COURSE SYLLABUS for CAB140-051
DATABASE APPLICATIONS USING ACCESS
at Oakton Community College
 Spring, 2012
Professor MICHELE S. REZNICK
GENERAL INFORMATION
LECTURE: Wednesday, Room 2627, 6:00-9:15pm
LAB: Wednesday, Room 2627, 5:30-6:00, 9:20-9:55pm

Email address: mreznick@oakton.edu
Des Plaines Office: room 2618
Des Plaines Phone #: 847-635-1904
Instructor Web Address: http://www.oakton.edu/~mreznick
Mobile Phone Number: 334-OAKTON1 (acceptable calling hours: 8:00am-8:00pm, everyday)
[bookmark: _GoBack]
OFFICE HOURS:
Monday: 1:00-1:50 pm (DP office)
Tuesday: 9:00-9:50 am (DP office)
Wednesday: 4:30–5:20 am (DP office)
Thursday: 9:00-9:50 am (DP office)
Friday:  8:00-8:50 pm (online at mreznick@oakton.edu)

COURSE PREREQUISITE
Introductory microcomputer coursework or comparable work experience
COURSE DESCRIPTION
Course offers hands-on instruction in using Microsoft Access, a relational database management software package, used primarily on personal computers. Content includes database design and creating and modifying tables, queries, forms, reports. Macros, Visual Basic for Applications, and interface development will be introduced. 
LEARNING OBJECTIVES
Upon completion of this course, the student will be able to use a Data Base Management System (DBMS) to create and manage files of data on a microcomputer.  The student will create the data structures for specific business applications; enter, manipulate, and organize the data; generate data queries, forms and reports; restructure files; establish relationships between multiple files; and be introduced to macros.  The student will be aware of the need for back-up procedures as an integral part of data integrity. 
ACADEMIC INTEGRITY POLICY 
Students and employees at Oakton Community College are required to demonstrate academic integrity and follow Oakton’s Code of Academic Conduct. This code prohibits: 
· cheating, 
· plagiarism (turning in work not written by you, or lacking proper citation), 
· falsification and fabrication (lying or distorting the truth), 
· helping others to cheat, 
· unauthorized changes on official documents, 
· pretending to be someone else or having someone else pretend to be you, 
· making or accepting bribes, special favors, or threats, and 
· any other behavior that violates academic integrity. 
There are serious consequences to violations of the academic integrity policy. Oakton’s policies and procedures provide students a fair hearing if a complaint is made against you.  If you are found to have violated the policy, the minimum penalty is failure on the assignment and, a disciplinary record will be established and kept on file in the office of the Vice President for Student Affairs for a period of 3 years. 
Details of the Code of Academic Conduct can be found in the Student Handbook.
RESPONSIBLE USE OF COMPUTERS and INFORMATION TECHNOLOGY POLICY
Rules for computer use are posted in computer labs as well as available in writing in each of the labs.  Lab assistants and tutors are available to assist you in the lab regarding software and hardware questions.  If you have a question about an assignment, however, you should contact me.
Users of the College’s information technology facilities and resources, including hardware, software, networks, and computer accounts, are expected to use computer resources responsibly and appropriately, respecting the rights of other information technology users and respecting all contractual and license agreements.
Under no circumstances is any of the software used at Oakton to be copied.  Copying software is in violation of Federal law and College policies.  Suspected violations will be vigorously investigated and, if warranted, appropriate penalties applied.  Specifically, you do not have the right (1) to make copies of software for yourself or others, (2) to receive and use unauthorized copies of software, or (3) copy all or parts of a program written by someone else.
OBSERVANCE OF RELIGIOUS HOLIDAYS POLICY
Oakton Community College recognizes the broad diversity of religious beliefs of its student body.  To resolve conflicts that could arise from various observances, it is the College’s practice that, when possible, examinations and major assignments should not be scheduled for these times.  If exams or assignments must occur on a major religious holiday, students who inform instructors ahead of time of their intended absence will not be penalized.  It is the responsibility of the student to inform his or her instructor(s) well in advance of intended absence. 
DISABILITIES POLICY
If you have a documented learning, psychological, or physical disability you may be entitled to reasonable academic accommodations or services.  To request accommodations or services, contact the ASSIST office in the Learning Center.  All students are expected to fulfill essential course requirements.  The College will not waive any essential skill or requirement of a course or degree program.
METHODS OF INSTRUCTION
You are expected to complete all homework assignments before coming to class; this includes reading the assigned tutorials, completing the hands-on activities in the tutorials, and completing the assigned work.  Learning activities include:  lecture, class discussions, applicable magazine and newspaper articles, applicable multimedia, group work, how-to, software demonstrations, computer instruction, hands-on usage, in-class exercises, and self-guidance.
INSTRUCTIONAL MATERIALS
Microsoft Access 2010 Comprehensive, New Perspectives Series
by Joseph J. Adamski, Kathleen T. Finnegan
Publisher:  Thomson Course Technology
ISBN: 978-0-538-79847-1
GRADED ACTIVITIES

	
10 In-Class Activities (15 points per activity).  Theoretical questions, review assignments,  hands-on questions, problem-solving, debugging, troubleshooting, or thought provoking questions about the concepts covered in each tutorial.  This will be done in class; these activities cannot be done outside of class.  All grades will count.
	

	TOTAL: IN-CLASS ACTIVITIES
	150

	
11 Theory Queries (20 points). Theoretical questions, hands-on questions, or thought provoking questions about the concepts covered in each tutorial.  The orientation quiz must be taken and cannot be dropped as the worst grade.  In this category, the lowest grade will be dropped.
	

	TOTAL: THEORY QUERIES
	200

	
11 Homework Assignments (30 points each).  Hands-on activities that require you to modify a database based on the material presented in each tutorial.   Questions will be taken from the end of each chapter as well as instructor-generated questions.  In this category, the lowest grade will be dropped.
	

	TOTAL: HOMEWORK ASSIGNMENTS
	300

	
1 Reality Check (50 points).  This assignment will give you the opportunity to use the skills learned through Tutorial 4 to build a database for personal use.  Detailed instructions will be given in class after Tutorial 4 is submitted.
	

	TOTAL: REALITY CHECK
	50

	
1 Project (100 points).  A project emulates a real-world experience and pulls together all the knowledge gained.  Detailed instructions will be given in class after Exam week.
	

	TOTAL: PROJECT
	100

	
1 Exam (200 points).  The exam will consist of two parts: multiple choice/matching questions and hands-on questions.  Detailed instructions will be given after Tutorial 9.
	


	TOTAL: EXAM
	200

	
TOTAL POINTS
	
1000
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GRADE DISTRIBUTION
The final grade will be based on points earned.  Grade distribution is as follows:
	Grade/Percent
	Point Range

	A (93%)
	930-1000

	B (84%)
	840-929

	C (75%)
	750-839

	F (less than 75%)
	0-749




COURSE PRACTICES REQUIRED
This is a face-2-face class although some activities and grades may be available using content management software.  In order to earn a passing grade (A, B, or C), you must (minimally) complete the one (1) exam, one (1) project, five (5) theory queries, and five (5) homework assignments.  Your final grade will be based on your total (actual) points earned.
ADDITIONAL INFORMATION
Classroom Practices
· Students must take on the responsibility of learning as teachers take on the responsibility of teaching.
· You are responsible for all material discussed (from the textbook and additional topics presented by the instructor) during class whether or not you are present.
· All assigned work is to be done INDIVIDUALLY unless otherwise indicated.
· Successful completion of this course (or any course) requires considerable time and effort.  You should plan on spending a minimum of 4-6 hours per week outside of class to prepare for each class and to complete your assignments.
· When in lab, you are expected to be using the software we are discussing.  In other words, no other software should be open including the Internet (websites such as Facebook) and email.
· While this is a course in the use of database software, other skills such as reading, writing, and thinking skills will be used!
· DO NOT COPY another person’s work.  All work that you submit must be your own.  If it is not your own work, it is academic dishonesty (cheating).  Both you and the person who helped you are in violation of the College’s Code of Academic Conduct and will be dealt with as such.  See the syllabus section on Academic Integrity Policy.

Email
· You should have an email account to receive general information; verify your preferred email on MyOakton.  Oakton assigns every student an email account.  If you want to activate your Oakton email, please let me know.
Assignments Submissions
· Assigned work will be submitted via email or Oakton’s dropbox.  Instructions will be given in class.
· Any assignment that is not submitted will receive zero (0) points.
· Any assignment you submit can be reduced a maximum of 10% of the totals points for spelling or grammar errors.

Attendance
· Attendance will not be taken for grading purposes.
· If you are absent on a day that a graded assignment is completed during class, you will NOT be able to make up the work.  
· If an assignment is assigned on a day you are absent, it is your responsibility to obtain the instructions.
· If an assignment is due on a day you are absent, the assignment is still due at the designated day and time unless you have sent me an email with an explanation prior to the day and time it is due.

Late Submissions
· You must take the exam on or before the scheduled day.  If you have a problem, you must contact me BEFORE the exam; otherwise, you will not be allowed to make up the exam.  Exceptions will be made if it is physically impossible for you to contact me.  The exam must be made up before the next class meeting after the exam was taken.  Your grade may be reduced a maximum penalty of 10% for taking the exam after the scheduled date.
· All graded activities will have a due date and due time.  When submitting assignments via email, emails are date and time stamped (that will determine if an assignment is submitted on time).
· In-class activities (e.g. hands-on activity) will have a due time; they cannot be submitted past the due time.
· If a homework assignment is late, the grade will be reduced 10% for each day it is late; a homework assignment can be late a maximum of three days.  After that time, it will not be accepted for a grade.
· Reality assignment late penalty is the same as the homework assignments.
· The exam is due on the due date; it cannot be submitted late.
· The project is due on the due date; it cannot be submitted late.

Tutors
· Faculty tutors and student tutors are available in the Learning Center on both campuses and the 2600 labs on the Des Plaines campus.  Check the following website for the days and times when tutors are available:
		Des Plaines: http://www.oakton.edu/resource/iss/tutschdp.htm
		Skokie: 	 http://www.oakton.edu/resource/iss/tutschrhc.htm
· Also, if you need help, please contact me during my office hours.  You can visit me in person, call me, or email me.

Extra Credit
· Throughout the semester there will be extra credit points on assigned work or additional opportunities to earn extra points; take advantage of these opportunities.  There will be no special extra credit assignments at the end of the semester.
MICROSOFT ACCESS 2010 CERTIFICATION EXAM (Exam 77-885)
http://www.microsoft.com/learning/en/us/Exam.aspx?ID=77-885&Locale=en-us
COMPUTER ACCESSIBILITY
To complete your assignments outside of class, you may use any of the computer labs at Oakton at either the Des Plaines campus or Skokie campus or you may use a computer outside of Oakton if you have the appropriate software (Access 2010).


SOFTWARE AVAILABILITY
Oakton Community College has partnered with the MSDN (Microsoft Developer Network) Academic Alliance to provide credit students who are registered for CTIS (CIS, CAB, WWW) courses some of Microsoft’s software that you may use to complete your studies. It may not be reproduced, redistributed, sold, rented, leased, or transferred to any third party including contractors, other students, other department’s personnel, other companies, or consultants performing services. Any reproduction or redistribution of the software is prohibited by law, and may result in severe civil and criminal penalties. Currently this software includes MS Visual Studio.NET 2010, Microsoft Office Access 2010, Windows 7 Professional, Project Professional 2010, and Microsoft Visio Professional 2010.  This service does not provide installation support, nor does Oakton.  The software is downloadable and is free; however, if you want a CD, a minimal fee is charged.  Start the process by emailing your instructor (mreznick@oakton.edu) who will contact the appropriate person to register you with the MSDNAA.  You will receive an email from Microsoft when the registration process is complete and then you can start downloading the software.

There are two additional Microsoft initiatives through which students can obtain software:
· Microsoft Office Professional Academic 2010 is available to students at Oakton CC via the Ultimate Steal (http://www.microsoft.com/student/office/en-us/default.aspx) for $99.95. 
· DreamSpark (https://www.dreamspark.com/default.aspx) makes available for free download a variety of software for programming and web development. 
Note: Prices and terms of these offers are subject to change, and Oakton provides no technical support whatsoever.

Other software is not available, but as a student you qualify for academic pricing on many software packages. Check with the Oakton bookstore or search for “academic priced software” on the web.
SCHOOL SAFETY
In response to Columbine, Virginia Tech, and NIU tragedies, police agencies in Illinois have developed training for law enforcement and the public school systems.  These nationally accepted law enforcement response plans have been adopted by Oakton’s Public Safety Department. Your actions will influence others; therefore, in the event of any type of threatening situation, Oakton is asking you as a student to: 
· stay calm 
· secure the immediate area; lock, block, & barricade 
· call 911 and report your specific location, number of people at your location, identify injuries, and give as much information about assailants (gender, race, clothing, physical features, type of weapon) as possible
There is a phone for emergency purposes placed in every classroom.

ACADEMIC ADVISING CONTACTS
· Computer Applications for Business (CAB): Coordinator: Doris Gronseth, 847-376-7055 or dgronset@oakton.edu or http://www.oakton.edu/acad/career/cas_p1.htm
· Computer Information Systems (CIS): Coordinator: Michele Reznick: 847-635-1904 or mreznick@oakton.edu or http://www.oakton.edu/acad/career/cis_p1.htm 
· Computer Networking Systems (CNS): Coordinator: Ed Gallagher: 847-635-1435 or egallagh@oakton.edu or http://www.oakton.edu/acad/career/cns_p1.htm
· World Wide Web (WWW) Coordinator: Michele Reznick: 847-635-1904 or mreznick@oakton.edu or http://www.oakton.edu/acad/career/www_p1.htm
· [bookmark: _PREREQUISITE]Electronics and Computer Technology (ELT) Coordinator: Majid Ghadiri: 847-635-1909 or mghadiri@oakton.edu or http://www.oakton.edu/acad/dept/elt/
IMPORTANT DATES
	Jan 17
	Spring 2012 semester classes begin

	Feb 12
	Last day to withdraw from 16-week courses and have course dropped from record

	Feb 12
	Last day to change to Audit for 16-week courses

	Feb 20
	Presidents’ Day holiday, College closed

	Mar 10 (noon)
	Last day for filing Graduation Petitions

	Mar 11
	Last day to withdraw with a “W” from 16-week courses

	Mar 12-18
	Spring Break

	Mar 26
	Registration opens for Summer 2012

	Apr 9
	Registration opens for Fall 2012

	May 10-11
	Evaluation Days

	May 11
	Last day of student attendance

	May 14
	Grading Day (for faculty)

	May 15
	Grades due

	May 15
	Commencement

	May 28
	Memorial Day holiday, College closed



This syllabus is a contract between you and me regarding my expectations of you and your expectations of me in CAB140-051.  It outlines the structure of this class and the graded assignments.  Now that you have read this syllabus, we both understand what is expected in CAB140-051 in the Spring 2012 semester.
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