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Business = Law = Technology = Medical

CM192B—MICROSOFT OFFICE PROFESSIONAL:
An Overview of Access and PowerPoint

25 HOURS/1 UNIT
CM192A—Microsoft Office Professional, Word and Excel

GO! Office 2010 Volume 1. Gaskin & Ferrett. Pearson
Publishing, 2011.

USB drive and headphones

This class provides hands-on experience with Access databases,
PowerPoint slide shows, and the integration of Microsoft Office
products. The student will gain experience creating and working
with a variety of databases and presentations. Integration will be
covered.

The objective of this course is to teach the student the
fundamentals of Access and PowerPoint 2010.

Students will create tables, queries, forms, and reports using
Access 2010, slide presentations using PowerPoint 2010, and
integrating Office documents. Students should do all of their
reading at home to prepare for the following day’s activities.
Time outside of regular class time on a computer will be needed
to complete all of the assignments.

Students are required to complete and turn in all assignments for
grading in a timely manner as listed on the syllabus. In addition
to the assignments, students will be required to take a final
exam.

This course is a lab class that requires daily attendance.

Students will receive a grade for the work completed at the end
of the module. Incompletes will be given on an individual basis
according to the requirements listed on the Incomplete form. If
you do not complete the class during the scheduled module, you
may submit an Incomplete form for consideration. If granted,
you will have one additional mod to complete the work;
otherwise, you will need to restart the class again at the
beginning of the syllabus. Incomplete classes will need to be
completed on your own time and finished by the end of the
extended mod.
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GRADING:

TESTING:

LATE WORK OR TESTING:

CHEATING:

FINAL GRADE:

ANTICIPATED LEARNING
OUTCOMES:

EMPIRE COLLEGE (CH/co)

Grades will be based on the following percentages:

e 100-90 A
e 80-89 B
e 70-79 C
e 60-69 D
e 59andbelow F

There will be a final exam at the end of this class. The exam will
consist of a project.

There will be a 10% penalty for all late work and testing. If the
work or test is not completed within the scheduled module, all
assignments and/or test(s) must be resubmitted for grading.

“Empire maintains a code of conduct for students that prohibit
passing another student’s work as their own.” If students submit
duplicate work, each student will receive a failing grade for the
class. The school’s Code of Conduct and Cheating Policy will be
enforced.

The grade for this class will be based upon the graded classroom
exercise assignments (75%) and the final exam/project(s) (25%).

By the end of this course, the student will:

1. Learn the fundamentals of Access, which will include
building a database, updating records, inserting and
deleting records and fields, running queries, creating
reports and forms.

2. Integrate Access and Excel.

3. Create presentations in PowerPoint that include: editing
and changing the appearance of text, adding art and
pictures, animating slides and setting timing.

4. Utilize object linking and embedding.
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Microsoft Access and PowerPoint 2010
INSTRUCTIONS FOR DOWNLOADING FILES FOR TEXTBOOK ASSIGNMENTS
Create a folder on your USB drive called MyITLab.

Open the Internet Explorer and enter the URL address:
www.pearsoncustom.com/customphit/datafiles

Choose GO with Microsoft Office 2010, Volume 1

Student Data Files

Save

Navigate to your folder you created on your USB drive

Save

Open the folder on your USB drive.

Open the folder with the zipper and navigate to the chapter folders to unzip the files.

Do not delete your assignments until you have completed your classes at Empire College.

Some of the files will be used for other computer courses and some of the files will be used
for your portfolio at the end of your program.

MYITLAB INSTALLER AND LAUNCH TOOL FOR HOME USE

Use this link if you working on your home computer:

http://www.myitlab.com/Home Computer Set-Up

NEED MORE HELP?
Additional help can be found on www.MyITLab.com on the Support Tab under Student Support
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WEEK 1—ASSIGNMENT 1—Access Chapter 1

Complete Access Chapter 1 projects below from the textbook using Access 2010 and the files
downloaded from www.pearsonhighered.com/go. The instructions for downloading the files are
attached to this syllabus on page 3.

O Project 1A Contact Information Database with Two Tables
O Project 1B Student Workshops Database

To submit your assignments, attach 1A and 1B to an email addressed to the grader at
cm192b@empirecollege.com. Your subject line must include your first and last name and the
assignment number. The body of the email must include your instructor’s name, room number,
and class period.

The training projects in MyltLab are optional but are useful in preparing you for the graded
assignment below. To access MyltLab for the first time, register using the instructions on page 6.

O Project 1A completed in MyltLab (Optional to prepare you for the graded project)
O Project 1B completed in MyltLab (Optional to prepare you for the graded project)

O Access Chapter 1 Grader Project [Assessment] in MyltLab

WEEK 1—ASSIGNMENT 2—Access Chapter 2

Complete Access Chapter 2 projects below from the textbook. Email the completed projects to
the grader at cm192b@empirecollege.com.

O Project 2A Instructors and Courses Database
O Project 2B Athletic Scholarships Database

O Project 2A completed in MyltLab (Optional)
O Project 2B completed in MyltLab.(Optional)

O Access Chapter 2 Grader Project [Assessment] in MyltLab

WEEK 2—ASSIGNMENT 3—Access Chapter 3

Complete Access Chapter 3 projects below from the textbook. Email the completed projects to
the grader at cm192b@empirecollege.com.

O Project 3A Students and Majors
O Project 3B Job Openings

O Project 3A complted in MyltLab (Optional)
O Project 3B complted in MyltLab.(Optional)

O Access Chapter 3 Grader Project [Assessment] in MyltLab
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WEEK 3—ASSIGNMENT 4—PowerPoint Chapter 1

Complete PowerPoint Chapter 1 projects below from the textbook. Email the completed
projects to the grader at cm192b@empirecollege.com.

O Project 1A Company Overview
O Project 1B New Product Announcement

O Project 1A completed in MyltLab (Optional)
O Project 1B complted in MyltLab.(Optional)

O PowerPoint Chapter 1 Grader Project [Assessment] in MyltLab

WEEK 3—ASSIGNMENT 5—PowerPoint Chapter 2

Complete PowerPoint Chapter 2 projects below from the textbook. Email the completed
projects to the grader at cm192b@empirecollege.com.

O Project 2A Employee Training Presentation
O Project 2B Event Announcement

O Project 2A completed in MyltLab (Optional)
O Project 2B completed in MyltLab (Optional)

O PowerPoint Chapter 2 Grader Project [Assessment] in MyltLab

WEEK 4—ASSIGNMENT 6—PowerPoint Chapter 3

Complete PowerPoint Chapter 3 projects below from the textbook. Email the completed
projects to the grader at cm192b@empirecollege.com.

O Project 3A Informational Presentation
O Project 3B Summary and Analysis Presentation

O Project 3A completed in MyltLab (optional)
O Project 3B complted in MyltLab (optional)

O PowerPoint Chapter 3 Grader Project [Assessment] in MyltLab

WEEK 5—ASSIGNMENT 7—FINAL

Complete the following assignments for your final using MyltLab at www.myitlab.com and the
instructions for using the Grader attached to this syllabus. Choose the Access/PowerPoint Final
Folder and follow the instructions for using the Grader attached to this syllabus.

O PowerPoint Volume 1 Grader Project [Capstone] in MyltLab
O Access Volume 1 Grader Project [Capstone] in MyltLab

Please email the grader at cm192b@empirecollege.com when you have completed all of your
assignments, final projects, and exams.
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Welcome to MyltLab!

MyltLab is a dynamic, interactive eLearning program. Your instructor has requested that you
have access to this online program.

To access your MyltLab online course for the first time, you will need to register and log in.
Whenever you want to use MyltLab after that, you just need to log in. You can do both from the
same starting point, at www.MyITlab.com.

TO REGISTER FOR MYITLAB

To register, you will need a student access code and a course ID (provided by your instructor). If
you purchased a new textbook, it should have come with a Student Access kit that contains a
code you can use to register.

Course ID: CRSABYJ-821770
Course Name: CM192B Access/PowerPoint 2010

1. Start Internet Explorer and go to www.MyITLab.com. Click the Student button, under
Register.

2. Select “Yes, I have an access code.”

3. Agree to the License Agreement and terms by clicking I Accept.

4. On the Access Information page, you will be asked if you have a Pearson Education account.
If Yes, enter the existing login name and password.

5. If you do not have an account, click the No option, and enter your desired login name and
password. Re-type your password.

For your login name, please use your first and last name all lowercase no spaces and your
student id for your password.

Login name:
Password:

o

Enter your Access Code from the MyITLab Student Access Kit.

On the Account Information page, enter your first and last name and email.

In the School Location section, select your country and enter your school’s ZIP or postal

code. Select your school from the list.

9. Select a Security Question and enter the answer. Click Next.

10. A Confirmation and Summary page displays, indicating your registration is successful! This
information will also be emailed to you.

11. Click Log in Now to log into MyITLab.

12. On the My Courses page, click Enroll in a Course and type the Course ID provided to you by

your instructor—it will be: CRSABY J-821770.

13. On the Confirm Course page verify the course and instructor are correct. Click Submit and
then Enter Course Now.

© ~
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Instructions for Completing Assignments in MyltLab

Log into MyltLab: http://www.myitlab.com. Click on Students under Login.

(= Home | MylTLab - Windows Internet Explorer =
GO B mibon e YEhx 9 g8
Fle Edt Yew Favores Joos bHep

x Google myita designed by professors B ECCRRR R S A\ -
S Favomes | 55 [ pecei e - ] Freootmal ] et sce e+

[Htoee | mma G amcomee sy Twke @ 7

~

IT

Home leamAbout BooksAvalable  SuccessStories  Community Tours&Traming  Support  ContactUs

“Engaging”

Dynamic experiences engage students at
‘each stage of leaming

Register

y Nezd access? Start here.
|
I
J < 123> vause
i

For Students For Educators Attention Students —
Get your home
computer ready for
MyITLab!

click here

Under course Content, click on View All Content

Choose Access Chapter 1; then Access Chapter 1 Activities
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Instructions for working with Grader in MyltLab

1. Login into MyltLab using your login name and password
2. Open your Course, click on Course Content, and navigate to the Grader Project
3. Click to open the Grader Project. You will be taken to a screen displaying a 3 Step

Process:

myitlab

% TodoyaView (= nt | > Crades || Communicatc

@ My Course > Word > Chapler 42 Word - Wial Will Word Processing Do For Me?

ﬁ Word Chaptcr 1 Honds-On Excreiac 1 Skill-Bascd Training

You will have 2 types of files to download:

The Instruction file(s): This can be directly opened and printed for your use, or you may
choose to save it to your USB drive.

The Assignment Starter File(s): You must always download all data files and save to your
USB drive. You may not work with the file unless it has been saved.

You must SAVE this file to your USB drive. DO NOT open it here—if you do, you will not be
able to save changes made to this file. Read the instructions for the name of the file.

Do you want to open or save this file?
v 1 Name: chap!_cap_buffalo.docx
- Type: Microsoft Office Word Document

From: mytiab.pearsoned.com

(oo ][ sze ][ 4

ST Savethishle [

You MU

\while files from the Infemet can be usehd, some Bles can potentialy
ham your computer. If you do not frust the sousce, do not open o

save thes fie What's the mk?

Minimize the Window.
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Step 2—Complete the Assignment in a "live™ version of the Office Software (Word, Excel,

PowerPoint, or Access). Select the Return to Course Content button to exit Grader without
submitting a file to be graded.

Return to Course Content

RQ3 92551 908B&Mode—SubmitiAssetlinkiD—300000005015822... [= |[B]E]
-~

s Return to Course Content FINISH: Submit for Grading >

Description

This activity requires students to submit a project that they have completed in the live Office 2007 environment. Students must
dowsnload the starting files available belows, and then follow the instructional steps to finish the project. Students must then upload the

proiect file for automatic grading. Detailed feedback and grades on the submitted proiect are then made available via the mvitiab
gradebook and submission report screen

o Download Starting 6 Work on Assignment 9 Upload Completed
Materials Assignment

If wou would like to work offiine,

pisase click on "Return to Course
e R Content” above and then iog out of

[% Download Files your course. VWhen wou have

completed the assignment, return to

this activity to upload the file for

grading.

| [ Upload completed File |

Instructions
Before you begin, please read through instructions below
Step Instructions Point Values

1 Start WWord. Downioad and open the file named chap7_csp_buffaio.docx

= -~
in the paragraph beginning with The upper Buffalo offers, manually correct the misspelied word = S
2 destimstn to destination. Use the spell-checker to correc sur to season; Bufalo to Bu ; their tol 24
there: v to dation; coolee to cooler; traifiead to trailhead and
N Replace ail occurrences of Buffaio River wiith E

(Hint: you can u =
There will be four replacements. Bold all occurrences of Suffaic MNation

Replace command).

When you are finished, be sure to SAVE the file with your changes — do not use the “SaveAs”
command or change the file name.

Step 3—Upload your completed document through the Grader Project Screen.

(= http:/imyitlab.pearsoned.com/?Assetld=3000000392551 908&Mode-SubmiittAsseil InkID=300000005015822..

EEH

Return to Course Content FINISH: Submit for Grading &»

Word Chapter 1 Grader Project [Homework]

Dascription
This activity requires students to submit 2 project that they have completed i the five Offce 2007 envronnent. Students must
dewnbad the startng fies zvailable 2elow, and then follow the instructiona steps to finish the praject. Studen:s must then upload the

project file for automatic grading Detailed feedback ard grades on the submitted progct are ten madz available via the myilab
gradebook and submission report screen.

0 Download Starting g Work on Assignment 9 Upload Cempleted
Materials Assignment
If vau woulc like to work offiine,
please click on "Return to Cou-se
e ———————— Zontent” above and then log out of e ——————————
|j Download FilesJ yuur wurse, Vilien you have (_,g} Upload Completed Fi-k-.
completed the assignment, retun to
this actvity to uploac the file ‘or . et
grading. e

¢

Browse to your USB drive to find the completed copy of the Grader file. Double click the file to
open it. The file must have the EXACT file name as required by the project instructions.
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X

{2 hitp:/myitlab. pearsoned.com/mode=Submit - Upload Completed File - Win... [ Ghoose file )
Look in: [ < Removable Disk (D] =~ « cF B3~
; . ) Trashes
Upload Completed File ',] () storageSync
Recent ). _.Trashes

File Name: l H Browse... ‘

) Chapter 6 Services.ppt
Deskiop = 565 logo preload.si

To submit your completed assignment to myitiab grader, click the "Browse" button and locate the
completed file on your computer. Then click on the "Upload" button below to send it to myitiab for grading

My Documents

Note that the filename must match exactly what is specified in the final step of the instructions for the project.

{

My Computer

Upload File for Grading

b
Dt gt o, o File name: [chap1_cap_buftalo.docx ~1 open |
Moy, laces
”‘“«-3 | Files of type: [l Files (%) ~| Caneel

To submit the assignment for grading, click the "FINISH: Submit for Grading"* button at either

the top or the bottom of the screen.

Finish Submission of File - Submit

Word Chapter

INISH: Submit for Grading 5
< Your complElEd il E e B EN S U C eSSy OB S5 aEq™ Paus SISS N ubmit for Grading” button to send the
file to myitlab:grader for processing.

Description

This activity requires students to submit a project that they have compieted in the live Office 2007 environment Students must
dowsnioad the starting files available beiows, and then follow the instructional steps to finish the project. Students must then upload the
project file for automatic grading. Detailed fesdback and grades on the submitted project are then made available via the myitlab
gradebock and submission report screen

o Download Starting 9 Work on Assignment 6 Upload Completed
Materials Assignment
If you would like to work offline,
please click on “Return to Course
Content” above and then log out of

[% Download Files | your course. When you have | [ Upload Completed File |

completed the assignment, return to

this activity to upload the file for

grading
Instructions
Setore you begn, please read Mrough NSITUCHONS Delow.
Step Instructions Point Value
1 Start Word. Dowsnioad and open the file named chap?_cap_buffalo docx s =~

In the paragraph beginning with 7The upper Buffalo offers. manually correct the misspefied w
2 clestinatn to destination. Use the spell.checker 1o correct seasun to Season; Bursio to B
thers: re > to recom 2Jation. coolee to cooler, traihead to trailhead and fur:

D-300000005015822... [ |[E]E]

~

When your project has been submitted, you will receive a message indicating that is has been

submitted for grading.

Click on the Return to Course Content button to return to your MyltLab course materials.
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Viewing your Grader Results:

You can view details of your submission directly from your course.

1. When you return to the Course Content page, locate the Grader Project you
have completed, hover over the name of the assignment to bring up the
Options menu, and select View Submissions.

Welcome, _Student _Studest
CIS 150 Fail (9 - Chapman Section 107/106: CRSABK1-610329

My Courses | My profile | Help | Support | Logout

4% Tocay'sVew | CouseComett [Jr Gredes |- Corruncatz BY)  studentuiow | A Retun to Instrusior Y

Gradze  CustomVizw I agpad

“N' My Course > Word = Chaptzr 4: Viord Wnat Will V/ord Procesting Do For..

Dieplay: Corplstzd fem2 eeigied teme Fitsr 2y Conzent Typs: No Siter Aoplec v
Rark Act Grade
T B, View Submissions [ )
-Be: e 3 | =
P e i ~I 7

The initial Score Card Data report shows you how many points you have
earned for each step of the project as well as the maximum amount of
points possible for each step. Your score is shown as a percent.

Click on the Summary Report link to see additional details. Many of the steps
in each project contain more than one part, and Grader allows for partial
credit to be awarded. The Summary Report allows you to see exactly where
within each step you lost points.
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Submitting Documents for Grading by Email

Email address:

CM192B@empirecollege.com

Attach:

Attach all assignments to an email sent to
CM192B@empirecollege.com.

Subject Line:

The email subject line should include

J Your first and last name
J Chapter number
o Assignment number you’re submitting

Example: Jane Doe-Chapter 1-Assignment 1

Body of Email:

The body of the email must include your instructor’s name,
room number, and class period.

The body of the email must list all documents attached for
grading.

There should be one email per chapter with all of the
assignments attached as listed in the syllabus.
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CM192B Evening Schedule

6 WEEK 3 WEEK ASSIGNMENT
Assignment 1
Access 1
Week 1
Week 1 Assignment 2-3
Access 2 and 3
Week 2
Assignment 4-5
PowerPoint 1 and 2
Week 3
Week 2 Assignment 6
PowerPoint 3
Week 4
FINAL
Week 5
Week 3
FINAL
Week 6
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