Class times:                   Tues. & Thurs. 8:00am – 9:20am 
Location:               Henry 121
Instructor:             Barbara Belle, Kieffer Hall Rm. 4
Office Phone:        739-4664
Email:                   barbara.belle@adjunct.chaminade.edu
 
COURSE DESCRIPTION:
Introduction to the computer as a productivity tool. Covers the basic concepts and uses of the Internet as well as application packages including: word processing, spreadsheet, presentation graphics, and database management system
 
TEXTBOOK:  
Exploring Microsoft® Office 2007 – Volume I by Robert T Grauer & Maryann Barber.  Prentice Hall. SECOND EDITION
 
APPROXIMATE SCHEDULE:
         Access                                      4 weeks 
         Excel                                        4 weeks
         PowerPoint topics                      2 weeks
         Presentations                           1 week 
         Word                                        2 weeks
         Other short topics as they arise.
 
ASSIGNMENTS:  
Exact due dates will be announced during each class session.
 
GRADING: 
Class Attendance & participation (incl. reflection assignment)     	10
Hands-on Exercises                                                                        25 
Homework assignments – (when ON TIME) 
Hardware = Buying Computer  					  5
Access = Database queries and reports  				10  
Excel = Lifetime budget Project   					20
PowerPoint = Presentation						 5
Word Processing
Brochure, flyer, newsletter					 5
Reflection Paper 							10
Quizzes									 5
Final Exam									 5
										_____
Total points									100
 

ACADEMIC HONESTY:
All university policies regarding academic honesty apply to this class.  Cheating and plagiarism will result in an automatic failing grade and immediate notification of the Academic Dean or appropriate Department Head.  Plagiarism includes (but is not limited to) writing a paper, which includes information, statistics, passages or quotes from another source without properly identifying the source.  This is a serious offense. If you are unsure about what plagiarism is, please consult your instructor OR any faculty member OR a university librarian.
GRADING SCALE:
	GRADE
	PERCENTAGE

	A
	90 or >

	B
	80 – 89

	C
	70 – 79

	D
	60 – 69

	F
	Below 60


 
 
Core Academic Beliefs
'A'A is a Hawaiian word that is commonly applied to the sharp, brittle lava that is frequently found on Hawaiian lava fields.  This type of lava is difficult to cross and presents a challenge for anyone attempting to do so.  It is not surprising that the word also means to challenge, to set upon a new venture, to brave new thought and ideas, to be fearless in the face of unfamiliar philosophies and times.  The faculty issues a challenge to academic excellence.  It is meant to stimulate growth, foster analysis, and thought, greater organize your past, present and future.  This challenge will require you to enunciate these ideas to yourself and others as you move towards the completion of your chosen major.
 
The faculty of Chaminade University of Honolulu pledges our commitment to the five Core Academic Beliefs.  These beliefs are grounded in Marianist tradition.  We pledge to you: 
· An Education for formation in Faith
· An Integral and Quality Education
· An Education in the Family Spirit
· An Education for Service, Peace and Justice
· An Education for the Adaptation and Change.

