CIS-103: Computers and Application Software E Chaminade

Accelerated
School of Business and Communication, Chaminade University of Honolulu

J University

Instructor: Frank Estell, M.Ed.
Email: frank.estell@chaminade.edu
Office & Office Hours: Zoom by appointment

Class Meeting Day/Hours:  Asynchronous, at your own pace

Required Books & Resources:
e A personal notebook computer
® An Internet connection
e Chaminade Canvas Learning Management System

MyLab IT with Pearson eText Instant Access for GO! 2025 with Technology
TECHNOLOGY ; ;
IN ACTION in Action 18e

ISBN-13: 9780135464892 (2025 update)
eTextbook and MyLab
Please check the CUH bookstore for competitive prices.

Note: This is the only option for students who have textbook Vouchers.

anesconon Shelley Gaskin
Gaskin + Vargas + Geoghan + Graviet

Catalog Description

Computers are an essential part of our lives. It would be difficult to find an organization or profession that does not rely on
computers. As a result, it is imperative to learn computing skills and gain the knowledge needed to be computer fluent. This
course focuses on computer concepts including the operating system and advanced use of Excel and advanced Access
databases. These two applications are major departmental computing tools in the digital organization. Knowledge of Excel,
Access and MS Project is expected of graduates entering the job market today.

Prerequisites: None

Course Overview

This course has been redesigned to address the needs of the liberal arts student to acquire computer architecture knowledge.
Our textbook will help students gain the knowledge to understand why and how to use computers efficiently. Computers are
the foundation for the richness of the applications which reside on the Internet. Because of the Internet, computers
communicate and connect seamlessly. Today, | can send an email to a friend in Hong Kong via Gmail with my Outlook mail in
Honolulu. This was not possible just about 40 years ago on the ARPANET.



Credit Hour Policy

The unit of semester credit is defined as university-level credit that is awarded for the completion of coursework. One credit
hour reflects the amount of work represented in the intended learning outcomes and verified by evidence of student
achievement for those learning outcomes. Each credit hour earned at Chaminade University should result in 45 hours of
engagement. This equates to one hour of classroom or direct faculty instruction and a minimum of two hours of out-of-class
student work each week for approximately fifteen weeks for one semester, 10-week term, or equivalent amount of work over
a different amount of time. Direct instructor engagement and out-of-class work result in total student engagement time of 45
hours for one credit. The minimum 45 hours of engagement per credit hour can be satisfied in fully online, internship, or other
specialized courses through several means, including (a) regular online instruction or interaction with the faculty member and
fellow students and (b) academic engagement through extensive reading, research, online discussion, online quizzes or exams;
instruction, collaborative group work, internships, laboratory work, practica, studio work, and preparation of papers,
presentations, or other forms of assessment. This policy is in accordance with federal regulations and regional accrediting
agencies.

Program Learning Objectives (PLOs)
1. Undertake analysis, perform tasks, and develop strategies using the central concepts of each functional area of
business.
2. Assess and create business strategy appropriate for organizations in specified business environments, including global
and domestic markets.

Course Learning Objectives (CLOs)

Upon completion of this course students should be able to:
1. Identify the parts of a computer and their functions.
2. Explain the safe and ethical use of technology
3. Navigate, edit, and create Word documents
4. Create and edit spreadsheets utilizing Excel tools.

Student Learning Outcomes (SLOs) — Service Learning
1. To demonstrate an understanding of the connections between academic work and real-life situations.

Marianist Values
This class represents one component of your education at Chaminade University of Honolulu. An education
in the Marianist Tradition is marked by five principles and you should take every opportunity possible to
reflect upon the role of these characteristics in your education and development:
1. Education for formation in faith
Provide an integral, quality education
Educate in family spirit
Educate for service, justice and peace
Educate for adaptation and change

ke wnN

Native Hawaiian Values
Education is an integral value in both Marianist and Native Hawaiian culture. Both recognize the transformative
effect of a well-rounded, value-centered education on society, particularly in seeking justice for the
marginalized, the forgotten, and the oppressed, always with an eye toward God (Ke Akua). This is reflected in
the ‘Olelo No’eau (Hawaiian proverbs) and Marianist core beliefs:
1. Educate for Formation in Faith (Mana) E ola au i ke akua (‘Olelo No‘eau 364) May | live by God
2. Provide an Integral, Quality Education (Na’auao) Lawe i ka ma‘alea a kii‘ono‘ono (‘Olelo No‘eau 1957)
Acquire skill and make it deep
3. Educate in Family Spirit (‘Ohana) ‘Ike aku, ‘ike mai, kokua aku kokua mai; pela iho la ka nohana ‘ohana
(‘Olelo No‘eau 1200) Recognize others, be recognized, help others, be helped; such is a family relationship



4. Educate for Service, Justice and Peace (Aloha) Ka lama ki o ka no‘eau (‘Olelo No‘eau 1430) Education is the standing
torch of wisdom

5. Educate for Adaptation and Change (Aina) ‘A‘ohe pau ka ‘ike i ka halau ho‘okahi (‘Olelo No‘eau 203) All knowledge is
not taught in the same school

Alignment of Learning Outcomes: PLO, CLO with Marianist Values

CLo1 CLO2 CLO3 CLO4 CLO5
Marianist Values 2,5 2,5 2,5 2,4,5 2,4,5
Program Learning Outcomes (PLOs) | 1, 2 1,2 1,2 1,2 1,2

Methods of Delivery

This course is designed to promote student participation through discussion of current IT issues as they relate to the modern
world, business, and decision-making processes. Students will study and apply technological knowledge to practical issues and
decisions faced by modern professionals. Methods of delivery include (but are not limited to) lectures, case studies, class
exercises and/or activities, projects, discussions, and videos to name a few.

Course Expectations
Your final grade will be based on your performance on exams and quizzes, assignments, class participation, professionalism,
and attendance.

Computer Proficiency Expectations
Students in this course are expected to be proficient in the following technology areas:
e (Canvas LMS
e Chaminade email
® Microsoft Word (or other word processing software), Excel, PowerPoint
o Use of the Internet

Technical Assistance for Canvas Users:
e Search for help on specific topics or get tips in Canvas Students
e Live chat with Canvas Support for students
e Canvas Support Hotline for students: +1-833-209-6111
e Watch this video to get you started

e Online tutorials: click on “Students” role to access tutorials
e Contact the Chaminade IT Helpdesk for technical issues: helpdesk@chaminade.edu or call (808) 735-4855

Assessment Methods
Assessment methods include quizzes, exams, written assignments, and discussions.

Course Policies

Communication Guidelines

Email:
e Use the Chaminade email account provided. Or you can use the Canvas email.
e Always include a subject line.


https://community.canvaslms.com/t5/Student-Guide/tkb-p/student
https://cases.canvaslms.com/liveagentchat?chattype=student
https://community.canvaslms.com/t5/Contingency-Resources/Getting-Started-with-Canvas-as-a-Student-Videos/ba-p/256768
https://community.canvaslms.com/t5/Video-Guide/tkb-p/videos#jive_content_id_Students

e Remember without facial expressions some comments may be taken the wrong way. Be careful in
wording your emails. Use of emoticons might be helpful in some cases.

e Use standard fonts.

e Special formatting such as centering, audio messages, tables, html, etc. should be avoided unless
necessary to complete an assignment or other communication.

Discussion Guidelines:
e Do not make insulting or inflammatory statements to other members of the discussion group. Be
respectful of others’ ideas.
e Be patient and read the comments of others thoroughly before entering your remarks.
e Be positive and constructive when responding to others’ posts.
e Respond in a thoughtful and timely manner.

Grading & Assignments
Class sessions are designed to promote student participation through the discussion of current events in the business world as
they relate to the use of quantitative analysis for managerial decision-making processes.

Grading Distribution Final Grade Requirements
Exams = 100 points A =900 or more
Assignments = 800 points B =800 to 899
Quizzes = 100 points C=700to 799
Total = 1,000 points D =600 to 699
F = Below 600

Exams (100 points) CLO 1,2,3,4, &5
Exams will cover material from class lectures, class discussion, guest speakers (if any), handouts and assigned readings. Exams
may include multiple-choice, short-answer and essay questions.

Quizzes (10 @ 10 points each = 100 points) CLO1,2,3,4,&5
Ten quizzes will cover material from class lectures, discussions, videos, handouts and assigned readings. Each quiz has
approximately 10 to 20 questions.

Assignments (800 points) CLO 1, 2, 3,4, & 5; PLO1, PLO2; SLO1
Throughout the semester, assignments will be given to engage students in the process of applying what they are learning.
Assignments will be submitted via Canvas. Details will be discussed in each module.

Grading Standards

“A” students read and critically engage all the assigned readings. All assignments are not only complete but go beyond more
than just the minimum requirements. Their assignments are turned in on time or early, exhibit proper style, grammar, and
format, are well-organized, integrate strategic planning and targeting, and are written precisely and concisely. They take
advantage of all rewrite and extra credit opportunities. These students always keep up with current news events, both locally
and globally.

“B” students read the assigned readings. Their assignments exhibit proper style, grammar, and format, are well-organized,
integrate strategic planning and targeting, and are written precisely and concisely. They take advantage of all rewrite and extra
credit opportunities. These students usually keep up with current events.



“C” students complete the assigned readings before exams. Written assignments and exams usually exhibit proper style and
formatting, but do not always integrate strategic planning and targeting, and are not always well organized or written precisely
and concisely. All assignments are turned in on time, and most rewrite opportunities are used. These students sometimes keep
up with current events.

“D” students skim assigned readings. Assignments and exams usually exhibit proper style and formatting, but they often lack
integrated strategic planning and targeting, and are often not well-organized, or written precisely and concisely. Assignments
are not always turned in on time and only some rewrite opportunities are used. They don’t keep up with current events.

“F” students fail to turn in course work, miss exams, written assignments; don’t use rewrite opportunities.

Suggestions for Success
Manage your time wisely and stay organized! Learn how to use the required technology. Engage in the learning, discussions,
and activities. Always do your best!

Challenging a Grade on an Individual Assignment
Should a student find at any point during the semester that they wish to challenge a grade they have received on an assignment,
they are welcome to do so. Following are the grade challenging guidelines:
e Students must wait 48 hours after receipt of their assignment before challenging the grade
® Grade challenges must be submitted in writing via email, in respectful and professional prose
e Students must articulate, based on the merits of their work (not on circumstances) and the guidelines of the
assignment/rubric, why they feel their grade should be amended
e Students have up to 2 weeks to challenge an assignment grade, attempts to challenge a grade after 2 weeks from
receiving an assignment back will be automatically forfeited

Students also retain the right to academic grievance for final course grades through standard Chaminade processes should they
feel this step is necessary.

Tutoring and Writing Services

Chaminade offers free one-on-one tutoring and writing assistance to all students. Tutoring and writing help is available on
campus at Kokua ‘Ike: Center for Student Learning in a variety of subjects (including, but are not limited to biology, chemistry,
math, nursing, English, etc.) from trained Peer and Professional Tutors. Please check Kokua ‘lke’s website
(https://chaminade.edu/advising/kokua-ike/) for the latest times, list of drop-in hours, and information on scheduling an
appointment. Free online tutoring is also available via TutorMe.

Tutor Me can be accessed 24/7 from your Canvas account. Simply click Account — Notifications — TutorMe. For more information,
please contact Kokua ‘Ike at tutoring@chaminade.edu or 808-739-8305.

Disability Access

If you need individual accommodations to meet course outcomes because of a documented disability, please speak with me
to discuss your needs as soon as possible so that we can ensure your full participation in class and fair assessment of your
work. Students with special needs who meet criteria for the Americans with Disabilities Act (ADA) provisions must provide
written documentation of the need for accommodations from Kokua ‘lke: Center for Student Learning by the end of week
three of the class, in order for instructors to plan accordingly. If a student would like to determine if they meet the criteria for
accommodations, they should contact the Kokua ‘Ike Coordinator at (808) 739-8305 for further information
(ada@chaminade.edu).

Academic Honesty


mailto:ada@chaminade.edu

Academic honesty is an essential aspect of all learning, scholarship, and research. It is one of the values
regarded most highly by academic communities throughout the world. Violations of the principle of academic
honesty are extremely serious and will not be tolerated.

Students are responsible for promoting academic honesty at Chaminade by not participating in any act of
dishonesty and by reporting any incidence of academic dishonesty to an instructor or to a University official.
Academic dishonesty may include theft of records or examinations, alteration of grades, and plagiarism, in
addition to more obvious dishonesty.

Questions of academic dishonesty in a particular class are first reviewed by the instructor, who must make a
report with recommendations to the Dean of the Academic Division. Punishment for academic dishonesty will
be determined by the instructor and the Dean of Academic Division and may include an “F” grade for the work
in question, an “F” grade for the course, suspension, or dismissal from the University.

For the most up to date information, please refer to the Academic Honesty Policy on the Chaminade University
Catalog website.

Title IX and Nondiscrimination Statement

Chaminade University of Honolulu is committed to providing a learning, working and living environment that
promotes the dignity of all people, inclusivity and mutual respect and is free of all forms of sex discrimination
and gender-based violence, including sexual assault, sexual harassment, gender-based harassment, domestic
violence, dating violence, and stalking. As a member of the University faculty, | am required to immediately
report any incident of sex discrimination or gender-based violence to the campus Title IX Coordinator.

Nondiscrimination Policy & Notice of Nondiscrimination

Chaminade University of Honolulu does not discriminate on the basis of sex and prohibits sex discrimination in
any education program or activity that it operates, as required by Title IX and its regulations, including in
admission and employment. Inquiries about Title IX may be referred to the University’s Title IX Coordinator,
the U.S. Department of Education’s Office for Civil Rights, or both and contact information may be found at
the Chaminade University Title IX Office Contact Information and Confidential Resources website. On-campus
Confidential Resources may also be found here at CAMPUS CONFIDENTIAL RESOURCES.

The University’s Nondiscrimination Policy and Grievance Procedures can be located on the University webpage
at: https://chaminade.edu/compliance/title-ix-nondiscrimination-policies-procedures/.

To report information about conduct that may constitute sex discrimination or make a complaint of sex
discrimination under Title IX, please refer to the Campus Incident Report form. Chaminade University of
Honolulu prohibits sex discrimination in any education program or activity that it operates. The NOTICE of
NONDISCRIMINATION can be found here: Notice of Nondiscrimination.

CUH Alert Emergency Notification

To get the latest emergency communication from Chaminade University, students’ cell numbers will be
connected to Chaminade’s emergency notification text system. When you log in to the Chaminade portal, you
will be asked to provide some emergency contact information. If you provide a cellphone number, you will
receive a text from our emergency notification system asking you to confirm your number. You must respond
to that message to complete your registration and get emergency notifications on your phone.


https://catalog.chaminade.edu/generalinformation/academicaffairs/policies/academichonesty
https://chaminade.edu/compliance/contact-information/
https://chaminade.edu/compliance/contact-information/
https://chaminade.edu/compliance/title-ix-nondiscrimination-policies-procedures/
https://cm.maxient.com/reportingform.php?ChaminadeUniv&layout_id=0
https://chaminade.edu/compliance/title-ix-nondiscrimination-policy/

Assessment for Student Work

With the goal of continuing to improve the quality of educational services offered to students, Chaminade
University conducts assessments of student achievement of course, program, and institutional learning
outcomes. Student work is used anonymously as the basis of these assessments, and the work you do in this
course may be used in these assessment efforts.

Student with Disabilities Statement

Chaminade University of Honolulu offers accommodations for all actively enrolled students with disabilities in
compliance with Section 504 of the Rehabilitation Act of 1973, the Americans with Disabilities Act (ADA) of
1990, and the ADA Amendments Act (2008).

Students are responsible for contacting Kokua lke: Center for Student Learning to schedule an appointment.
Verification of their disability will be requested through appropriate documentation and once received it will
take up to approximately 2—3 weeks to review them. Appropriate paperwork will be completed by the student
before notification will be sent out to their instructors. Accommodation paperwork will not be automatically
sent out to instructors each semester, as the student is responsible to notify Kokua lke via email at
ada@chaminade.edu each semester if changes or notifications are needed.

Kokua ‘lke: Tutoring & Learning Services

Chaminade is proud to offer free, one-on-one tutoring and writing assistance to all students. Tutoring and
writing help is available on campus at Kokua ‘Ike: Center for Student Learning in a variety of subjects
(including, but are not limited to biology, chemistry, math, nursing, English, etc.) from trained Peer and
Professional Tutors. Please check Kokua ‘Ike’s website for the latest times, list of drop-in hours, and
information on scheduling an appointment. Free online tutoring is also available via TutorMe. Tutor Me can be
accessed 24/7 from your Canvas account. Simply click on Account > TutorMe. For more information, please
contact Kokua ‘lke at tutoring@chaminade.edu or 808-739-8305.


https://chaminade.edu/student-success/kokua-ike/
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