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Course Information
Date Submitted: 3/12/2013
Current Prefix and Number: B&E - Business and Economics , B&E 105 - SOFTWARE APPS &TOOLS FOR BUSINESS
Other Course:
Proposed Prefix and Number: B&E 105
What type of change is being proposed?
Major Change

Should this course be a UK Core Course? No

1. General Information
a. Submitied by the College of: College of Business and Economics
b. Depariment/Division: Business and Economics
¢. Is there a change in ‘ownership’ of the course? No
i YES, what college/department will offer the course instead: Select...

e. Contact Person

Name: Scott Kelley

Email: skeliey@uky.edu

Phone: 257-3425

Responsible Faculty ID {if different from Contact)

Name:

Email:

Phone: -~
f. Requested Effective Date

Semester Following Approval: Yes OR Effeclive Semester:

2. Designation and Description of Proposed Course

a. Current Distance Learning (DL} Status: N/A

b. Full Titte: SOFTWARE APPLICATIONS AND TOOLS FOR BUSINESS
Proposed Title: Technology for Business Solutions

c. Current Transcript Title: SOFTWARE APPS &TOOL.S FOR BUSINESS

Proposed Transcript Title:
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d. Current Cross-listing: none
Proposed — ADD Cross-listing :
Proposed - REMOVE Cross-listing:
&. Current Meeting Patterns
LECTURE: 2 hrs/wk for 7 wks
Proposed Meeting Patterns
LECTURE: 3 hrs/wk {16 classes)
f. Current Grading System: Pass Fail Grade Scale
Proposed Grading System: PropGradingSys
g. Qurrent number of credit hours: 1
Proposed number of credit hours: 1
h. Currently, is this course repeatable for additional credit? No
Proposed to be repeatable for additional credit? No
i Yes: Maximum number of credit hours:
If Yes: Will this course allow muitiple registrations during the same semester? No

2i. Current Course Description for Bulletin:  This course is designed to prepare studenis to use business-oriented
software (word processing, presentation software, and spreadshests) at a high levet of proficiency.

Proposed Course Description for Bulletin:  This course prepares pre-major students in the Gatton College of Business
&Economics to use business software at a high level of proficiency and focuses on Microsoit Excel and Access. Lectures
will be supplemented with hands on experiences with business problams,

2j. Current Prerequisites, if any: Prereq: None.

Proposed Prerequisites, if any: ACC 201 and ECC 201, pre-major in the Gatton College of Business &Economics, or
consent of instructor

2k. Current Supplementary Teaching Component:
Proposed Supplementary Teaching Component:
3. Currently, is this course taught off campus? No
Proposed to be taught off campus? No
H YES, enter the off campus address:

4, Are significant changes in content/student learning outcomes of the course being proposed? Yes
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If YES, explain and offer brief rational: B&E 105 is currently taught as a prep course for the MOS certification exams
in Word, PowerPoint and Excel. Successful completion of these three exams is required of all Gatton College pre-majors
before they can be considered for admission to upper-division in the college. The current one credit hour course is not
required, but is recommended, and it is taken on a pass-fail basis. The proposed revision of B&E 105 will result in this
course focusing on providing our students with proficiency in Microsoft Excel and Access, but will not be a prep course for
the MOS exams. The revised course will be required as part of the pre-major and wilt be taken for a letter grade. As a
result, this course change is being submitted in conjunction with a parallel program change. Several issues of concern
have arisen with regard to the current MOS Certification Exam requirement. These include: i is not apparent that the
MOS certification exams are preparing our students for subsequent upper-division course work as well as other
alternatives might. *The MOS exarns are a significant expense for our students. Students must purchase exam vouchers
in order to take the exams. Each exam voucher is $85, resulting in a total minimum expense of $255. For some students
who struggle with successfully completing the exams, the expense is dramatically higher than the $255 minimum as In
some cases students end up purchasing multiple vouchers before they meet the requirement. Each voucher is goad for
two attempts on a given exam. Further, this is an out of pocket expense that cannot be covered through student aid.
*There are some academic integrity concerns with regard to the exams amoeng students.

Ba. Are there other depts. and/or pgms that could be affected by the proposed change? No
i YES, identify the depts. and/or pgms:
5b. Will modifying this course result in & new requirement of ANY program? Yes

if YES, list the program(s) here: As a result of this course change and the associated program change, all
undergraduate major programs in the Gatton College will now require B&E 105. At the same time, the associated program
change will eliminate the MOS Certification Exam requirement from all undergraduate majors in the Gatton College.

6. Check box if changed fo 400G or 500: No

Distance Learning Form
Instructor Name:

tnstructor Email:
[nternet/Web-based: No
interactive Video: No

Hybrid: No

1.How does this course provide for timely and appropriate interaction between students and faculty and among students?
Does the course syliabus conform to University Senate Syltabus Guidelines, specifically the Distance Learning
Considerations?

2.How do you enstire that the experience for a DL student is comparable to that of a ¢lassroom-based student’s
experience? Aspacts to explore; texibooks, course goals, assessment of student learning outcomes, etc.

3.How is the integrity of student work ensured? Please speak to aspects such as password-protected course portals,
proctors for exams at interactive video sites; academic offense policy; etc.
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4.Will offering this course via DL result in at least 25% or at least 50% (based on total credit hours required for completion)
of a degree program being offered via any form of DL, as defined above?

If yes, which percentage, and which program(s)?

5.How are students taking the course via DI. assured of equivalent access to student services, similar to that of a student
taking the class in a traditional classroom selting?

6.How do course requirements ensure that students make appropriate use of learning resources?

7.Please explain specifically how access is provided to laboratories, facilities, and equipment appropriate to the course or
pragram.

8.How are students informed of procedures for resolving technical compiaints? Does the syllabus list the entities available
to offer technical help with the delivery and/or receipt of the course, such as the Information Technofogy Customer Service
Center (http:/www.uky.edu/UKIT/)?

9.Will the course be dslivered via services available through the Distance Learning Program (DLP) and the Academic
Technology Group {(ATL)? NO

If no, explain how student enrolled in DL courses are able to use the technology employed, as well as how students will be
provided with assistance in using said technology.

10.Dees the syllabus contain all the required components? NO

11.1, the instructor of record, have read and understood all of the university-level statements regarding DL.

instructor Name:

SIGNATURE[SKELLEY[Scolt W Kelley|College approval for ZCOURSE_CHANGE B&E 105[201301258
SIGNATURENMETT2]Joanie Ett-Mims|Undergrad Council approval for ZCOURSE_CHANGE B&E 105(20130207
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[ Courses | Request Tracking

Course Change Form

hitps:myuk.uky.edulsap/be/soap/ic?services=

Open in fulk windey lo print or save Generate F

Attachments:

. _ [(Browse.. 1 Upload Fite

1D | X Attachment }
Delete|1300|8E 1 se Change Proposal Syllabus FINAL.doc
Delete]1372]BRE 105 MEMORANDUM 1-25-13.docx
First | 1 tast
‘Select saved project to felrieve... New
NOTE: Start form entry by choosing the Current Prefix and Number
{*denotes required figlds)
B&E - Business and Economics =
gﬂ;ﬁgp refix and BSE 105 - SOF TWARE APPS & TOOLS FOR BUSINESS ‘| Proposed Prefix & Number: BEE 105
[¥IMajor Change

[IMajor - Add Distance Learning

Minor - change in number within he same hundred serias, exce
769 15 the same "hundred sefes”
«  |what type of change is being proposad? ~ Minor - edilodal zhange i course lle or description which does
change In cantent or emphasts
—:Minor - a change In prerequisite(a) which doas not imply a chan
content or emphasis, or which is made necassary by the aliminalia
significant alteration of the prerequisite(s)

iMinor - a cross listing of a course as deseribed above

Should thls course be a UK Core Course? (Jyes @ No

If YES, check the areas that apply:

 Tinquiry - Arts & Creativity Tl composition & Communications - 11
Cinguiry - Humanilies I Quantitative Foundations

Clngquiry - NatMeth/Phys Sci [ statistical Inferential Reasoning
Llinquiry - Social Sclencas [u.s. citizenship, Community, Diversity

1 Composition & Communications -1 [ Global Dynamics

4. |Generat Information

a. ISubmltted by the Collega of: E:ol!ega of Business and Economics ) o B Today’s Date; |3/12/2043

T
b, lDepartmenUDMsion: Businass and Economics

¢.* [Is there a change in “owmership” of the course?

OYes @No |5 yES, what collegeidepariment wil offer e course instead? Select..

* Centact Person Name: ‘Seolt Kelfey Email: skelley@uky.edu  :Phone: 257-3425

Bt e e 3
* Responsible Facully |D (if different from Contacty, Email: : Phone:
A IRequested Effective Date; i¥i Semester Following Approval OR Specific Term: 2
2, iDesignaﬁon and Bescription of Proposed Course.
& ia
a. {Current Dislance Learning{DL) Status: QNready appravad for DL
) Please Add
) Please Drop
*If already approved for DL, the Distance Learning Form must also be submitted unless the department affims (by checking this box } that the proposed chang
affect DL delvery.
. et et e VTechnolcgy for Busiﬁésé B
SOFIWARE APPLICATIONS AND TOOLS FOR BUSINESS : Solutions
b, [Full Title: o |Proposed Title: *
¢, |Gurrent Transeript Title (f full title is more than 40 characters): SOFTWARE APPS & TOOLS FOR BUSINESS

https://iweb.uky.edu/curricularproposal/Form_CourseChange.aspx?Notif=510647D1C398...  3/12/2013
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¢ [Pmposed Transcript Tite {if fuil tille Is mora than 40 eharaclers): ] B _
d. |Gurrent Gross-listing: NIA oR Currentry.g Cross-listed with {Prefix & noma
Mumber):
[Proposed - ADD? Cross-iisting (Prefix & Numben: [
!Pmposed - REMOVE ¥ Cross-listing (Prefix & Numberj: I
e. lCourses must be described by at least ona of the meeting patterns below. Incfude number of actual contact howrs £ for each meeting patierr
" Lecure Laboratory® ‘ Recitation Discusslon Indep. Stu:
Cureent: 5 hratwk for 7 wks ‘ - 7
Clinical Colloguium . Practioum B Research __|Residency
Seminat Studlo Olherﬁ___ o _' T Please axpla’m:g o
Proposed: * |Lecture Laboratery® Recitation Discussion __|indep. St
3 hrsiwik (16 classes) : N :
Clinicat . Collogquium Praclicum . Research Residency
Semiper SR, Other’ . Pleaseexplaini__
1. GCurrant Grading System: i Pass Fail Grade Scale

@ Leffer (A, B, C, els)
Proposed Grading System:* CrPass/Fail

C*Medicine Numeric Grade (Ner-medical students will receive a iaiter grade)

g. jCurrent number of credIt hours: 17 Z’:g;;ii;‘ffmemf !
h.* |Curranlly. is this course repeatable fer additional cradit? i DYes @
B ]pmposed o be repestable far additional credit? l CiYes @
Iff YES: Maximum number of credil hours: - -
Iff YES: |Wm this course allow muitiple registrations during the same semester? I Oves O

i. |Current Course Description for Bulletin:

This course is designed to prepare students to use business-oriented software (word processing, presentation
software, and spreadshaeets) at a high level of proficiency.

* |Proposed Course Descrption for Builelin:

This course prepares pre-major students in the Gatton College of Businmess & Economics to use business software at a
high level of proficiency and focuses on Microsoit Excel and Access. Lectures will be supplemented with hands on
experiences with business problens,

j. Currant Prerequisites, if any:

Prereq: None.

*  |Proposed Prerequisites, if any:
ACC 201 and ECO 201, pre-major in the Gatton College of Pusiness & Econonics, or consent of instructor

k. [Current Supplementary Teaching Componant, if any: (Y Community-Based Experience

https://iweb.uky.edu/curricularproposal/Form_CourseChange.aspx?Notif=510647D1C398...  3/12/2013
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{J Senvice Leaming
O Both

O Commanity-Based Experience

- . .
Proposed Supplementary Teaching Compenent: - Senvica Leaming

O Bath
O No Change
3. ICurrenlIy, Is this courss taught off campus? I*”' Yos @
. leposed to be taught off campus? IOYes"i"
IlfYES. enter ihe off campus address;
4. |Are significant changes in content/student learning outcomes of the course belng proposed? l Syes O
|!fYES. explain and offer brisf ralionale:
B&E 105 is curreﬁtly”téught as a prep course for the MOS certificatien éééﬁé iﬁ ﬁard, PowerPoint and Excel.
Successful conmpletion of these three exams is required of all Gatton College pre-majors before they can be considere
for admission to upper—division in the college. The current one credit hour course is not required, but is
recommended, and it is taken on a pass-fail basis, Tha proposed revision of B&E 105 will result in this course
fecusing on providing our students with proficiency in Microsoft Excel and Access, but will not be 2 prep course for
the MOS exams. The raevised course will be required as part of the pre-major and will be taken for a letter grade, A
a result, this course change is being submitted in conjunction With a parallel progran change.
Several issues of concern have arisen with regard to the current MOS Certification Exam requirement. These include:
B, [Cnurse Relationship to Program(s}.

at [Are there other depts andfor pgms that could ke affectad by the proposed ¢hange? | Oves @

[if YES, identify the depls. andfor pgms:

b.* IWIII modifying this course result In a new reo:;ulrermantI for ANY program? @Yes O

IEfYESz, list the program(s) here:

As a. resﬁlt of this course changa and the assocliated progran change, all undergraduate major programs in the Gatton
College will now require BsE 105, At the sane time, the associated program change will eliminate the MOS
Certification Exan requirement from all undergraduate majors in the Gatton College.

6. |Information to be Placed on Syllabus.

if changed to 400G- or 500-lovel course you must send in a syllabus and you must include the differentiation betwaer
undergraduate and graduate students by: (i) requiring additional assignments by the graduate students; and/or (i} est
different grading criteria in the course for graduate students. (See S8R 3.1.4}

O Check box if changed lo 400G
or 560,

W&eag comment description regarding minor course change. Minor changes are sent dirstlly from dean's office lo Senate Councll Chalr. If Chalr deems the change as “not minor,” the form wilt
appropriale academic Council for normat processing and contact person is informed.

ECourses are typically made effective for the semester fofowing approval. No course will be made effective untll a1 approvals are received.

=S Signature of the thair ¢f the cross-fisting department is requited on the Signature Routing bog.

“ Removing a cross-Fsting does not drop the olher course — i merely unlinks tha two courses.

3 Generaty, undergrad courses are developed such thal one semaster he of credit represents 1 fr of classroom mesting per wi for a semester, exclusive of any lab meeting. Lab meeting gene
teast two hrs perwk for a semester for 1 credit hour. {See SR 5.2.1)

HYou must afso submit the Distance Leaming Ferm in orcer for the course to be considerad for DL delivery,

Din order lo changa a program, a program change form must also be submitted.

Submit as New Proposal Save Current Changes Delete Form Data and Attachments

https://iweb.uky.edu/curricularproposal/Form_CourseChange.aspx?Notif=510647D1C398...  3/12/2013




B&E 105
Technology for Business Solutions

Instructor: Diane Andal
Office Address: 237 Gatton College of Business & Economics
Email: diane.andal@uky.edu
Office Phone: 257-4627
Office Hours: Monday and Wednesday
2 to 3:30 PM

Course Description:

This course prepares pre-major students in the Gatton Coliege of Business & Economics to use
business software at a high level of proficiency and focuses on Microsoft Excel and Access. Lectures
will be supplemented with hands on experiences with business problems.

Prerequisites:

ACC 201 and ECO 201, pre-major in the Gatton College of Business & Economics, or consent of
instructor

Student Learning Outcomes:
After completing this course, the student will be able to complete the following:

1. Design and complete a fully functional spreadsheet, using sound spreadsheet

principles to communicate numerical and financial information, such as an income

statement or balance sheet

Use spreadsheet formulas and functions to perform a variety of calculations

3. Use Excel as a database and use database tools such as subtotaling, outlining, sorting
and filtering

4. Analyze business problems and interpret results of analyses using charts and other
visual aids, including conditional formatting

5. Create a relational database in Access

6. Create queries and reports in Access to retrieve data and show results

b

Required Materials:

Students must have access to Microsoft Office 2010. NOTE: Students with Apple
computers will need the Windows Operating System installed using Bootcamp. Thereisa
class manual available to download and print from Blackbeard.

Description of Course Activities and Assignments
This course is designed to provide you with the necessary background in the software

programs of Excel and Access. These programs are widely used in the field of business and
will prepare you for success in your upper-division courses in the Gatton College of




Business & Economics and in your career. Class meetings will typically involve lecture,
discussion, an in-class exercise, and the assignment of a business application exercise to be
completed outside of class. This class will meet two hours per week for seven weeks. The
structure of the class will include lecture supplemented with opportunities for in-class and
out of class application.

Course Assignments

5 In-Class Exercises @ 10 points each 50 points
5 Business Application Exercises @ 20 points each 100 points
Final Exam @100 points ' 100 points
TOTAL POINTS 250 points

Summary Description of Course Assignments

In-Class Exercises: In-Class Exercises will be assigned throughout the semester and will be
designed to provide students with the opportunity to apply concepts and applications that
are being covered in class. This assignment will include both paper and pencil exercises
and software exercises that will be completed on a computer. You must be present in class
in order to receive credit for the In-Class Exercises.

Business Application Exercises: Business Application Exercises will be assigned on a
weekly basis, These exercises will require students to apply software functions in Excel
and Access to specific business problems.

Final Exam: The Final Exam will include Excel and Access applications and will be
administered in the Gatton College computer lab.

Course Grading

Your performance in this course will be evaluated based on your performance on the
Business Application Exercises, the Final Exam, and the In-Class Exercises.

The grading scale is:

225-250 A
200-224 B
175-199 C
150-174 D

0-149 E

Final Exam Information

The Final Exam will be administered in the Gatton College computer lab during the last
class period.




Mid-term Grade
Grades will be available on Blackboard throughout the course.
Course Policies:

Submission of Assignments:

In-Class Exercises must be completed during class and submitted prior to the end of
the class period. Inthe case of paper and pencil [n-Class Exercises, they must be
handed in prior to the end of the class period. In the case of computer-based In-
Class Exercises, they must be submitted electronically prior to the end of the class
period. Students missing class will not receive credit for the In-Class Exercises

* assigned on the day they miss. The only exception is in the case of an excused
absence in accordance with Senate Policy (see below).

Business Application Exercises must be submitted electronically before midnight of
the day they are due. '

Attendance Policy:

Students are expected to be in class every time we meet. The only exception to this
expectation is in the case of an excused absence in accordance with Senate Policy
(see below).

Excused Absences:

Students need to notify the professor of absences prior to class when possible. S.R.
5.2.4.2 defines the following as acceptable reasons for excused absences: (a) serious
illness, (b) illness or death of family member, (¢) University-related trips, (d) major
religious holidays, and (e) other circumstances found to fit “reasonable cause for
nonattendance” by the professor.

Students anticipating an absence for a major religious holiday are responsible for
notifying the instructor in writing of anticipated absences due to their observance of
such holidays no later than the last day in the semester to add a class. Information
regarding dates of major religious holidays may be obtained through the religious
liaison, Mr. Jake Karnes (859-257-2754).

Students are expected to withdraw from the class if more than 20% of the classes
scheduled for the semester are missed (excused or unexcused) per university policy.

Verification of Absences:

‘Students may be asked to verify their absences in order for them to be considered
excused. Senate Rule 5.2.4.2 states that faculty have the right to request




“appropriate verification” when students claim an excused absence because of
illness or death in the family. Appropriate notification of absences due to university-
related trips is required prior to the absence.

Academic Integrity:

Per university policy, students shall not plagiarize, cheat, or falsify or misuse
academic records. Students are expected to adhere to University policy on cheating
and plagiarism in all courses. The minimum penalty for a first offense is a zero on
the assignment on which the offense occurred. If the offense is considered severe or
the student has other academic offenses on their record, more serious penalties, up
to suspension from the university may be imposed.

Plagiarism and cheating are serious breaches of academic conduct. Each student is
advised to become familiar with the various forms of academic dishonesty as
explained in the Code of Student Rights and Responsibilities. Complete information
can be found at the following website: http://www.uky.edu/Ombud. A plea of
ignorance is not acceptable as a defense against the charge of academic dishonesty.
It is important that you review this information as all ideas borrowed from others
need to be properly credited.

Part I1 of Student Rights and Responsibilities (available online

http: //www.uky.edu/StudentAffairs/Code/part2.html) states that all academic
work, written or otherwise, submitted by students to their instructors or other
academic supervisors, is expected to be the result of their own thought, research, or
self-expression. In cases where students feel unsure about the question of
plagiarism involving their own work, they are obliged to consuit thelr instructors on
the matter before submission.

When students submit work purporting to be their own, but which in any way
borrows ideas, organization, wording or anything else from another source without
appropriate acknowledgement of the fact, the students are guilty of plagiarism.
Plagiarism includes reproducing someone else’s work, whether it be a published
article, chapter of a book, a paper from a friend or some file, or something similar to
this. Plagiarism also includes the practice of employing or allowing another person
to alter or revise the work which a student submits as his/her own, whoever that
other person may be.

Students may discuss assignments among themselves or with an instructor or tutor,
but when the actual work is done, it must be done by the student, and the student
alone. When a student’s assignment involves research in outside sources of
information, the student must carefully acknowledge exactly what, where and how
he/she employed them. Ifthe words of someone else are used, the student must put
quotation marks around the passage in question and add an appropriate indication
of its origin. Making simple changes while leaving the organization, content and
phraseology intact is plagiaristic. However, nothing in these Rules shall apply to




those ideas which are so generally and freely circulated as to be a part of the public
domain (Section 6.3.1}.

Please note: Any assignment you turn in may be submitted to an electronic
database to check for plagiarism.

Accommodations due to disability:

If you have a documented disability that requires academic accommodations, please
see me as soon as possible during scheduled office hours. In order to receive
accommodations in this course, you must provide me with a Letter of
Accommodation from the Disability Resource Center (Room 2, Alumni Gym, 257-
2754, email address: jkarnes@email.uky.edu) for coordination of campus disability
services available to students with disabilities.

Tentative Course Schedule

A linear listing of topics, assignment due dates, and examination dates.

Week of Topic Assignment
January 7 Course Introduction
Spreadsheet Design
January 14 Spreadsheet Formulas Business Application
and Functions Exercise (BAE) #1
January 21 Data Analysis Using Excel BAE #2
January 28 Communicating Results BAE #3
Using Excel
February 4 Relational Databases BAE #4
Using Access
February 11 Conducting Analyses and BAE #5
Communicating Results in Access
February 18 Course Conclusion

Final Exam




MEMORANDUM

TO:
FROM:
DATE:

RE:

Gatton College Faculty
Gatton College Undergraduate Studies Committee
January 25, 2013

Proposed Undergraduate Program Change and Proposed Course Change to B&E 105

The Undergraduate Studies Committee proposes the following changes.

EN

Revise the content of B&E 105. B&E 105 is currently taught as a prep course for the MOS
certification exams in Word, PowerPoint and Excel. Successful completion of these three exams
is required of all Gatton College pre-majors before they can be considered for admission to
upper-division in the college. The one credit hour course is not required, but is recommended,
and it is taken on a pass-fail basis. The proposed revision of B&E 105 will result in this course
focusing on providing our students with proficiency in Microsoft Excel and Access, but will not
be a prep course for the MOS exams. The revised course will be required as part of the pre-
major and will be taken for a letter grade.

2. In conjunction with the proposed change in the content of B&E 105, Gatton College pre-major
students will no longer be required to complete the MOS certification exams. Instead they will
be required to complete B&E 105 as part of the pre-major.

Background

For the past 7-8 years all Gatton College pre-major students have been required to compiete the MOS
certification exams in Word, PowerPoint and Excel. The original intent of this requirement was good.
However, over the course of time several issues of concern have arisen with regard to this requirement.
These include:

it is not apparent that the MOS certification exams are preparing our students for subsequent
upper-division course work as well as other alternatives might.

The MOS exams are a significant expense for our students. Students must purchase exam
vouchers in order to take the exams. Each exam voucher is $85, resulting in a total minimum
expense of $255. For some students who struggle with successfully completing the exams, the
expense is dramatically higher than the $255 minimum as in some cases students end up
purchasing multiple vouchers before they meet the requirement. Each voucher is good for two
attempts on a given exam. Further, this is an out of pocket expense that cannot be covered
through student aid.

There are some academic integrity concerns with regard to the exams among students.




