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COURSE NUMBER: CPT 270 
  
PREREQUISITE(S): CPT 172, CPT 174, CPT 179 with a minimum grade of “C”. 
  
CO-REQUISITE(S): None 
  
COURSE 
DESCRIPTIONS 

This course emphasizes the integration of popular 
microcomputer software packages using advanced concepts 
in microcomputer applications software.  Integration of word 
processing, spreadsheet, and database and 
presentation/graphics production will be emphasized.  Topics 
will include form letters, merging, desktop publishing, financial 
functions, amortization schedules, data tables, creating and 
querying worksheet database, templates, customized reports 
and forms, and importing clips into documents. 

  
TEXTBOOK(S): Cram, Carol.  Microsoft Office 2003 Illustrated Projects.  

Boston, MA:  Thomas Learning.  (ISBN 0-619-27307-0)  
  
REFERENCE(S): None 
  
OTHER REQUIRED 
MATERIALS, TOOLS, 
AND EQUIPMENT: 

Jump Drive 

  
METHOD OF 
INSTRUCTION: 

The semester lesson plan is shown on the last page.  You are 
expected to read each assigned project prior to the class.  
Lectures will be short, to the point, and will discuss the 
highlights of the Project for that week.  Most of the class time 
will be spent working on your Tutorial and/or Laboratory 
assignments. 

  
90 - 100 = A 
80 - 89 = B 
70 - 79 = C 
60 - 69 = D 
Below - 60 = F 

GRADING SYSTEM: 

The standard mathematical procedure of rounding will be 
applied to arrive at a whole number percentage in final grade 
calculation. 



  
Projects (27) =  27% 270 points   
Independent 
Challenges (13) 

=  13% 130 points   

Tests (3) =  30% 300 points   
Community Project =  10% 100 points   
Final Project =  20% 200 points   
Total =100%     
Extra Credit 
(Visual Workshops 9) 

 45 points  

GRADE CALCULATION 
METHOD: 

  
Point System:  1000 total assigned points; 1045 total 
possible points with extra credit. 
  
A            > = 900 (minimum 90%) 
B            > = 800 (minimum 80%) 
C            > = 700 (minimum 70%) 
D            > = 600 (minimum 60%) 
  
Extra Credit:  You may complete any Visual Workshops 
exercise at the end of a project for 5 points, up to maximum of 
45 points. 

  
ATTENDANCE 
POLICY: 
  

Students are responsible for punctual and regular attendance 
in all classes, laboratories, field trips, and other class 
activities.  The College does not grant excused absences; 
therefore, students are urged to reserve their absences for 
emergencies.  When illness or other emergencies occur, the 
student is responsible for notifying instructors and completing 
work missed. 
  
Except in extenuating circumstances with approval by the 
division dean, instructors withdraw students from class when 
80 percent attendance is not maintained.  If a student exceeds 
the allowable attendance, the instructor will withdraw the 
student and award a grade of “W” or “WF” based upon the 
student’s academic standing at the last date of attendance.  
  
Students are tardy if not in class at the time the class is 
scheduled to begin.  Tardy students are admitted to class at 
the discretion of the instructor.  Three tardies equal an 
absence.  Late more than 10 minutes is an absence. 
  
Absences for Religious Holidays:  Students who are absent 
from class in order to observe religious holidays are 
responsible for the content of any activities missed and for the 
completion of assignments occurring during the period of 
absence.  Students who anticipate their observance of 



religious holidays will cause them to be absent from class and 
do not wish such absences to penalize their status in class 
should adhere to the following guidelines: 
  

1. Observance of religious holidays resulting in three or 
fewer consecutive absences:  Discuss the situation with 
the instructor and provide written notice at least one 
week prior to the absence(s).  Develop (in writing) an 
instructor-approved plan which outlines the make up of 
activities and assignments. 

  
2. Observances of religious holidays resulting in four or 

more consecutive absences:  Discuss the situation with 
the instructor and provide the instructor with written 
notice within the first 10 days of the academic term.  
Develop an instructor-approved plan which outlines the 
make up of activities and assignments. 

  
ACADEMIC 
CONDUCT:  
  

ACADEMIC DISHONESTY:  Students are expected to uphold 
the integrity of the College's standard of conduct, specifically 
in regards to academic honesty.  All forms of academic 
dishonesty including, but not limited to, cheating on 
assignments/tests, plagiarism, collusion, and falsification of 
information will call for disciplinary action.  Disciplinary action 
imposed may include one or more of the following: written 
reprimand, loss of credit for assignment/test, termination from 
course, and probation, suspension, or expulsion from the 
College.  For further explanation of this and other conduct 
codes, please refer to the Student Handbook. 
  
CELLULAR PHONES AND PAGERS/BEEPERS:  Cellular 
phones, pagers and beepers are not permitted to be turned on 
or used within the classroom.  Use of these devices during 
classroom time will be considered a violation of the student 
code as it relates to “disruptive behavior.”   

  
CLASS/LAB 
PROCEDURES: 

The semester lesson plan is shown on the last page.  You are 
expected to read each assigned project prior to the class.  
Lectures will be short, to the point, and will discuss the 
highlights of the Project for that week.  Most of the class time 
will be spent working on your Laboratory assignments. 
  
Students will produce work using the computer with Microsoft 
Office 2003.  Assignments must be emailed by 9 p.m. the day  
that particular assignment is due.  No late work is accepted. 
  
Employers set certain professional expectations for their 
employees with regard to participation, attitude, absenteeism, 



and tardiness.  For this reason, you are expected to attend 
class regularly, to arrive to a class on time, and to be prepared 
for class.  This portion of your course average begins at 50 
points.  The following deductions will be made from this 
participation grade: 
  
Absent (without written documentation) --2 points 
Tardy more than 10 minutes--2 points 
Tardy 10 minute or less--1 point 
**Being tardy when a scheduled guest speaker is present or 
for a field trip will result in a two-point deduction.  Being absent 
when a scheduled guest speaker is present or field trip will 
result in a four-point deduction. 
Unprepared for class discussion --1 point each occurrence 
Unprofessional behavior--1 point each occurrence 
  
Examination Policy 
  
There are three scheduled tests.  No make-up tests.  No credit 
for tests not taken in the allotted time frame.  If a test is 
missed, the highest test grade will replace one missed test 
grade.  Preparing for Examinations:  Read the chapters.  
Questions/exercises are taken directly from the reading 
material.     
  
The following resource centers are available to students of 
Spartanburg Technical College.  Please visit, call or consult 
the College’s website to determine the hours of operation. 
  
  

Resource 
Location 

(East Building) 
Phone 

Number 
Advising Center E-1 591-3990 
Open Computer Lab 
(OCL) 

E-5 591-3968 

Tutorial Learning Center 
(TLC) 

E-2 591-3715 

Testing Center E-3 591-3966 
   

  
ACCOMMODATIONS: 
  

Students who need special accommodations in this class 
because of a documented disability should notify Student 
Disability Services. You may contact Student Disability 
Services by calling, (864) 592-4811, toll-free 1-800-922-3679; 
via email through the Spartanburg Technical College web site 
at www.stcsc.edu/SDS/; or by visiting the office located in the 
Dan Lee Terhune Student Services Building, room 112 of the 
Spartanburg Technical College campus.  By contacting 



Student Disability Services early in the semester, students 
with disabilities give the College an opportunity to provide 
necessary support services and appropriate accommodations.

  



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

COURSE 
COMPETENCIES & 
OBJECTIVES: 

      I.       Explain the fundamental concepts of office application 
software 

  
                  1.        Create advanced Word documents such as a 

resume, business cards, sales letters, proposals, 
brochures, and tables 

                  2.       Create advanced Excel workbooks such as 
projected budgets, earnings records, sales 
forecasts, course grades analysis, and sales 
reports 

                  3.        Create advanced Access databases such as 
inventories, author profiles company profiles, and 
CD catalogue 

                  4.        Create advanced PowerPoint projects such as 
training presentations, sales presentations, and 
career options presentations 

  
     II.          Integrate software files from various sources 
  
                  1.        Create documents in Word and Excel for linking 

purposes 
                  2.       Create documents in Word, Excel, and Access for 

linking purposes 
                  3.       Create documents in Word, Excel, and PowerPoint 

for linking purposes 
  
   III.          Add visual elements to a presentation 
  
                  1.       Create presentations in PowerPoint that include 

visual effects such as clip art, photos, Web art, and 
WordArt 

                  2.       Create black and whit slides and modify the slide 
master 

                  3.       Create a presentation outline and edit and show 
the presentation 

 
  
  


