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DAY, HOUR AND PLACE:


Lecture: 	T 	1230-1420	AG101


Lab: 	T	1430-1620	AG101





INSTRUCTOR:





Dr. James Cothern, 301 Peters, Office Hours: 0930-1200  Tu and 0830-1200 Wed





REQUIRED  TEXT:	 





Courter and Marquis, Office 2000: User Specialist Study Guide, SYBEX Network Press, l999





Selected Handouts





COURSE DESCRIPTION:


	


The course is designed to give the student an acquaintance with key Office applications, particularly Excel and the Internet in order to enhance farm and firm management capabilities. Emphasis will be placed on enhancing the student's understanding of that which is required in order to meet industry standards as measured by the Microsoft Office User Specialist (MOUS) proficiencies





COURSE OBJECTIVES:





Provide a basic understanding of the Windows operating system and its interface with Office 2000





Familiarize students with the Microsoft Office User's Specialist (MOUS) objectives, requirements and standards for Microsoft Word, Excel and Power Point





Provide practical experience in using the Office software in "typical" agricultural problems, with particular emphasis on Excel applications





Explore Internet based information systems and how they are used in agricultural applications	





Make students aware of the understanding which is required in order to meet industry standards as measured by the Microsoft Office User Specialist (MOUS) proficiencies





�
COURSE STRUCTURE:


  


There will be one mid-term examination and a two hour final. Additional announced computer based quizzes and homework sets will also be given.  Exams, quizzes and home work sets will be based on lecture materials, assigned readings and text materials. There will also be lab assignments, requiring the completion of projects and/or problems. 





GRADING:


     


Your composite grade will be based on the following approximate weights:





Midterm Examination		25 Percent


Final Examination		35 Percent


Quizes and Homework	40 Percent





EXAMINATION TIMING AND MAKEUP:





The  mid-term will be given on Tuesday, October 14.                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                  One or two short announced quizzes may also be given during the semester. The final will be given on Tuesday,  December 16,  from 1315 - 1515 p.m. 





I will give one makeup examination for the midterm examination based on a time easiest for me to administer. Early or late finals will not be given.





HOMEWORK TIMING AND EFFORT:		





Course examinations and homework assignments are structured so there is ample opportunity to achieve a reasonable grade in the course.  Average or sub-par performance on the  examinations can  be compensated for by superior performance completing the lab work and problems.  Strict adherence to due dates for lab work and assigned problems will be demanded.  The extra effort to get the lab work and problems in on time is worth it, since grade distributions for my courses are normally tight.  A pair of missing homework or lab assignments may make the difference between a + or a - final grade.  It has happened in the past!





Secure an e-mail address during the first week of class. All assignments will be turned in by attaching the appropriate assignment to an e-mail addressed to jamesco@csufresno.edu. Assignments will only be accepted from your own e-mail address. You cannot e-mail an assignment with another individual or use another individual's e-mail address. Be sure and send an enclosure to yourself or keep a copy in the SENT folder of your e-mailer. By accomplishing this requisite you offer proof you have done your own work and insure you have a copy of the assignment. This also insures you have proof that the assignment is time-date stamped correctly and that it has been turned in on time. I highly recommend CSU-Fresno's internet e-mailer if you are not using Outlook. You may sign up for it at:





	http://email.csufresno.edu





I do not recommend AOL's e-mailer. There is just too much evidence of lost e-mails. Use at your own risk.





When you send the email with the assignment, include a short message which at the least includes your name. Also, include your name on the assignment as you would any assignment for other classes. I will not give credit for assignments  without names or where it is necessary to translate an e-mail address to a name. BE SPECIFIC AND COMPLETE





Do not send multiple e-mails of the same assignment. Check your SENT folder or the enclosure you have sent your self. If it is in your SENT file or INBOX as an enclosue, you know it has been sent properly.





Another way of insuring your e-mail has been sent properly is to request a reply when you send your e-mail.





Assignments must be turned in on time. No credit will be given for late assignments.





COMPUTER PROFICIENCIES





While it is assumed prior computer proficiencies are not required, the course will move at a very fast pace and students will need to spend a substantial amount of time on their own in order to achieve the skills expected.
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