Hawaii Campus

Schoolof Business

2.UNIVERSITY MISSION STATEMENT

WaylandBaptistUniversity existsto educatestudentsn anacademicallychallenginglearning
focusedanddistinctively Christianenvironmentfor professionakuccesslifelong learning,and
serviceto Godandhumankind.

3. COURSENUMBER & NAME:
MISM3314HI101, AdvancedComputerApplications

4. TERM:
Fall 2 2024: 10/14/2024 to 12/14/2024

5. INSTRUCTOR:

7. OFFICE HOURS, BUILDING & LOCATION:
| amavailablebeforeandafterclassor by appointmentf you neednhelpor havea problem.

8. COURSEMEETING TIME & LOCATION:
Tuesday5:309:40PM, Kapolei Computer Lab

9. CATALOG DESCRIPTION:

Improvement of knowledge worker skills through effective and efficient use of integrated software

suites (word processing, spreadsheets, databases, presentation graphics, etc.) and through creating and
maintaining web pages. Information technologies will be applied to problem situations by the design

and use of small information systems for individuals and groups.

10.PREREQUISITE:
COSC2311



11.REQUIRED TEXTBOOK AND RESOURCE MATERIAL:

BOOK AUTHOR VER YEAR PUBLISHER ISBN#
Microsoft

Office 365 Cable/Freund/Monk

and Office 1st 2020 Cengage 9780357026229
2019 with Sebok/Vermaat

MindTap

NOTE: The TestOut certification testis required of all students! Instru ctors may decidehow
to assignpoints, but all studentsmust take the exam.

12.OPTIONAL MATERIALS

13. COURSEOUTCOMES AND COMPETENCIES:
» Demonstrateproficiency inusingWord Processing Softwar§preadsheetdatabasesand
PresentationGraphicsSoftware
e Demonstrateproficiencyin using,creatingand maintainingweb pagesusingDesktop
PublisheiSoftware

14. ATTENDANCE REQUIREMENTS:

Student®nrolledatoneof theuniversity'sexternalcampuseshouldmakeeveryeffort to attend
all classmeetingsAll absencemustbeexplainedo theinstructor,whowill thendetermine
whetherthe omittedwork maybemadeup. Whena studenteacheshatnumberof absences
consideredy theinstructorto beexcessivetheinstructorwill soadvisethestudent



programor activity in theuniversity. The Coordinatorof CounselingServicesservesasthe
coordinatorof studentsvith adisability andshouldbe contactedconcerningaccommodation
requestat (806)291-3765.Documentatiorof a disability mustaccompanynyrequestor
accommodations.

17.COURSEREQUIREMENTS and GRADING CRITERIA:

Studentshallhaveprotectionthroughorderlyproceduresgainsiprejudicesor capricious
academievaluation A studenwho believeshatheor shehasnotbeenheldto realistic
academistandardgustevaluationproceduresor appropriateggrading,mayappeathefinal
gradegivenin thecourseby usingthe studentgradeappealbprocesslescribedn the Academic
Catalog.Appeals may not be made for advancedplacementexaminationsor coursebypass
examinationsAppealsarelimited to or



19Nov ~ Word Module Using Mail Merge Creating Module6-7
6-7s a NewsLetter Labsasassignedn Class
Quiz#5
26 Nov No Class Thanksgiving Week

3 Dec Power Point Customize slide masters Module4-5
Module Collaborate and adding Labsasassignedn Class
4-5 animation Quiz#9

10 Dec  Power Point Formatting Tables and Module6-7 Project
Module charts Adding Media and  dueFinal
6-7 enhancing smart art

19. Additional Information

None
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