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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 VC01 – Advanced Computer Applications
Campus
: WBU ONLINE
Term/Session
: SPRING 2, 2026
Instructor
: DR. DAVID UNFRED
Office Phone Number/Cell #
: 806-500-3640 TEXT ONLY [INCLUDE YOUR NAME].
WBU Email Address
: UNFREDD@WBU.EDU 
Office Hours, Building, and Location
: ALL TIMES BY APPOINTMENT; ZOOM MEETINGS OPTIONAL.
Class Meeting Time and Location
: ALL ASSIGNMENTS DUE MIDNIGHT SUNDAY.
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
:
	[bookmark: _Hlk141267168]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



This course is part of the Pioneer Academic Access Program. You will have access to an eBook, access code, and interactive learning material on the first day of class through your Blackboard course site. You will be notified via email with access instructions and additional information.  If the course requires a physical book you can order at bookstore.wbu.edu. You can choose to opt-out, however if you do you will lose access to EVERY class/material and have to source through third party vendors. 
Optional Materials
: Access to GenAI (EXAMPLES: ChatGPT, Copilot, Grok)
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
WBUonline 
Students are expected to participate in all required instructional activities in their courses. Online courses are no different in this regard; however, participation must be defined in a different manner. Student “attendance” in an online course is defined as active participation in the course as described in the course syllabus. Instructors in online courses are responsible for providing students with clear instructions for how they are required to participate in the course. Additionally, instructors are responsible for incorporating specific instructional activities within their course and will, at a minimum, have weekly mechanisms for documenting student participation. These mechanisms may include, but are not limited to, participating in a weekly discussion board, submitting/completing assignments in Blackboard, or communicating with the instructor. Students aware of necessary absences must inform the professor with as much advance notice as possible in order to make appropriate arrangements. Any student absent 25 percent or more of the online course, i.e., non-participatory during 2 or more weeks of an 8-week session, may receive an F for that course. Instructors may also file a Report of Unsatisfactory Progress for students with excessive non-participation. Any student who has not actively participated in an online class prior to the census date for any given session is considered a “no-show” and will be administratively withdrawn from the class without record. To be counted as actively participating, it is not sufficient to log in and view the course. The student must be submitting work as described in the course syllabus. Additional attendance and participation policies for each course, as defined by the instructor in the course syllabus, are considered a part of the university’s attendance policy.
University Policies
[bookmark: _Hlk141178515][bookmark: _Hlk141176664]Academic Integrity
:
Link to Statement on Academic Integrity 

Artificial Intelligence:    Generative AI tools usage encouraged and may be actively assigned in coursework.
i. Use of generative AI tools is actively encouraged and incorporated in to specific assignments for this course.
ii. Use of generative AI tools for assignments in brainstorming, content understanding, or revision to work is perfectly acceptable if cited and referenced properly in any submitted work for the course.
iii. Use of generative AI is encouraged as long as students understand the use of generative AI in the course is to be an assistance tool and not the generator of assignments and submitted work. Ultimately, all submitted work must still reflect student’s own work, understanding, and analysis. 
iv. Specific parameters for generative AI usage provided by the instructor.
v. Any use of generative AI tools outside of the approved instructor parameters will be considered a form of plagiarism and academic dishonesty. 

[bookmark: _Hlk141177309]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.
 
[bookmark: _Hlk158377611]Course Requirements and Grading Criteria
This course focuses on skills providing effective and efficient use of integrated software suites and an understanding of how AI tools can enhance creativity and efficiency. The content of this course is provided by reading the assigned texts, lectures, assigned activities using AI tools, class discussions, and online research. All written assignments are checked and graded for spelling, grammar, and punctuation. This includes all submissions to Blackboard. 
GENERATIVE A.I. TOOLS (EXAMPLES: Copilot, ChatGPT, Grok): Generative AI tools are actively encouraged and incorporated into specific assignments for this course.
1. Using generative AI tools for assignments in brainstorming, content understanding, or revision to work is acceptable if cited and referenced properly in any submitted work for the course.
1. Ultimately, all submitted work must still reflect the student’s own work, understanding, and analysis. 
1. Specific parameters for AI usage are provided by the instructor.
1. Any use of AI tools outside of the approved instructor parameters will be considered a form of plagiarism and academic dishonesty. 

WARNING: This policy for using Generative AI tools applies to this course ONLY. Do not assume that other courses or other instructors follow the same policy. 


Assessment:

· Skill Assessment Assignments (30%): Students submit hands-on activities. Submit through the discussion board link in the ASSIGNMENT FOLDER.
· 1. Word Processing and A.I. 
· 2. Spreadsheets and A.I.
· 3. Databases and A.I.
· 4. Presentation Graphics and A.I.

ALL five skill assessment assignments are DUE ON THE ASSIGNED DATE. Late submissions are assigned a 25-point deduction. [NOTE: Because of the rapid development of the AI space in digital applications ecosystem, if you find a superior tool SPECIFIC to a task above, you may substitute and if shown to be substantially better, receive a 10% bonus.]

· Project (20%). Submit a project combining three or more skills assessment assignments. Example: Training program for Human Resources (HR) professionals on Title VI of the Civil Rights Act of 1964 prohibiting discrimination based on race, color, or national origin in federally assisted programs. The training emphasizes practical compliance, complaint handling, and inclusive practices in HR operations. To enhance efficiency and engagement, the program incorporates AI across multiple skills. To meet the project objectives, you could choose two or more of the following skills: Word Processing and A.I. (for document creation), Spreadsheets and A.I. (for data analysis), Presentation Graphics and A.I. (for visual materials), and Webpage Creation and Maintenance using A.I. (for online resources). This integration leverages AI tools like Canva, Microsoft Copilot, Google Gemini, or similar to automate tasks, generate content, and ensure accessibility. DUE WEEK 8.

· Comprehensive Exam (50%) - All PPT lectures, assignments, skill exercises, and assigned reading. – DUE WEEK 8.

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 1: Introductions, Trends, and Ethical Considerations 
Topics: Syllabus review; Emerging trends and the role of AI; Ethical Considerations.
Review skill assessment assignments.

Week 2: Microsoft Word 
Topics: Modules 1-6
Textbook Reading Assignment.
Skill Assessment Assignment: 1. Word Processing and A.I. – Due Week 3
Week 3: Microsoft Excel and A.I. 
Topics: Modules 1 – 8
Textbook Reading Assignment.
Skill Assessment Assignment: 2. Spreadsheets and A.I.- – Due Week 4

Week 4: Microsoft Access and A.I. 
Topics: Modules 1 – 9
Textbook Reading Assignment.
Skill Assessment Assignment: 3. Databases and A.I. – Due Week 6

Week 5: Microsoft Access and Excel Integration
Topics: Seven common ways Access and Excel work together on a project.
Textbook Reading Assignment.
Skill Assessment Assignment: 3. Databases and A.I. – Due Week 6

Week 6: Microsoft PowerPoint and A.I.
Topics: Modules 1-8.
Textbook Reading Assignment.
Skill Assessment Assignment: 4. Presentation Graphics and A.I. – Due Week 7

Week 7: Comparing Desktop Publisher Software with A.I. Software
Topics: Creating and Maintaining Web Pages
Textbook Reading Assignment.

Week 8: Course Ends 
Comprehensive Exam Due: Over all lectures, assignments, and assigned reading.
Course Project Due

Additional Information 
May God bless each of you! Wisdom from the Word: Now we ask you, brethern, to respect those who work hard among you, who are over you in the Lord, and who admonish you. Hold them in the highest regard in love because of their work. Live in peace with each other. And we urge you, brothers, to warn those idle, encourage the timid, help the weak, and be patient with everyone. 1 Thessalonians 5:12-14>
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