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Wayland 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. 

Contact Information 

Course: MISM 3314 AS 01 – Advanced Computer Applications 
Campus: American Samoa 

Term/Session: 2026 Fall II: October 12 - December 12, 2026  

Instructor: Dr. Reupena Lesa 

Office Phone Number/Cell #: (684) 733-4114 

WBU Email Address: reupena.lesa@wayland.wbu.edu 

Office Hours, Building, and Location: Schedule by appointment via email 

Class Meeting Time and Location: Saturdays 9:30 AM – 12:30 PM 

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. 

Prerequisite:  
COSC 2311 

Textbook Information 

Required Textbook(s) and/or Required Materials: 

BOOK AUTHOR ED YEAR PUBLISHER ISBN# 

Microsoft Office 365 and 
Office 2019 with MindTap 

Cable/Freund/Monk 
Sebok/Vermaat 

1st 2020 Cengage  9780-35702-6229 

If this is an UNDERGRAD class the textbook for this course is part of the Pioneer Academic Access Program. You will 
have access to an eBook and interactive learning material on the first day of class through your Blackboard course 
site. If the course requires a physical book you can order at bookstore.wbu.edu. The cost of all your materials are 
billed to your student account at $26.00 per credit hour. You can choose to opt-out, however if you do you will lose 
access to all classes/materials and have to source through third party vendors You will be notified via email with 
access instructions and additional information. If you are in a GRADUATE class you will have an Automatic eBook 



 

2 
Template Updated March 2024 

which is billed directly to your student account or a physical book that can be purchased at bookstore.wbu.edu.  If 
you do not wish to participate in the Automatic eBook program, you will have the first week of class to opt-out of 
the program (additional details will be outlined in your email instructions).     
  

Optional Materials: <<List optional materials recommended to enhance student learning>> 
Course Outcome Competencies:  

• Demonstrate proficiency in using Word Processing Software, Spreadsheets, Databases, and 
Presentation Graphics Software 

• Demonstrate proficiency in using, creating and maintaining web pages using Desktop Publisher 
Software 

Attendance Requirements 

<<Select appropriate campus and delete the rest.  Add your class attendance policy below the 
appropriate campus policy.  >> 
 
External Campuses 
Students enrolled at one of the university’s external campuses should make every effort to attend all 
class meetings. All absences must be explained to the instructor, who will then determine whether the 
omitted work may be made up. When a student reaches that number of absences considered by the 
instructor to be excessive, the instructor will so advise the student and file an unsatisfactory progress 
report with the external campus executive director/dean. Any student who misses 25 percent or more 
of the regularly scheduled class meetings may receive a grade of F in the course. Additional attendance 
policies for each course, as defined by the instructor in the course syllabus, are considered a part of the 
university’s attendance policy. A student may petition the Academic Council for exceptions to the above 
stated policies by filing a written request for an appeal to the Vice President of Academic Affairs. 
 
(WBU Hawaii/American Samoa Addendum) Students who miss the first meeting 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 from the first-class meeting and who wish to remain in 
the class must inform the instructor in order to discuss possible arrangements for making up absences. 
 

University Policies 

Academic Integrity: 
Link to Statement on Academic Integrity  
 
Artificial Intelligence:    reference one of the following in regard to how generative artificial intelligence 

(GAI) such as ChatGPT may or may not be used in this course:  Choose A, B or C and delete the 
others. 

A. No use of any generative AI tools permitted. 
i. Students are required to create and produce all work themselves or with 

assigned group members. Any work submitted that has used an AI generative 
tool like ChatGPT will be in immediate violation of the academic integrity 
policies for the course and WBU. 

ii. All assignments must be fully created, designed, and prepared by the 

https://www.wbu.edu/academics/writing-center/Academic%20Integrity%20Statement%20Pol%208.4.1%20Attch%20Oct%2020222.pdf
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student(s).  
iii. Any work that uses generative AI will be treated as plagiarism. 

 
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 Disability Services Coordinator and Academic Coach serves as 
the coordinator of students with disabilities and must be contacted concerning accommodation 
requests.  Office: (806) 291-1057. Documentation of a disability must accompany any request for 
accommodations. 
  

Course Requirements and Grading Criteria 

ITEM POINTS GRADE 
FINAL (1 x 200) 200 A = 750 – 675  
QUIZ’S (5 x 50)  250  B = 674 – 600  
LABS (10 x 10) 100 C = 599 – 525  
HOMEWORK (20 x 10) 200  D = 524 – 450  
Total Points  750 F = 449 and below 

 

 
Student Grade Appeals: 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 Vice 
President of Academic Affairs 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. 

Tentative Schedule 

WEEK TOPIC/ASSIGNMENT 

 
 

WEEK 1-2: 

 

 

WORD PROCESSING 

Module 1: Creating and modifying a flyer 

Module 2: Creating a Research Paper (MLA Style) 

Module 3: Creating a Business Letter with a Letterhead and Table 

 

 

WEEK 3-4: 

 

EXCEL 

Module 1: Creating a Worksheet and a Chart 

Module 2: Formulas, Functions, and Formatting 
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Module 3: Working with Large Worksheets, Charting, and What-If Analysis 

 

WEEK 5-6: 

 

ACCESS 

Module 1: Databases and database objects: An introduction 

Module 2: Querying a Database 

Module 3: Maintaining a Database  

 

WEEK 7-8: 

 

POWERPOINT 

Module 1: Creating and editing presentations with pictures  

Module 2: Enhancing presentations with shapes and SmartArt 

Module 3: Inserting WordArt, Charts, and Tables 

 
 
 


