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	Required:
	Course is a requirement for the Virtual Assistant Certificate program, but may be taken by anyone as an elective or for personal enrichment.

	Times:
	Class meets entirely online at times which are convenient to you.

	Associate Degree Applicable:
	Course credit transfers to CSU, UC

	Prerequisite:
	Keyboarding - BOT 100, or BOT 103A/103B

Office Systems and Procedures - BOT 107

 

Contact Grossmont College BOT coordinator Linda Snider Linda.Snider@gcccd.edu if you have taken an equivalent class or have relative experience and need to waive a prerequisite requirement.

	Recommended Preparation:
	Because this is an online class, you should have solid experience with computers and the Internet:

· Can you troubleshoot problems on your computer? 

· Could you upload/download files?

· All of your course work will be submitted electronically, so you must be able to follow instructions independently.

· Can you attach a file to an email message?

· Can you post and reply to messages in a discussion group?

· Can you design a web page?

· Can you create a PowerPoint presentation?

· Successful online students have the willingness and ability to work independently.

 

It is important that students be prepared to take an online course. These courses are not easier than face-to-face classes. In fact, if you are unfamiliar with the technology or if you are not self-disciplined, you may find the online environment challenging. To assist students in preparing themselves to take a class online, we have several options. 

If this is your first online course, I suggest you read the orientation information at the GCCCD Online Home Page and also take the tutorials. 

Also, you will be expected to use technology. For this class, I will be using a course management software program called BlackBoard to deliver this course to you. The Business Office Technology Department uses this program to deliver many of its online courses. You may visit this BlackBoard tutorial (Username:  GCCCD  -  Password:  student - Select “Student Orientation”) or any of the many available online tutorials to become familiar with this program during your first week of class.

	Expectations: 


 
	· Students must log in within the first two weeks of class or else they will be dropped. 

· Students must complete assignments on time. 

· Students are expected to participate in discussion via the Discussion Board. 

· Quizzes are “open-book” and are included after each lesson.

	Description:
	The BOT 111 online course will explore issues that should be addressed when creating a virtual office. Topics will include managing your time, setting up a home-based business, customizing your workplace, evaluating and buying technology, communicating with technology, marketing your business, and business ethics. This course is a requirement of the Business Office Technology Department’s Virtual Assistant Certificate Program. 

The BOT 111 “Creating a Virtual Office” online course is taught entirely over the Internet. Web pages replace lectures. Email, discussion groups, and chats help us communicate with one another. Furthermore, multimedia and Internet resources will be incorporated to enhance your learning experiences.

	Objectives:
	Upon completion of the course you will be able to:

· Have a thorough understanding of the virtual assistant business.

· Complete a business plan and marketing plan that establishes mission, goals, and objectives.

· Demonstrate competency in writing business goals and determining a sustainable competitive advantage.

· Be prepared for the job market by becoming aware of the many facets of operating a small business.

· Demonstrate personal, professional, and ethical growth by integrating the core business components that have been learned during your college experience into a real business plan presentation.

	Texts:
	Virtual Assistant, The Series: Become a Highly Successful, Sought After VA, 
Diana Ennen and Kelly Poelker, 
Another 8 Hour Publishing, 
ISBN 0-9742790-5-6

Bundled with the Workbook Edition

	Materials & Equipment:
	You need a computer (or access to one), a connection to the Internet, a web browser (such as Microsoft Internet Explorer or Mozilla Firefox), an email account, and a word processing program (preferrably Microsoft Word). If you do not have a computer at home, you may enroll in the IDS-198 Supervised Tutoring class and work in the Technology Center (Tech Mall) on the Grossmont College Campus.

	Disks:
	Since you will be using the Internet to complete the course, you should keep all your notes and assignments on the same disk, and use that disk every time you log on to your course site. It is essential that you have a backup copy of all your work. No allowances can be made for lost or damaged disks if you do not have a second copy.

	Attendance:
	All students are expected to log on to the course sometime during the first two weeks of class and complete the assignments or else they will be dropped from the class.

 

All students are expected to log on to the course each week to pick up assignment materials, read postings in the discussion groups, create new postings, respond to postings from other students, utilize the online resources and web links provided for additional learning, collaborate with other students to complete group projects, take quizzes,  and class projects, and email, upload or post completed assignments as required.

	Credit / No Credit, Adds, Withdrawal / Drops etc.
	It is the student’s responsibility to add or withdraw from class, or to change their grading status to Credit / No Credit. See the class schedule for details of student withdrawal and grade responsibility, prerequisites, grading and class attendance. See the Grossmont College Class Schedule also for details of drop and withdrawal, dates and procedures. See the appropriate office for detailed, accurate information. Students are responsible for attending to these matters. It is not the policy of this instructor to assign incomplete grades. If you decide to stop attending the class, you will receive the letter grade of F unless you officially drop the course. This is your responsibility to do, by using WebConnect online, calling College Connection at (619) 668-4040, or by filling out a drop card at the Office of Admissions and Records. 

	Disruptive Behavior:
	Any acts of disruption that go beyond the normal rights of students to question and discuss with instructors the educational process relative to subject content will not be tolerated. Each student will receive only one warning for disruptive behavior. A second occurrence of disruptive behavior will result with a referral to the Dean of Students and/or suspension from class.

 

Students may not post comments which seem inappropriate or insulting to other students or to the instructor. Students should refrain from making any off-topic references that can be taken as a disruption to the learning process. All personal comments about the class, other students, the assignments or the instruction should be directed privately to the instructor via private email.

	Students with Disabilities:
	In compliance with the Americans with Disabilities Act (ADA), all qualified students enrolled in this course are entitled to “reasonable accommodations.” Students who may need accommodations in this class are encouraged to notify the instructor and contact Disabled Students Programs and Services (DSP&S) early in the semester so that reasonable accommodations may be implemented as soon as possible. Students may contact DSP&S in person in Room 110, or by phone at (619) 644-7112 (voice) or (619) 644-7119 (TTY for the deaf).

	Academic Integrity:
	Students are expected to uphold the school’s standard of conduct relating to academic honesty. Students assume full responsibility for the content and integrity of the academic work they submit. The guiding principle of academic integrity shall be that a student's submitted work, examinations, reports, and projects must be that of the student's own work. Students shall be guilty of violating the honor code if they:

1. Represent the work of others as their own.

2. Use or obtain unauthorized assistance in any academic work.

3. Give unauthorized assistance to other students.

4. Modify, without instructor approval, an examination, paper, record, or report for the purpose of obtaining additional credit.

5. Misrepresent the content of submitted work.

 

The penalty for violating the honor code is severe. The first incident will earn a 10% reduction in the final class grade and a grade of 'F' on the item involved, and the second incident will be reported to the relevant Dean for appropriate action. If a student is unclear about whether a particular situation may constitute an honor code violation, the student should meet with the instructor to discuss the situation.

 

For this class, it is permissible to assist classmates in general discussions of computing techniques. General advice and interaction are encouraged. Each person, however, must develop his or her own solutions to the assigned projects, assignments, and tasks. In other words, students may not "work together" on graded assignments. Such collaboration constitutes cheating. A student may not use or copy (by any means) another's work (or portions of it) and represent it as his/her own. If you need help on an assignment, contact your instructor or the TA, not other classmates.

	Contacting your Instructor:
	The best way to ask for help is by posting a message in either the Main Discussion Board or your Group Discussion Board. Sometimes, another student may see your message before the instructor logs on, and will answer it for you. If another student is unable to answer the question, your instructor will answer it on the Discussion Board. Other students may have the same question, so this is a benefit to everyone by making your questions public rather than using private email. If it is a personal matter, you may contact your instructor via email at Tom.Smerk@gcccd.edu . I check my email at least once or twice daily, and will respond as soon as I can.

If my schedule doesn’t change, I can usually be found working at the center desk in the Tech Mall as the IDS-198 instructor. I’m there 3 mornings per week.

 

Problems with your personal computer equipment and software are up to you to solve. Before you begin the course, make sure you have someone you can contact (a friend, relative or computer technician) if something happens to your computer system that would prevent you from accessing this course. If you are having problems accessing the course, and you think the problem is with the Grossmont College network, notify your instructor via email and I will in turn notify a technician.

	Flex Lab:
	This class is offered by the Business Office Technology (BOT) department at Grossmont College. The BOT department also maintains a “Flex-Lab” in the Tech Mall building on the Grossmont College campus. Only students registered in a Flex Lab class may work in the BOT Flex Lab. This class is taught completely online, and is not a Flex class, therefore, help for this class is not available in the BOT Flex Lab.

	Tutor Assistance / Additional Lab Time:

Referral to IDS-198 Tech Mall & IDS-189T Tutoring Center:
	You are referred to enroll in the following supervised tutoring courses if the service indicated will assist you in achieving or reinforcing the learning objectives of this course: 

1. IDS 198, Supervised Tutoring to receive tutoring in general computer applications in the Tech Mall,

2. IDS 198T, Supervised Tutoring to receive one-on-one tutoring in academic subjects in the Tutoring Center (room 70-229, 619-644-7387).

 To add any of these courses, students may obtain Add codes at the Information/ Registration desk in the Tech Mall.

 

All Supervised Tutoring courses are non-credit/non-fee. However, when a student registers for a supervised tutoring course, and has no other classes, the student will be charged the usual health fee.

	BOT Web Site:
	Additional information of interest to Grossmont College BOT students, including career planning assistance, is available from the Grossmont College BOT “Home Page” http://www.grossmont.edu/bot.

	Student Email
	Students who enroll for a class at Grossmont College are given a Campus Email account. Any mail from the college, your instructor or other students is automatically sent to that account as the default account. Here are instructions to access your email from your Internet web browser:

 

Student e-mail 

Go to the following page:  http://students.gcccd.edu.  You will then see the Log On box.


Type your first name and last name all lower case no spaces in the log on box.  You will then be prompted for your user name and password and you will type in:

 

name= firstnamelastname

 

password= your college pin (the 7 digit number on your student ID card)
 

Your e-mail address looks like this:
firstnamelastname@students.gcccd.edu
 

Changing your default email address:

 

When you access Blackboard (before you log in to your course), you can change the email address which is used as the default for the course. If you would rather use a different email address to receive important announcements about the class and correspondence from other students, click on the “Personal Information” button on the left of the main Blackboard window, click on “Edit Personal Information,” and then change your email address in the Email text box under item #1, “Personal Information.”

	Getting Started:
	To learn more about taking online classes at Grossmont College, open your web browser (such as Microsoft Internet Explorer) and connect to the following web site:

http://www.gcccd.edu/online
 

Explore the links below.

· How Online Classes Work 

· Requirements 

· Equipment & Software 

· Tutorials 

· Orientation 

· Frequently Asked Questions 

· Online Resources 

· Tips for Online Success
 

Complete any of tutorials that will help you learn more about using the Internet. Because this course is conducted over the Internet, a lot of your assignments will require intermediate or advanced Internet skills to complete.

· What is the Internet? 

· Connecting From Home 

· Web Browsers 

· Cookies 

· Bookmarking a Favorite Site 

· Using Search Engines 

· Advanced Search Techniques 

· Downloading & Plug Ins 

· Cut and Paste    

· Netiquette 

· E-mail 

· GCCCD E-mail Accounts 

· Attachments/ Scanning for Viruses 

· Printing 

· Conclusion 

· Glossary
Complete the Blackboard orientation by going to http://bb.gcccd.edu and enter the Username and Password below.

Username:  GCCCD
Password:  student 

Select Student Orientation.

 

Here’s another Blackboard Tutorial to help you get started:

E.U. EdTech Tutorial
http://www.edtech.neu.edu/blackboard/using/tour/quicktour
 

 

Make sure you have purchased your book and workbook, and are ready to begin the course.

 

Log on to Blackboard using your assign login name and password. Your username is usually your first name followed immediately (no space) by your last name. Your password is usually your birth date in the format mmddyy.

 

Once in to the course, click on the “Assignments” button, and then click the link to “First Week Assignments.”

 

Follow the directions and complete the assignment as instructed. (This is how you will pick up your new assignments each Monday).

	How this course works:

 
	The course design is based on principles of collaborative learning and active participation, as well as sharing of thoughts and problem solving. Participants complete an online orientation in the introduction to the course to help them become comfortable using Blackboard (the class conferencing system).

 

In each unit participants will be presented with a text-based lecture along with hyperlinks to related online articles. Participants will engage in guided discussions about these topics via the asynchronous threaded discussion forums in Blackboard. Participants will consider the topic as it relates to their own personal situations.

 

Or to put it in simpler terms:

There are 16 weeks in a semester. Every week, you will:

1. Read something from the text book.

2. Complete exercises in your workbook.

3. Log on to the Internet 5-6 times per week.

4. Read or print your weekly assignment.

5. Complete the assignment. Some assignments will require collaboration with other students by utilizing a discussion board and/or live chat. Other assignments will require research.

6. Either upload or email your assignment or post it to the discussion board.

7. Answer or respond to questions and messages on the discussion board. Post a few questions or comments of your own.

8. Take a quiz.

 

You may not have a reading assignment or a quiz every week, but this is basically how it goes.

	Rules of Netiquette:

 
	Over time a set of rules (conventions) have emerged that make online communication more pleasant and effective. Here are some of the most important ones:

 

1. Brief is Best. Keep messages short and focus on a single topic. It is difficult to process and remember information that is more than a couple of display screens long -- so keep all messages as brief as possible. When there are multiple topics to be discussed, use a separate message for each. Similarly, use separate files for different kinds of information instead of putting it all in one large file.

 

2. Careful with Formatting. Don't use fancy formatting (e.g., tabs, tables, fonts) unless you are sure that all users can read this (as in the case of WWW documents). On the other hand, make messages/files more readable by using spacing, subheads, and lines. Similarly, don't include graphics, images or multimedia components (audio/video clips) in messages or files unless you are fairly sure that the intended audience can view them. When including multimedia components in web documents, identify the format used (e.g., mpeg, wav, etc.) so people can determine what "plug-ins" (helper applications) are needed to run them. If you are using a specialized plug-in, provide a source location (ideally via a direct link) where people can obtain the plug-in.

 

3. Provide Structure. Take the time to create meaningful subject headings or descriptors for messages to help people orient to the purpose of the information. Also, begin email messages with a summary, recap, or excerpt of an ongoing discussion to provide context. When people are reading dozens of messages or files, they need as much help as possible deciphering them. When organizing a real-time conference, it is very important to distribute an outline or agenda beforehand to help keep the discussion focused and provide some structure.

 

4. Manage Participation. Participation in a real-time conference (aka "chat") involves some special considerations. (We won't be requiring any chats in this course, but participants may wish to use the chat feature on their own, or may want to experiment with it among themselves to see how it works.) More than anything, "chat"-ting requires a lot of patience; think of an online chat as a group conversation in slow motion. Each person must be allowed to finish a comment before someone else types a comment. In a highly structured conference, the moderator may require that participants request permission to talk by sending a sign (e.g., typing a "!" or "?" for comment or question). This is like asking for the "floor" in a formal meeting. Even if this practice is not used, the moderator must play a strong role in managing the discussion or chaos will result. In particular, the moderator needs to ensure that the discussion stays focused and that participants do not stray off on individual discussions or tangential topics. The larger the number of participants, the more formal procedures will be needed.

 

5. Public domain. Think carefully about what you write. First of all, it is very easy for people to forward some or all of an email message/files to others ... so always assume that anything you post could be made quite public. Also your message may be read by a wide variety of people (particularly if it is posted to a public forum on the Internet/web); hence, all the more reason to be respectful of diversity.

 

6. Be kind and gentle. There is no need to make cyberspace a nasty place. Avoid sarcasm and mean-spiritedness. And if you read something that upsets you, don't flame; either ignore it or wait a day and send a rational response. The online environment is a wonderful place for debate and discussion, but remember to be civil and considerate.

	Group Projects:
	In addition to four main projects, there will be four group projects. You will be expected to work with your team online to complete the assigned projects.

	Extra Credit:
	Participation in group projects and discussions is expected and required. You are also required to answer questions posted in a discussion area, whenever possible. Extra credit is automatically given for participation in group projects and discussions beyond what is expected and required. If you need more points, then start doing more work!

	Homework:
	Expect to spend at least 5-7 hours per week to complete the online assignments. If you are a slow typist or a slow reader, this may be longer.

 

Read the Chapters assigned each week before the end of the week. Complete the assigned exercises by the due date.

 

A new assignment will be available in the “Assignments” area of the course site each Sunday at 8 AM. You have until the following Sunday to complete the work.

 

If there is a quiz scheduled, it will be available on Monday, but be sure to complete all the work and reading assignments before taking the quiz. You might want to take the quiz on Friday or Saturday.

	Deadlines:
	All assignments are posted on Monday (except for reading assignments, which are scheduled in advance at the end of this document) and are due 6 days later on Saturday. There is a one-day “grace” period, meaning that assignments will be accepted on Sunday as long as you ask for and receive permission in advance or have an iron-clad excuse! Group summaries may be posted on Sunday – that is why the individual contributions must be in by Saturday. Your group will be unable to meet its deadline if you do not complete your part of the work on time.

 

In the world of online classes, we must all realize that the computers and networks we rely on to complete our online assignments may not work correctly at certain times. You need to keep in mind the possibility that you may experience computer problems. Because of this likelihood, you should try to submit your assignments ahead of time to allow extra time for computer problems, have backup copies of all assignments and projects, and plan alternate ways you can access the Internet in the event you are unable to log on and deliver your assignment.

 

Computer failures will not be accepted as an excuse for late assignments! (With the exception that the Grossmont College Blackboard network becomes unavailable, and if so, we sometimes know of this in advance and can warn you to take precautions)

	Requesting Assignments in Advance:
	The Syllabus at the end of this document list reading assignments in advance. You may also begin to make use of the External Resources in advance. One of the most important projects in this class will be to create a Business Plan complete with all accompanying sections as outlined on pages 46-98. You may do web research and library reading in advance in order to learn how to create a business plan. There are many useful resources for this project in the External Links section of this course. Another project in this course will be to create a web page for your VA business. If you are inexperienced in how to create a web page, you may study books or online tutorials in advance to prepare for this project. Once again, there are many useful resources for this project in the External Links section of this course.

 

Group work and discussion assignments are distributed at the beginning of each week and are not available in advance. It is important for this type of assignment to be done collaboratively, and attempting to complete the assignment in advance would be detrimental to the nature of the assignment.

	Assignments:

 
	The types of reading assignments required:

· Reading assignments from textbook, printed resource materials, and Internet Web sites

· Research course topics on the Internet

· Individual and group activities applying effective communication skills

· Reading a variety of reports from one-page documents to research-based reports

 

The types of writing assignments required:

· Written homework

· Participation in online discussion groups

· Term papers

· Writing a variety of reports from one-page documents to research-based reports

 

The problem-solving assignments required:

· Homework problems

· Quizzes

· Exams

 

The types of skill demonstrations required:

· Class performances

· Participation in discussion groups

· Ability to use computer, Internet and course management software and resources effectively

· Ability to create a web page to promote your business

· Ability to create a PowerPoint presentation to promote your business

 

The types of objective examinations used in the course:

· Multiple choice

· True/false

· Matching items

· Completion

· Essay

 

Class work will be submitted via email, files drop box or posted on a discussion board.  The assignments will be posted at the beginning of each week (Monday) and must be completed and submitted according to instructions by the end of the same week, or Sunday at the latest. It is your responsibility to make sure the assignments are completed on time. It is always to your advantage to submit an incomplete assignment rather than not hand in anything. Late projects will not be accepted except for extenuating circumstances arranged with instructor in advance. Spelling and grammar errors will result in a reduction of grade.  Always use spelling and grammar check tools before submitting assignments.

 

You must retain all graded assignments for future reference. Do not discard any work before you have received your grade. You must pick up all of your homework. The instructor will discard uncollected homework, projects and discussions at the end of the semester.

	Grading/Evaluation:  

 
	Grading is on an absolute scale as follows:

A - 90‑100%

1575 – 1750 points

B - 80‑89.9%
1400 – 1574 points

C - 70‑79.9%
1225 – 1399 points

D - 60‑69.9%
1051 – 1224 points

F – Below 60%
0 – 1049 points

 

The basis for assigning students grades in the course: 

 

Points

Percent

Quizzes:

100

6%

Discussion Board Participation (14 sessions X 30): 

420

24%

Virtual Assistant Interview: 

100

6%

Group Projects (4 @ 45 points each): 

180

10%

Webpage: 

180

10%

Marketing Presentation: 

100

6%

Business Plan: 

420

24%

Business Plan Presentation: 

100

6%

Final Exam: 

150

9%

 

1750

100%



	Quizzes (6%):

Points possible-100
	There will be ten quizzes given at the end of each lesson. These quizzes will give you an advance opportunity to work on questions that may be included in the exams. Each quiz will be posted at the beginning of the week, and must be completed by the end of the week, or Sunday at the latest. No assignments or quizzes will be accepted after the due date.

	Discussion Board Participation (24%):

Points possible-420

(30 points per week X 14 weeks) 
	Class participation is by participation in class and group discussion boards. The best way to ask questions in this class is to post the question on either the Main Discussion Board or in your Group Discussion Board. All students are encouraged to help other students who post questions – if you know the answer, jump in and answer the question! If you see someone is having a problem that you’ve already figured out, tell them how you solved your problem. If students are unable to answer a question, you instructor will be monitoring the discussion boards on a regular basis and will provide the answer.

 

Whatever you key in will be seen by the entire class.  If you have specific problems or concerns please email so that we can resolve them.

 

Here’s a grading rubric of how your discussion board participation will be evaluated:

 

21-30 points
14-20 points
6-13
points
0-5
points
Logs on Daily or more per week

Logs on 4 or 5 times per week

Logs on 2 or 3 times per week

Logs on once per week

Leader in class discussion

Contributes to class discussion

Weak in class discussion

Does Not take part in class discussion

Values input of others

Values input of others

Dominates discussion

Does Not comment to others



	Virtual Assistant Interview (6%):

Points possible-100
	The virtual assistant interview is due on Wednesday, April 19.  Please post to blackboard so that classmates can view the interview.  I will provide questions, but feel free to be creative and use your own.  

 

Search the internet for virtual assistants and contact your interviewee via email.  Interviews can be done online, by phone, or email.

	Marketing Presentation (6%):

Points possible-100

 
	The leading cause of business failures among virtual assistants, by far, is ineffective marketing.  Even a VA with the highest levels of skill and professionalism is destined to fail if no one knows that the business exists.

 

The VA approach to marketing is about:

· Not just building sales, but building relationships

· Doing all that’s in your power to provide the most sincere, unmatched form of superior client service.

· Providing and offering only those services that you do well and with integrity.

· Understanding the importance of finding YOUR ideal client.

· Creating community.

 

For marketing strategies, refer to pages 61 – 81 in your textbook. 

 

Your PowerPoint presentation will become an effective selling too to gain more business!

	Business Plan 
(24%):

Points possible-420
	What is a business plan?  Do you need one?  How do you prepare a business plan that will help you start a successful VA business?

 

The business plan does not offer solutions to business problems; instead, it is a tool that brings structure and organization to the process of starting a business or expanding/changing an existing business.  A well-written business plan will determine the feasibility of a project idea and help identify the actions necessary to complete the project.  Overall, basic business planning, although not a guarantee, is a systematic method for reducing risk and enhancing success for any type of business.

 

· A plan gives you a path to follow.  It can help you make your business what you want it to be by forcing you to take an objective, critical, unemotional look at your business project in its entirety.

· A plan can be a communication vehicle to your future customers.

· A plan can help you focus on your competition and opportunities.
 

For help on creating a business plan, refer to pages 46 – 60 in your textbook.

	Business Plan Presentation (6%):

Points possible-100
	You have a better chance of getting a positive reaction to your Business Plan if you control the presentation and make an effort to point out your strengths and show that you have done a lot of research and have a solid plan for success. You may want to use this presentation to discuss your Business Plan with a bank or investors who can loan you money to start your business.

	Web Page (10%):

Points possible-180
	Not only is a web page essential for developing new business, but it can also be used as your “virtual office.” You can use it to collect and distribute information and projects from your clients, post brochures and price lists, announce new services offered, and much more.

	Group Projects (10%):

Points possible-180

(4 projects @ 45 points each)
	The four projects that you will work on as a group are a Disaster Plan, Business Plan, Financial Plan and Marketing Plan. The group projects are designed as a collaborative effort to help each of you gain enough experience to be able to work on your own personal business plan, which will include financial and marketing plans. You may use the group’s “model” as a start for your own business plan.

	Final Exam (9%):

Points possible-150
	The final exam may cover any material from the beginning of the course. Questions may refer to material in the textbook, on other websites that were accessed as part of class assignments, from group reports, from class announcements, from the syllabus, from reference materials posted on our course site, or from information posted in the discussion forums.

	Tips for Quizzes:
	The 10 quizzes only add up to 5% of your final grade, and are designed to help you understand the reading material more so than to be an assessment instrument. Make note as you read each chapter in the book, but more important, make sure you understand each concept that is presented. Most of the quiz questions are logical, meaning that if you understood what you were reading, you should do well on the quiz. Unless I tell you different, the quizzes cover only the text book reading assignment, except for quiz 1 which covers the syllabus.

	Tips for Final Exam:
	1.
Read the questions very carefully ‑ they can be tricky.

2.
Have a page of notes for reference. Do not rely on the book as you will take too much time and you may not complete the exam.

3.
Go through the exam one time answering only the questions you know. Do not waste time on those you do not know.

4.
When you have answered all the questions you know, start on those you are not sure about.

5.
Use a process of elimination to get to the possible answers and then use clues from the other questions and use your book to identify the correct answer.

6.
Use logic and reasonableness to answer questions. For instance "The programs stored in a computer enabling them to process data are NOT resident aliens."

	 

	BOT-111  -  COURSE CALENDAR / SCHEDULE  -  Spring 2009

	Wk
	Date
	Textbook Reading
	Internet Research & Readings / Projects / Discussion Assignment
	Quiz
	Due On

	1
	January 26 – January 31
	Read the Syllabus

 
	Orientation Links (See Assignment 1 notes) to get acquainted with Blackboard™ and on-line learning. Post an introduction (see Assignment 1 notes)
	After completing assignments, take Quiz 1
	January 31

	2
	February 2 - February 7
	Understanding The Concept

Pages 1 - 10
	See “Assignment 2” in Assignments area of course.
	After completing assignments, take Quiz 2
	February 7

	3
	February 9 – 

Thursday,

February 12
	Do You Have What It Takes?

Pages 11 - 32
	See “Assignment 3” in Assignments area of course.
	After completing assignments, take Quiz 3
	Thursday,

February 12

	4
	Tuesday,

February 17 - February 21
	Getting Started!

Pages 33 - 44
	See “Assignment 4” in Assignments area of course.

 

Group Project: Disaster Plan
	After completing assignments, take Quiz 4
	February 21

	5
	February 23 - February 28
	Business Planning 

101

Pages 45 - 60
	See “Assignment 5” in Assignments area of course.

 

Group Project: Business Plan (draft)
	No Quiz
	February 28

	6
	March 2 - March 7
	Business Planning 101

61-98
	See “Assignment 6” in Assignments area of course.

 

(You will be adding a Financial Plan to your Business Plan.)
	After completing assignments, take Quiz 5
	March 7

	7
	March 9 - March 14
	No new reading assignment.
	See “Assignment 7” in Assignments area of course.

 

(You will be adding a Marketing Plan to your Business Plan.)
	No quiz.
	March 14

	8
	March 16 - March 21
	Establishing A Web Presence

Pages 99 – 110
	See “Assignment 8” in Assignments area of course.

 

Web Page Project due.
	After completing assignments, take Quiz 6.
	March 21

	9
	March 23 - March 28
	Specialty Services

Pages 111 – 132
	See “Assignment 9” in Assignments area of course.

(This is a good week to get caught up if you are behind)
	No quiz.
	March 28

	10
	March 30 - April 4
	Specialty Services

133 – 144

 
	See “Assignment 10” in Assignments area of course. 

 

Marketing PowerPoint presentation due.
	After completing assignments, take Quiz 7
	April 4

	Spring Break  -  April 6 – 11, 2009

	11
	April 13 - 
April 18
	Operating Your Business

Pages 145 - 177
	See “Assignment 11” in Assignments area of course.
	No quiz.
	April 18

	12
	April 20 - April 25
	Operating Your Business

Pages 178 - 200
	See “Assignment 12” in Assignments area of course.
	After completing assignments, take Quiz 8.
	April 25

	13
	April 27 - May 2
	You’re Not Alone!

Pages 201 – 210
	See “Assignment 13” in Assignments area of course.

 

Schedule your Virtual Assistant Interview (Due next week).
	After completing assignments, take Quiz 9.
	May 2

	14
	May 4 – May 9
	No new reading assignment.
	See “Assignment 14” in Assignments area of course.

 

Virtual Assistant Interview due. 

 

Completed Business Plan due, with revisions, including cover sheet and table of contents.
	No quiz.
	May 9
 

	15
	May 11 - 
May 16
	Appendix – Pages 211-227
	See “Assignment 15” in Assignments area of course.

 

Last chance to submit Business Plan.

 

Business Plan PowerPoint presentation due.
	After completing assignments, take Quiz 10.

(On Appendix information)
	May 16

	16
	May 18 - 
May 23
	Review your text, your workbook and your notes.
	See “Assignment 16” in Assignments area of course.

 

Review for Final Exam.
	No quiz. Study for Final Exam.
	May 23

	17
	May 26 – May 27
	Final Exam!
	Log on to course and complete the Final Exam.

Good Luck!
	 Note: No assignments will be accepted during finals week.
	May 27
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