application to create and manage schedules and tasks.

3.
Describe the concepts and utilization of spreadsheets, database management systems and application integration in the workplace.

4.
Create a portfolio of Microsoft Office projects.

5.
Prepare students for Microsoft Certified Application Specialists Exams through simulated exams and assignments.




21.    Course Outline (Two-level outline required):

         Present:

I.
Integrated Information Processing

A.
Integrated vs Non-Integrated Applications

B.
Embedding and Linking Files/Graphs

II.
Word Processing

A.
Create, Save, Retrieve and Print Word Processing Documents

B.
Edit and Merge Word Processing Documents

III.
Database Management

A.
Fundamentals of Database Management

B.
Create a Database Table

C.
Manage the Database

D.
Edit Records

E.
Create and Run Queries

F.
Generate Various Reports

IV.
Spreadsheet

A.
Introduction to Spreadsheets

B.
Create, Format, Manage and Print Spreadsheets

C.
Create, Modify and Print Graphs

D.
Apply Functions

E.
Use Web Queries

V.
Presentation Application

A.
Create, Edit, and Exhibit Slide Show

B.
Manage Slides

C.
Print Note Pages for Presenter

VI.
Desktop Information Management Application

A.
Manage calendar

B.
Create and manage task lists

VII.
Integration of Applications

A.
Integrate Word Processing, Spreadsheet, Database, and Presentation Applications

B.
Create Web pages with applications

        Proposed:

I.
Word Processing

A.
Create, Save, Retrieve and Print Word Processing Documents

B.
Gain Proficiency through Editing and Formatting Documents
II.
Database Management

A.
Fundamentals of Database Management 
B.
Create a Database Table and Manipulate Information
C.
Design and Manage Databases Using Related Data
D.
Create, Customize and Use Queries to Analyze Data
E.
Generate Various Reports Inclusive of Calculations and Custom Designs
IV.
Spreadsheet

A.
Introduction to Spreadsheets

B.
Create and Manipulate Data
C.
Format Data and Content
D.
Create and Modify Formulas and Functions
E.
Present Data Visually

F.
Collaborate and Secure Data
V.
Presentation Application

A.
Create, Edit, and Exhibit Slide Show

B.
Manage Slides

C.
Plan and Prepare a Presentation Utilizing Design Principles
VI.
Desktop Information Management Application

A.
Manage Calendar

B.
Create and Manage Task Lists

VII.
Integration of Applications

A.
Integrate Word Processing, Spreadsheet, Database, and Presentation Applications

B.
Create Web Pages with Applications

VIII.
Microsoft Business Certification: Microsoft Certified Application Specialists (MCAS)
A.
Preparation of Core Skills in Excel and Access

B.
Examinations in MCAS Format

22.    List of experiments/activities. (If laboratory or clinic is involved include a sample listing):

       Present:  N/A
       Proposed:

23.    Indicate suggested learning resources for course (Should not have publishing date greater than five 

          years):

Grauer, R.  (2007). Microsoft Office Exploring Series 2007.  Upper Saddle River, NJ: Prentice Hall.
Prentice Hall. (2007).  MYITLAB Online Testing Software.  Upper Saddle River, NJ: Prentice Hall.
24.    Provide a rationale for using textbook/references older than five years.

         N/A
Signatures: Complete and submit a signature page for every proposal.

*The System Office assigns new course numbers.  Contact Mary Kleber at Mary.kleber@kctcs.edu.
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