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	Contra Costa College


	Course Outline


	Department & Number
	CIS 200
	Number of Weeks
	18

	Course Title
	Microsoft Access/Information Processing
	Lecture Hours
	3

	Prerequisite
	CIS135 or CIS 38 with a minimum grade of “C”
	Lab Hours
	2

	Co-requisite
	Concurrent enrollment in CIS 95
	Hours By Arrangement
	

	Advisory
	
	Activity Hours
	

	                           Units
	3.5


	COURSE/CATALOG DESCRIPTION


	This course will introduce students to intermediate and advanced features of Microsoft Access such as building links, relationships, indexes, designing advanced queries and macros. The history of records management and the Alphabetic Indexing Rules 1-10 will also be introduced. Students will receive hands-on experience working on actual projects--the best way to prepare them for the on-the-job challenges they'll face. This course offers complete instruction in all skill sets and activities for the appropriate Microsoft Office Specialist Certification (MOS) Exams.


	COURSE OBJECTIVE

	At the completion of the course the student will be able to:


	· Apply the Alphabetic Indexing Rules 1-10

· Manage Data Integrity

· Design Queries

· Modify Forms and Reports

· Build Links, Relationships and Indexes

· Design Advanced Queries

· Build Advanced Forms and Reports

· Integrate Access with Data and Applications

· Build Forms with Subforms

· Use Special Controls and Tools

· Work with Macros and Modules


  COURSE CONTENT: (In detail; attach additional information as needed and include percentage breakdown) 
	10
	%
	Alphabetic Indexing Rules

	10
	%
	Queries

	10
	%
	Forms and Reports

	70
	%
	Access/Records Management processes


	METHODS OF INSTRUCTION


	Lecture, Demonstrations, Audio/visual aids, Laboratory


	INSTRUCTIONAL MATERIALS


	Textbook Title:
	Access 2003 - Comprehensive

	 Author:
	Jon Juarez, John Carter, Kathleen Steward

	        Publisher:


	McGraw-Hill Technology Education

	   Edition/Date:


	2003


	COURSE EXPECTATIONS (Use applicable expectations)


	       Outside of Class Weekly Assignments
	Hours per week


	Weekly reading assignments:
	4

	Weekly lab or software application assignments:
	3


 STUDENT EVALUATION: (Show percentage breakdown for evaluation instruments)
	40
	%
	44+ exercises (May be completed in classroom or laboratory)

	20
	%
	Mid-Term written and skills demonstration test

	20
	%
	Three-quarter written and skills demonstration test

	20
	%
	Final written and skills demonstration test


	  GRADING POLICY (Choose LG, CR/NC, or SC)


	
	Letter Grade
	
	Credit / No Credit
	X
	Student Choice

	
	90% - 100% = A 
	
	70% and above = Credit
	
	90% - 100% = A

	
	80% -   89% = B                                  Below 70% = No Credit                                           80% -   89% = B

	
	70%  -  79% = C                                                                                                                     70%  -  79% = C

	
	60%  -  69% = D                                                                                                                     60%  -  69% = D

	
	Below   60% = F                                                                                                                     Below   60% = F

	                                                                                                                                                          70% and above = Credit

	                                                                                                                                                          Below 70% = No Credit


	Prepared by:
	Pamela Rudy


	Date: Semester/Year
	Spring 2005
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