BALL STATE
UNIVERSITY

Instructor:
Email:

Office:
Office Hours:

Required Texts:

Required Technology:

Course Description

ISOM 250: Contemporary Design for Business Solutions

Course Syllabus
Summer 2026

Section 800 Online

Dr. Eric S. Green

Assistant Teaching Professor of ISOM

esgreen2(@bsu.edu
WB 242

By appointment (on campus and virtual)

Microsoft Office 365 & Office 2019
Shelly Cashman Series, Introductory
Cengage (required)
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[Paperback or VitalSource fixed format preferred]

Microsoft Teams (free for Ball State students)

General Course Information

Computer with webcam and microphone (PC Preferred)
High-speed Internet access
Microsoft 365, PC (free for Ball State students)

This course blends business content and beginning, intermediate, and advanced office
productivity tools used to solve problems using multiple sources of information. Ethical
document design principles for processing and visualizing information in a business context are

explored.

Course Objectives

1. Use office productivity tools to process multiple sources of information to create new

knowledge and inform business solutions.

2. Explain the ethical implications of design principles in creating and using new knowledge
to inform business solutions.
3. Engage with and discuss various essential business concepts to inform business solutions.

UCC Requirements

This course meets the requirements for a UCC Tier 2 Fine Arts/Design Course (UCC Prior to

Fall 2026).

ISOM 250 Course Syllabus, Summer 2026

Page 1 of 7



mailto:esgreen2@bsu.edu

Course Policies and Procedures
Attendance

Regular participation is important to academic success. In this course, regular participation takes
the form of completing all assignments as scheduled. Students must be self-motivated and
disciplined to meet all due dates. All assignments will be submitted by their respective due dates
and times via Canvas. Note that email submissions are not accepted.

Ball State Email (Outlook)

Every student must maintain an active technology account, including email, assigned by the
University. Communication with the instructor will be accepted only from an official Ball State
account (i.e. no personal accounts such as @gmail, @icloud, @aol may be used).

All student assignments must be submitted through the Canvas learning management system. Do
not submit assignments via email.

PC Version of Microsoft Teams & Microsoft 365

This course will use the PC version of Microsoft Teams and Microsoft 365 (Outlook, Word,
Excel, PowerPoint, etc.) as its business productivity platform. Students should be aware that the
Mac version of the software may not be compatible with all assignments in this course. In this
case, students are encouraged to seek out such software at their campus or local library.

Grading Breakdown
Description Total Points | Percent of Grade
Textbook Module Walkthrough (9) 450 points 41%
End of Module Activity (9) 450 points 41%
Module Concept Quiz (9) 180 points 16%
Introductions Assignment (1) 20 points 2%
Total 1,100 points 100%

Textbook Module Walkthroughs

Each application (Word, PowerPoint, and Excel) includes three modules with step-by-step
practice walkthrough applications. Students will be asked to complete each walkthrough
assignment to gain experience using the various applications. Grading for the walkthrough
applications will be based on completion of the entire module walkthrough.

End of Module Activities
Students will complete an activity for each module that will assess their understanding of the
concepts presented in the module walkthrough. Module activities will be graded based on the

application of the concepts presented during each module.
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Module Concept Quizzes
A quiz (multiple choice and true/false) will be completed for each module to help students
review the terms and concepts presented in the module. Students have up to two attempts for

each quiz, with the highest score being recorded for the assignment grade.

Method of Student Evaluation

A 94.00 - 100.00% C 74.00 - 76.99%
A- 90.00 - 93.99% C- 70.00 - 73.99%
B+  87.00 - 89.99% D+  67.00 - 69.99%
B 84.00 - 86.99% D 64.00 - 66.99%
B- 80.00 - 83.99% D- 60.00 - 63.99%
C+  77.00 - 79.99% F below 60.00%

Assignment Submission and Grading

It is the student’s responsibility to ensure that each assignment has been submitted correctly to
Canvas. Submission of incorrect files, corrupt files, blank files, or files not meeting course
requirements will result in a grade of zero (0) and cannot be resubmitted. You should always
double-check to ensure you have submitted the correct file(s) and that it(they) can be viewed
before the due date and time of the assignment. Make sure to submit the correct file format
(.docx, .xIsx, .pptx).

The instructor reserves the right to grade assignments once submitted, including at any point
before the due date and time of the assignment. Once graded, students will not have the ability to
“resubmit” or “redo” these assignments. Once an assignment is submitted, it is assumed that the
student indicates that the assignment meets their expectations and is ready for grading.

It is the student’s responsibility to notify the professor of any grading discrepancies within five
(5) days of the grade being posted in Canvas. Questions regarding grading will not be considered
after the five (5) day window. The goal is to resolve the issue as soon as possible rather than at
the end of the semester.

Submission of Late Assignments

All assignments are due on the due date and time specified in Canvas. Graded course
requirements cannot be made up or submitted late. Exceptions to this rule will be made only
with proper documentation from the Office of Disability Services, the Dean of Students, or the
Director of Athletics.

Ball State’s local time, in Muncie, Indiana (Eastern Standard Time), will be the official time for
the course.

Use of Artificial Intelligence (AI)

Intellectual honesty is vital to an academic community and for the instructor’s fair evaluation of
your work. All work submitted in this course must be your own, completed in accordance with
the University’s academic regulations. You may not engage in unauthorized collaboration or
make use of any Al software. Using these tools without permission and/or the instructor’s
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knowledge puts your academic integrity at risk. Violations will be handled according to the
Student Academic Ethics Policy below.

Professor’s Note

The professor reserves the right to modify the class outline/syllabus if in their judgment such
modification would improve the operation (teaching/learning process) of the class (i.e.,
assignment modifications, correcting typing errors, grading scale adjustments, policy changes,
etc.). The professor will notify students in advance of any changes. The current edition of the
Faculty and Professional Personnel Handbook and/or other official University documents will
guide all other decisions not specifically addressed by the professor in this syllabus.

Ball State Legal Disclosures
Student Academic Ethics Policy

Honesty, trust, and personal responsibility are fundamental attributes of the university
community. Academic dishonesty and other forms of academic misconduct threaten the
foundation of an institution dedicated to the pursuit of knowledge and will not be tolerated. To
maintain its credibility and reputation, and to equitably assign evaluations of scholastic and
creative performance, Ball State University is committed to maintaining a climate that upholds
and values the highest standards of academic integrity. Visit the VPAA’s academic integrity
website (Students tab) for resources on understanding academic integrity, citing sources
properly, and avoiding inadvertent academic dishonesty. To learn about BSU’s academic
integrity expectations and students’ rights, please read the University Student Academic Ethics

Policy.

Academic integrity violations include giving or receiving an unfair academic advantage
(cheating), presenting someone else’s ideas or work as your own (plagiarism), and falsifying
academic records. Unless otherwise indicated, you must work independently by yourself. Check
with me if you are unsure whether something constitutes academic dishonesty. Examples of
academic integrity violations include but are not limited to:

e Using resources not authorized by the faculty member (including devices, Al tools,
hidden notes, and open books)

e Using commercial study websites to find answers to graded assignments (Chegg, Course
Hero, StudyPool, OneClass, etc.).

o Without the instructor’s written permission, giving away, buying, or selling graded
assignments class notes, exams, study guides, or other course materials to other students
or to third-party vendors (Course Hero, Chegg, 24HourAnswers, etc.).

e Working with another person on any assignment other than authorized group projects.

o Sharing or allowing others to access your files, whether done with permission or not.

e Reusing your own work from another semester, course, or section.

o Sharing answers with others during exams (passing notes, texting, whispering, gesturing)

o Discussing exam questions and answers with students who have not taken the exam.

e Soliciting others to complete work for you.

Academic dishonesty includes any type of cheating or plagiarism, both inadvertent and
intentional. An ethics violation, depending on the severity, can lead to a zero for the assignment,
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failure of the course, or expulsion from BSU. Per University policy, all ethics violations, even if
resolved at the instructor level, may be reported to the University.

If you are unclear about this policy or my expectations, you must notify me immediately.
Claiming that you did not understand the concepts of plagiarism, proper referencing, or cheating
will not be an acceptable defense after you have already turned in an assignment.

Disabilities Services Statement

If you need course adaptations or accommodations because of a disability, please contact me as
soon as possible. This is to ensure that I have received the proper documentation for your
specific needs. The Office of Disability Services coordinates services for students with
disabilities; documentation of a disability needs to be on file in that office before any
accommodations can be provided. Disability Services can be contacted at 765-285-5293

or dsd@bsu.edu.

Title IX Reporting

Ball State University is committed to providing a safe and inclusive learning environment for all
students. If you or someone you know has experienced sexual harassment—including sexual
assault, dating violence, domestic violence, or stalking, please know that you are not alone. The
University offers support services and resources. For more information or to report an incident,
please visit bsu.edu/titleix or contact the Title IX Coordinator at 765-285-1545 or

at titleix@bsu.edu

As your instructor, I am a mandatory reporter under the Title IX policy and required to
report any information I receive about possible sexual harassment. This includes
information shared in class discussions, assignments, or private conversations.

What happens after I report? The Title IX Coordinator will email the person who experienced
sexual harassment (complainant) and invite them to schedule a meeting. If the
complainant chooses to meet with the Title IX Coordinator,

e Title IX Coordinator will offer supportive measures (e.g., counseling, extensions on
deadlines, course-related adjustments, changes to work or class schedules, and/or
referrals to campus offices), review the policy, and discuss options to move forward.

e Ifacomplaint is filed by the complainant or the University, an investigation will begin
following University policy.

University Civil Discourse Statement
We are committed to ensuring that all members of the community are welcome, through valuing

the various experiences and worldviews represented at Ball State and among those we serve. We
promote a culture of respect and civil discourse.
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Academic Freedom Statement

In this course, we are committed to fostering a learning environment that values intellectual
diversity, encourages free expression, and promotes open inquiry. As members of the Ball State
Community, we treat each person in the Ball State community with civility, courtesy,
compassion, and dignity and respect and learn from differences in people, ideas, and opinions.
Please review Ball State University’s Statement on Freedom of Expression, the resources on Ball
State’s Freedom of Expression webpage, and Ball State’s Beneficence Pledge.

Ball State First Day Program

This course is part of our course material delivery program, Ball State First Day. The bookstore
will provide each student with a convenient package containing all required physical books and
any digital materials will be integrated into Canvas for this course.

You should have received an email from the bookstore confirming materials provided for each of
your courses and asking you to select how you would like to receive any printed components (in-
store pick up or home delivery). If you haven’t done so already, please confirm your fulfillment
preference so the bookstore can prepare your materials. Students who do not want to participate
in the First Day program may choose to opt out.

University Grade Appeal Process

If you believe you received a final course grade that does not reflect your performance due to
fairness or a procedural issue, you have the right to file an appeal within five school days after
final grades are posted by the Office of the Registrar. Review the University Grade Appeal
Policy and Process.

Course Content Ownership

The instructor of the course retains the rights to all course content, including this syllabus.
Students may not reproduce, distribute, or publicly post course materials without permission.
Students also may not record classes without explicit permission to do so. Selling or distributing
course materials may violate the Ball State Code of Conduct and/or the Information Technology
Users’ Privileges and Responsibilities Policy.

AACSB Business School Accreditation

The Miller College of Business is committed to ensuring that every student graduating with a
business degree is competent in five areas that are crucial to success in business. These learning
goals can be easily remembered with the acronym C-KITE (Communication, Knowledge,
Integration, Technology, and Ethics).

Communication: Miller College Graduates will be able to communicate appropriately in a
professional context. Specifically, they will be
o effective oral communicators who can: organize a presentation; use transitions; avoid
verbal pauses; maintain audience interest; use eye contact, body language, and use visual
aids effectively
o effective written communicators who can: introduce the main idea; provide closure
consistent to the main idea; use content to support the main idea; use transitions and
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emphases; maintain connections between ideas; use organizational structure effectively
(paragraphs, flow); effectively use diction and conventions; and avoid spelling and
grammatical errors.
Knowledge: Miller College Graduates will demonstrate basic knowledge in
e Operations
e Marketing
o Finance
e Management
e Accounting
e Economics
Integration: Miller College Graduates will be able to integrate business knowledge in decision
making. They will be able to
o Identify issues confronting the organization
e Synthesize and analyze available information
e Draw well-reasoned inferences and judgments for courses of action
e Design a plan for implementing the course of action
Technology: Miller College Graduates will be able to obtain, manage and communicate data
effectively. They will be able to
e Analyze data for information to support decision-making using technology
e Identify common data security risks and safeguards
e Use common cloud technologies to collaborate on projects effectively
Ethics: Miller College Graduates will be able to recognize and resolve ethical dilemmas. They
will demonstrate an ability to
o Identify an ethical dilemma in a business situation
o Identify relevant stakeholders
e Assess potential consequences to the stakeholders
e Recognize the importance of making ethical decisions
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