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CAPP 130 X1 Computer Applications 

 

 

Leading Class Scripture 

Whatever you do, work at it with all your 
heart, as working for the Lord, not for 

human masters, since you know that you 
will receive an inheritance from the Lord as 

a reward. It is the Lord Christ you are 
serving.  Colossians 3:23-24 

 

 

 

Welcome to Computer Applications  

 

I’m excited to teach this class to you!  The class promises to be very helpful for you.  This 
class will teach you the different features of Word, Excel, Access, and PowerPoint.  There 
are two themes that run through all these programs that you will be learning: productivity 
and professionalism. 

Productivity: Learning the different features of these four programs will make you more 
productive not only as a student but also throughout your professional career.  

Professionalism: It is important to know how to create professional looking documents.  
This class will teach you how to add graphics, tables, and pictures that will make your work 
look very professional.  

This class promises to teach you these skills, and it is my hope that you will be able to use 
them now and in your working career. Daily devotions will focus on what the Bible teaches 
about what our attitude should be towards our work.  I hope you will take a few minutes 
each day to read the devotion.      

 

Meet your Faculty 

 

Aaron Schavey 
PhD in Economics, 

George Mason University 
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Faculty Contact Information 

Aaron Schavey   

574-261-5821  

aaron.schavey@betheluniversity.edu  

Preferred contact method: email  

  

Faculty Email Response Policy 

Any course related email sent to the instructor will have a response either by email, phone, or 
through the LMS within 48 hours. 

 

Course Description and Credit Hours 

(3 credit hours)  

Provide skill development using computer-based end user software to solve real-world 
problems. Course provides a solid working knowledge of word processing, presentation 
graphics, spreadsheets, and basic database management skills.  

In this three-week intensive course, each "weekday" of class represents one week of a typical 
15-week semester.  For a 3-credit course, this represents roughly 9 hours of student 
engagement with course materials each of the 15 days.  As such, a 3-credit, three- week 
intensive requires about 40-45 hours of engagement with the class for each of the three weeks, 
for a total of approximately 135 hours of total engagement with the learning experience. For 
more information about how credit hours are defined, please see the 
catalog:  https://betheluniversity.smartcatalogiq.com/en/2020-2021/Catalog/Academic-Policies-
Procedures/Credit-Hour. 

  

https://betheluniversity.smartcatalogiq.com/en/2020-2021/Catalog/Academic-Policies-Procedures/Credit-Hour
https://betheluniversity.smartcatalogiq.com/en/2020-2021/Catalog/Academic-Policies-Procedures/Credit-Hour
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Core Competencies & Program Objectives 

At the conclusion of the course, students are prepared in the following core competency areas 
through the stated objectives.  
 

# Competency Areas Objective(s) 

1 Word Create and format word documents. Collaborate with others 
and work with reports. Create columns and graphics. 

2 Excel Build spreadsheets to perform calculations, display data, 
conduct analysis, create charts, and extract data. 

3 Access Create a database to store data, extract data from multiple 
tables, perform calculations on data, and generate reports 

4 PowerPoint Develop a professional presentation using pictures, bullet 
points, and animation.  

 

Required Textbook / Materials  

Title: In-Practice-Microsoft Office 365/2019  

Author(s): Nordell  

Publisher: McGraw-Hill  

ISBN: 9781260818482  

 

Students are required to get a subscription to SIMnet.  The subscription to 
SIMnet will give students access to an online version of the textbook.  It is 
not necessary (or recommended) to get a physical copy of the textbook. The 
textbook can be bought directly from the publisher.  

 

Textbooks and other required course materials can be purchased from the online campus 
bookstore. 

 

  

http://bethel.simnetonline.com/
http://www.bethelcollege.edu/textbooks
http://www.bethelcollege.edu/textbooks
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Final Grade Calculation 

Category Weight 

Skill Sets 20% 

Projects 50% 

Quizzes 20% 

Discussions 10% 

TOTAL 100% 

 

Grading Scale 

 

Letter Grade Percent 

A 100% - 94% 

A- < 94% - 90% 

B+ < 90% - 87% 

B < 87% - 84% 

B- < 84% - 80% 

C+ < 80% - 77% 

C < 77% - 74% 

C- < 74% - 70% 

D+ < 70% - 67% 

D < 67% - 64% 

D- < 64% - 60% 

F < 60% and below 
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Netiquette Policy 

In an online course, almost all your interactions with other people will be through the internet. 
This netiquette policy applies to all your interactions with the instructor and your fellow students, 
and you are expected to follow the guidelines outlined below. 

Respect other people and be willing to share your ideas and thoughts in a respectful way. 
Simply, respect others' views. You may disagree with someone, but do so graciously and 
constructively. Pause before writing emails or posts when you are angry, and reread what you 
wrote carefully before clicking ‘send.’ Treat others the way you wish to be treated—with respect. 

Do not post or communicate offensive or hateful content. Bethel University does not permit 
discussions that are obscene, harassing, sexually explicit, or derogatory toward individuals or 
groups. These will be deleted, and repeat offenders may be barred from future participation. 

Do not post or share personal information. Do not post or share information such as addresses, 
telephone numbers, etc., and do not post or share someone else's personal information. 

Learning Activities and Tests 

All course work will be done through SIMnet.  The website is http://bethel.simnetonline.com 

The name of the course is CAPP 130 Winter 2021 X1. 

When you log on to Simnet, you should see a screen that looks like this:  
 

 

 

 

http://bethel.simnetonline.com/
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This program will give you complete access to the textbook and all assignments will be done 
through this program. 

To access the textbook, click on Library. You should read each chapter before doing the 
assignments.   

   

 

• There are four types of assignments that you will do in this class: Skill sets, Projects, 
Discussions and Quizzes. Assignments will be posted on Monday and are due by 
11:59 pm on Saturday.  Your initial discussion post will be due by 11:59 pm on 
Wednesday.  You will need to respond to two other students by 11:59 pm on 
Saturday.    

Skill Sets:  

There is one skill set for each chapter and generally there are three projects to complete for 
each chapter.  I would advise you to complete the skill set first and then do the projects.  The 
skill set will teach you the skills you will need to complete a project.  To complete the skill set 
you must complete the “let me try” option.  If you are uncertain on how to complete a particular 
skill, you can click the “show me” option and a video will show you how to complete the skill.  
The “guide me” option walks you through how to complete a particular skill.  To get full credit 
for the skill sets, you must complete the “let me try” options. 
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Projects:  

The projects will include a “start file” and an “instruction file”.  With some projects, there might 
be a “resource” that you will need to download in order to complete the project.   You will 
download the start file and then manipulate the file according to the instructions found in the 
instruction file. I recommend that you print the instruction file.  I have found that it is much easier 
to complete a project if I have a hardcopy of the instructions in front of me.  Once you have 
completed the project, you will upload the project to the SIMnet program and it will automatically 
grade your project.  If you get stuck on a project and need help completing the project, please 
feel free to email me.  Please open your projects early, allowing enough time to contact me if 
you have questions.   

Discussions:  

Each week, I will post a discussion question related to computer applications.  You will be 
required to write a response to the question by 11:59 pm on Wednesday and then respond to 
two other student’s initial post by 11:59pm on Saturday.  The purpose of this assignment is for 
us to learn from each other and to help foster a sense of community in the class.   

Quizzes: 

There will be three quizzes in the class.  Once we complete a computer application (i.e, Word, 
Excel, Access, PowerPoint), I will assign a quiz on that particular application.  For instance, 
there are four chapters on Word.  Once we finish the fourth chapter, I will assign the quiz over 
Word.  Quiz 1 will be over Word, Quiz 2 will be over Excel, and Quiz 3 will be over Access and 
PowerPoint.  The quiz will be very much like the skills projects that you complete.  For instance, 
an example of a quiz question might be something like “Select the text in the document and 



P a g e  | 9 

 

increase the font size to 16 pt and bold the text”.  You will then have to carry out the command.  
I give you five attempts for each question to get the question correct.  There is a 30-minute time 
limit on each quiz.   

 

Course Schedule  

 

Date Assigned Assignment 

12/13 Word Skills 1; Projects 1.2, 1.4, 1.6 
Due date: Dec. 18 11:59 PM 

12/14 Word Skills 2; Projects 2.1, 2.4., 2.6 
Due date: Dec. 18 11:59 PM 

12/15 Word Skills 3; Projects 3.1, 3.5, 3.6 
Discussion 1 – initial post 
Due date: Dec. 18 11:59 PM 

12/16 Word Skills 4; Projects 4.2, 4.4, 4.5 
Due date: Dec. 18 11:59 PM 

12/17 Excel Skills 1; Projects 1.3, 1.4, 1.6 
Quiz Word 
Due date: Dec. 18 11:59 PM 

12/20 Excel Skills 2; Projects 2.3, 2.4, 2.5 
Due date: Dec. 27 11:59 PM 

12/21 Excel Skills 3; Projects 3.3, 3.4, 3.7 
Due date: Dec. 27 11:59 PM 

12/22 Excel Skills 4; Projects 4.3, 4.4 
Discussion 2 – initial post 
Due date: Dec. 27 11:59 PM 
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12/23 Access Skills 1; Projects 1.2, 1.5, 1.6 
Quiz Excel  
Due date: Dec. 27 11:59 PM 

12/27 Access Skills 2; Projects 2.1, 2.5, 2.7 
Due date: Jan. 3 11:59 PM 

12/28 Access Skills 3; Projects 3.2, 3.5, 3.7 
Due date: Jan. 3 11:59 PM 

12/29 Access Skills 4; Projects 4.3, 4.4, 4.7  
Due date: Jan.3  11:59 PM 

12/30 PowerPoint Skills 1; Projects 1.2, 1.5; 
PowerPoint Skills 2; Projects 2.3 
Discussion 3 – initial post 
Due date: Jan. 3 11:59 PM 

1/3 PowerPoint Skills 3; Project 3.1, 3.5, 3.7 
Due date: Jan. 3 11:59 PM 

1/4 Access and PowerPoint Quiz. The 
assignment is due by 11:59 pm on Dec. 
30 11:59 PM.  

         

Bethel University Policies and Resources 

To view all Bethel University policies and information, please review the Student Handbook. 

Online Attendance 

Online attendance is recorded by student participation online through Bethel’s learning 
management system. While academic weeks are typically seven days for an online session, this 
accelerated pace will move quickly over a total of 21 days. To receive full credit for attending 
online, you must login AND completed one of the following items as directed by the instructor:  

• Submit an academic assignment.  

• Submit a quiz or exam.  

• Participate in a posted online academic discussion.  

Note that the following actions will not count as attendance:  

https://www.bethelcollege.edu/academics-programs/adult-and-graduate/ags-student-handbook/
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• Logging into class without active participation does not constitute attendance.  

• Work done in a lab or other outside environment will not count toward online attendance. 

• Assignments completed the week after the online assignment is due will not count 
toward attendance for the previous week.  

Students are strongly encouraged to log into this Winter term course a minimum of once a day 
to keep up with the accelerated nature of this course.  

An online absence is counted the same as an in-class absence. 

 

Late or Make Up Work 

It is important for students to submit work on time as scheduled in the class. This allows the 
instructor time to grade the material and provide feedback if necessary. Circumstances may 
interfere with the ability to submit an assignment on time. However, as a student you agree to 
take the class and therefore agree to submit work on time. 

Students are encouraged to work ahead to avoid late assignments.  Please communicate with 
your professor promptly if you have extenuating circumstances that may contribute to a late 
assignment. 

Assignments (excluding discussion questions) will be accepted late, subject to a 10% deduction 
off the earned grade per day late (24-hour period), for up to 3 days. No assignments will be 
accepted after 3 days. Discussion posts and responses that are not posted by the due date will 
receive 0 points and are not accepted past the due date. 

All work must be completed and submitted by the end of the course. No work will be accepted 
after the last day of the course. 

Plagiarism 

Any act of deceit, falsehood or stealing by unethically copying or using someone else’s work in 
an academic situation is prohibited. A student found guilty of plagiarism will receive an “F” for 
that paper, assignment or exam. The professor will have an interview with the student and 
submit a written report to the Program Director or Coordinator for the area in which the student 
is enrolled. If a second offense should occur, the student will be required to appear before the 
professor, the director and the vice president for adult and graduate studies. At this point the 
student’s continuation in the course and academic career are in jeopardy. Students are 
encouraged to refer to the Bethel Library’s online help for proper citation. 

Disability Services 

The Americans with Disabilities Act (ADA) is a law that provides civil rights protection for people 
with disabilities. Bethel University is compliant with equal access laws and requests students 
with disabilities The Center for Academic Success (CAS) is located in the lower level of the 
Miller/Moore Academic Center.  

https://www.bethelcollege.edu/library/info/citation.html
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If you have a disability, or think you have a disability, please make an appointment by calling 
Disability Services at the Center for Academic Success at (574) 807-7460 or (574) 807-7462 or 
email academicsucccess@betheluniversity.edu. 

Bethel’s website offers more detailed information under CAS. Please check out the Student 
Guide for Disability Services.  

Information Technology Help Desk 

The Help Desk is open Monday-Thursday from 7:30 a.m. - 6 p.m. and Friday, 7:30 a.m. - 5 p.m., 
during the fall and spring semesters, and 8 a.m. - 5 p.m. during the summer (starting May 1). 
Hours may vary on holidays and breaks.  

Contact the Help Desk at helpdesk@betheluniversity.edu or by calling (574) 807-7777. 

Library 

Bethel’s Bowen Library offers a range of resources and services, both online and physical, to all 
students enrolled at Bethel University. All online resources are available at the library website.  

Almost all periodicals and journals are available online, and there is a wide selection of e-books 
available as well. Off-campus access to these resources requires an active Bethel login 
account. For assistance in locating information, librarians are available to answer questions via 
email (Ask a Librarian), phone, or in person during regular business hours. For physical 
resources, students are able to use the library catalog to locate books and resources that are 
held either by Bethel or any other library. Students may use the catalog to request books from 
another library and have them delivered to the Bowen Library.  

Students may also go to any PALNI library or to Notre Dame or Holy Cross and check material 
out in person with a valid student ID. PALNI is a consortium of several academic libraries in 
Indiana of which Bethel is a member; some nearby member libraries include Saint Mary’s, 
Associated Mennonite Biblical Seminary, Goshen, and Grace. In addition, physical books and 
journals, the Bowen Library provides study spaces, computers, and printers (included a web 
print station) to all students. 

 

Syllabus Acknowledgment  

Enrollment in this course is considered an acknowledgment that the student will review and 
follow the course syllabus and additional University policies as stated within the student 
handbook, University catalog and student information provided by the University through the 
campus website.  

This syllabus is not a legal contract, but serves as a general outline for the semester. The 
professor reserves the right to make adjustments to the course as the need arises. 

 

To God be the Glory! (Isaiah 42:8) 

mailto:academicsucccess@betheluniversity.edu
https://www.bethelcollege.edu/assets/images/visitor/PDFs/Student_guide_disability_svcs.pdf
https://www.bethelcollege.edu/assets/images/visitor/PDFs/Student_guide_disability_svcs.pdf
mailto:helpdesk@betheluniversity.edu
http://www.bethelcollege.edu/library
https://www.bethelcollege.edu/library/ask-a-librarian.html
https://bethelindiana.on.worldcat.org/discovery
http://www.palni.org/governance-organization/what-we-do/

