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Description of a Flex Course  

What is a Flex Course? 

A Flex Course is a self-paced, individualized 

course that allows you to start class at any time 

during the first ten weeks of the semester and to 

work at your own pace.   

Choose your own lab hours from when the BOT 

Flex Lab is open. 

To complete the course, follow the syllabus, read 

and follow your book, turn in assignments, and 

take tests. 



Why Take A Flex Course?  

Â Flexible schedule 

Â Learn at your own pace 

Â Assistance is always available 

Â Finish class anytime during the semester 

Â Add courses later in the semester 
Â Last day to add BOT 100 ï February 24, 2012 

Â Last day to add ï March 30, 2012 



Flex Lab Hours  

ÂMonday 9:30 a.m. ï 8:30 p.m. 

Â Tuesday 9:30 a.m. ï 8:30 p.m. 

ÂWednesday  9:30 a.m. ï 8:30 p.m. 

Â Thursday   9:30 a.m. ï 8:30 p.m. 

Â Friday   9:30 a.m. ï 2:30 p.m. 

ÂSaturday   Closed 

ÂSunday  Closed 



Course Offerings  

Â Computer Basics for the Office 

Â Windows 7 

Â Microsoft Office 2010 Programs 

ÂWord, Excel, PowerPoint, Access, 

Outlook, Publisher 

ÂEssential and Comprehensive Levels 

Â All levels of Keyboarding 



Getting Started  

1. Complete an orientation 

2. Complete BOT contract 

a. Select hours of attendance 

b. Determine your start date 

3. Read entire syllabus 

4. Buy textbook(s) and supplies 

5. Swipe in and out each time you attend 
class 

6. E-mail your instructor  ~ Keep in touch!! 



E-mail Accounts 

ÂUpdate your email address in WebAdvisor 

ÂBlackboard uses the email address found 
in Advisor 

Â Instructors often email students through 
Blackboard 

Â The college provides all students with an 
email account if you do not have one 

ÂA handout is available in the office 

 



Minimum Required Hours Per Week 

ÅCheck hours on front page of syllabus 

ÅThe Guide, last page 

ÅCollege Attendance Policy 

ÅClass hrs - twice avg. hrs. = Min. Required Hours 

Å 16 hour class = 14 hours minimum attendance 

Å 32 hour class = 28 hours minimum attendance 

Å 48 hour class = 42 hours minimum attendance 



Hours Required  

ÂCan complete course early, but must 
put in minimum hours 

ÂNo maximum ï work as many hours as 
you want 

ÂCollege student ID card required! 

ÂColleague ID # required for Red Canyon 

ÂBe sure to swipe in and out 

ÂRed Canyon software tracks hours ï 
Check binder to see your total hours 

 



Flex Lab Policies  

Â No food or drink permitted at workstations 
Â This includes water 

Â Children not allowed in lab 

Â Only BOT students may work in the lab 

Â Bring your course syllabus, book, and 
supplies to each lab session 

Â All work, except reading, must be 
completed in the BOT Flex Lab, E-120  
Â NO exceptions ! 

   


