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1. Wayland Baptist University, Hawaii Campus, School of Education
2. Mission Statement: Wayland Baptist University exists to educate students in an academically
challenging, learning-focused and distinctively Christian environment for professional success and
service to God and humankind.
3. Course: EDIT 5310.H101 — Microcomputer Applications
4. Term: Fall 2 2026 (10/12 — 12/12/2026)

5. Instructor; Dr. James Etherton

6. Office Phone and email: 808-888-9061, james.etherton@wayland.wbu.edu

7. Office Hours, Building, and Location: As needed by appointment
8. Class Meeting Time and Location: Hickam AFB, Saturdays, 9:00 AM

9. Catalog Description: Microcomputer utilization in education for management and integration into instruction
through advanced use of integrated software packages, graphics, desktop publishing, the Internet,
multimedia, and electronic presentations; included with computer-assisted instruction, computer-managed
instruction, and the acquisition of hardware and software.

Office 2016 includes the following programs:

« Microsoft Word® 2016 provides templates, an AutoContent Wizard, and formatting options,
such as Clip Art insertion, that enable the teacher and students to write professional
documentation.

« Microsoft Excel® 2016 allows the teacher and students to gather, organize, and manage data
effectively by using the latest tools.

« Microsoft PowerPoint® 2016 enables the teacher and students to create dynamic presentations
by using new animation tools, design templates, formatting techniques, and more.
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« Microsoft Access® 2016 allows the teacher and students to organize and manage large amounts
of information effectively by using a database. From small reports to extensive data searches,
Access provides a flexible storage base for your information.

10. Prerequisites: This is an advanced course in word processing, spreadsheet, database, and multimedia
presentation incorporating critical thinking and problem solving in the development of a final project.
Students are assumed to have moderate skill with the Microsoft® Office 2016 suite of applications.

11. Textbook: Carey, DesJardins, Shafer, et. al (2018). New Perspective Microsoft Office 2016,
Boston: Course Technology/CENGAGE LEARNING E-Book

12. Optional Materials: Professor handouts/online resources for further research
13. Course Competency Outcomes:
TECHNOLOGY APPLICATIONS STANDARDS FOR ALL BEGINNING TEACHERS

Standard 1. All teachers use technology-related terms, concepts, data input strategies, and ethical
practices to make informed decisions about current technologies and their applications.

Standard 11. All teachers identify task requirements, apply search strategies, and use current technology
to efficiently acquire, analyze, and evaluate a variety of electronic information.

Standard I11. All teachers use task-appropriate tools to synthesize knowledge, create and modify
solutions, and evaluate results in a way that supports the work of individuals and groups in problem-
solving situations.

Standard 1V. All teachers communicate information in different formats and for diverse audiences.

Standard V. All teachers know how to plan, organize, deliver, and evaluate instruction for all students
that incorporates the effective use of current technology for teaching and integrating the Technology
Applications Texas Essential Knowledge and Skills (TEKS) into the curriculum.

14. Attendance Requirements: All Wayland students are expected to attend every class meeting; the
minimum percentage of class participation required to avoid receiving a grade of "F" in the class is
75%. Students who miss the first two class meetings without providing a written explanation to the
instructor will be automatically dropped from the roster as a "no-show." Students who know in
advance that they will be absent the first two class meetings and who wish to remain in the class
must inform the instructor in order to discuss possible arrangements for making up absences.

15. Disability Statement: “In compliance with the Americans with Disabilities Act of 1990 (ADA), it is
the policy of Wayland Baptist University that no otherwise qualified person with a disability be
excluded from participation in, be denied the benefits of, or be subject to discrimination under any
educational program or activity in the university. The Coordinator of Counseling Services serves as
the coordinator of students with a disability and should be contacted concerning accommodation
requests at (806) 291- 3765. Documentation of a disability must accompany any request for
accommodations.”
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16. Course Requirements and Grading Criteria: Students shall have protection through orderly
procedures against prejudices or capricious academic evaluation. A student who believes that he or
she has not been held to realistic academic standards, just evaluation procedures, or appropriate
grading, may appeal the final grade given in the course by using the student grade appeal process
described in the Academic Catalog. Appeals may not be made for advanced placement
examinations or course bypass examinations. Appeals are limited to the final course grade, which
may be upheld, raised, or lowered at any stage of the appeal process. Any recommendation to lower a
course grade must be submitted through the Executive Vice President/Provost to the Faculty
Assembly Grade Appeals Committee for review and approval. The Faculty Assembly Grade Appeals
Committee may instruct that the course grade be upheld, raised, or lowered to a more proper evaluation.

Each student will create and showcase a work portfolio showcasing the following:

Four Microsoft Word projects 5 pts ea 20 pts total
Four Microsoft Excel projects 5 pts ea 20 pts total
Four Microsoft Access projects 5 pts ea 20 pts total
Four Microsoft PowerPoint projects Sptsea 20 pts total
A final cumulative project 20 points/100 possible

17. Grading scale:

A | 90-100 For Credit*
Cr
B | 80-89 NCR | No Credit
C | 70-79 | Incomplete**
D | 60-69 W Withdrawal
F | below 60 X No grade given
1P In Progress

* A grade of CR indicates that credit in semester hours was granted but no grade or grade points
were recorded.

**A grade of incomplete is changed if the deficiency is made up by the end of the next regular
semester; otherwise, it becomes F. This grade is given only if circumstances beyond the
student’s control prevented completion of work during the semester enrolled and attendance
requirements have been met.

Note: Any student who, because of a disabling condition, may require some special arrangement
in order to meet course requirements should contact the instructor as soon as possible to make
necessary accommodations.

Course Outline:

Week Date Assignment

1 17 Oct WORD-Creating a Document
WORD-Editing and Formatting a Document
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1 17 Oct WORD-Creating a Multiple-Page Report

2 24 Oct WORD-Desktop Publishing and Mail Merge

3 31 Oct EXCEL-Using Excel to Manage Data

¢ EXCEL- Working with Formulas and Functions

4 7 Nov EXCEL-Developing a Professional-Looking Worksheet
EXCEL-Working with Charts and Graphics

5 14 Nov ACCESS-Introduction
ACCESS-Creating and Maintaining a Database

6 21 Nov ACCESS- Querying a Database
ACCESS-Creating Forms and Reports

7 28 Nov Thanksgiving Weekend

] 5 Dec POWERPOINT-Creating a Presentation
POWERPOINT-Applying and Modifying Text and Graphic Objects
POWERPOINT-Inserting Multimedia

8 5 Dec POWERPOINT-Menus
MS Office Integration

9 12 Dec Delivery of final projects
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