
University of the Incarnate Word 
Computer Literacy 1301 

Course Outline 

Introduction: 

The purpose of this class is to promote an understanding of general computer concepts and 
develop fundamental skills in word processing, spreadsheet, presentations, and internet 
capabilities. After successfully completing this course, you will be able to effectively and efficiently 
use a computer to create professional reports and presentations. You will also be able to use 
integrated software to produce word processing, spreadsheet documents, and presentation 
applications. Become proficient in discussing current and future technology trends regarding 
computer hardware and software. Develop skills in gathering information and basic research using 
the Internet, while developing skills using email – both are a necessary and a natural outcome of 
learning in an online environment. 

Course Description: 
This course is designed for students without prior computer experience. The instructor will 
incorporate the text, video tutorials and other learning materials to assist the development of 
computer competency with the Windows Operating System, Microsoft Office 2016, Blackboard, 
and Web 2.0 technologies. The class will engage students to harness the power of technology 
to communicate, network, and educate themselves, classmates, and colleagues. 

□ You will become familiar with essential computing concepts, including Blackboard,
the Windows 10 operating system, file management, the basics of browsers and your
Cardinal Mail account.

□ You will learn to use Microsoft Word 2016. This unit will not only focus of the basic
functions of Word, but will also teach you how to format professional documents for any
application; including business letters, newsletters and resumes.

□ You will also cover PowerPoint. In addition to learning how to use PowerPoint, you
will learn to use PowerPoint as an effective communication tool.

□ You will learn how to manipulate Microsoft Excel 2016. In addition to creating,
manipulating and formatting workbooks, you will learn to use formulas to access and
generate useful data from these workbooks, and integrate this information with
Word and PowerPoint.

□ Finally, we will learn the basics of Access. You will learn to plan, build, and maintain a
Microsoft Access database, followed by a lesson on integrating Access with Word and
Excel.

Text 

GCFLearnFree is a website that provides open source technology 
learning module and materials. 

Website: https://www.gcflearnfree.org/topics/office2016/ 

A program of Goodwill Community Foundation® and Goodwill 
Industries of Eastern NC Inc.® (GIENC®), all GCFLearnFree.org® 
educational content is designed and produced in the GCF Global 
Learning® building in downtown Raleigh, NC. 

mailto:aramos@uiwtx.edu
https://www.gcflearnfree.org/topics/office2016/


Software requirements for 
text 

Microsoft Office 2016. Instructor will provide information on how to 
obtain this package. 

Virtual Computer to access 
Office 2016 Suite 

You can access a virtual computer to use the required software to 
complete your assignments.   

To experience vLab@Everywhere: 
1. Navigate to http://vlab.uiwtx.edu
2. Log in using your UIW credentials (same as MyWord and email)
3. Click on the vLab@Everywhere icon
4. Allow system to load and begin your exploration of the Virtual
Lab!



How Course Fits Within Curriculum 

Satisfies Computer Literacy requirement and is a prerequisite to other courses in Business 
curriculum. 

Description of Course: 

A. Cognitive elements/Thematic Expectations/Skills Developments
1. Introduction to basic microcomputer terminology and concepts
2. Introduction to current technology as a tool with emphasis in business.

B. Requirements essential to the course
1. Understand microcomputer concepts
2. Effectively utilize various microcomputer applications
3. Understand information literacy concepts

C. Research tools essential to the course:
WWW and Internet research skills

Assessments of Each Outcome: 

A. Computer based tutorials
B. Objective and subjective quizzes and exams
C. Applied assessment of performance skills
D. Web based information literacy tutorials

Drop Course Information 

It is the student's responsibility to drop their course within the 100% refund period to avoid 
assessment of tuition and fees. There will not be a University-initiated drop for non-participation. If 
you do not plan to attend, you must drop your courses by Friday at 5pm of the first week of the 
term to be within the 100% refund period. Please submit your drop to 
http://online.uiw.edu/coursedrop-form A $50 administrative fee is applied for all drops from 
courses offered through the Virtual University. ARMY Students must drop their course(s) through 
GoArmyEd. Active duty military students are not charged a drop fee. 

Academic Honesty Statement 

http://www.uiw.edu/facultyhandbook/documents/facultyhandbookmay2017.pdf#page=171 

University of the Incarnate Word is strongly committed to the nurturing of academic excellence. 
The University expects its students to pursue and maintain truth, honesty, and personal integrity in their 
academic work. Academic dishonesty, in any form, constitutes a serious threat to the freedoms, which define 
an academic community. The following definitions and guidelines have therefore been established to secure 
the maintenance of academic integrity at Incarnate Word. 
Forms of academic dishonesty include, but are not limited to: 

• Cheating on tests, examinations, or other class or laboratory work.
• Plagiarism (appropriation of another's work and the unacknowledged incorporation of that work in

one's own written work offered for credit).
• Counterfeit Work – including turning in as one' own, work which was created, researched, or

produced by someone else.
• Falsification of Academic Records – knowingly and improperly changing grades on transcripts,

grade sheets, electronic data sheets, class reports, projects, or other academically related
documents.

http://online.uiw.edu/coursedrop-form
http://online.uiw.edu/coursedrop-form
http://www.uiw.edu/facultyhandbook/documents/facultyhandbookmay2017.pdf#page%3D171


• Unauthorized Reuse of Work – the turning in of the same work to more than one class without
consent of the instructor involved constitutes academic dishonesty.

• Theft – unauthorized use or circulation of tests or answer sheets specifically prepared for a given
course and as yet not used or publicly released by the instructor of a course, or theft of completed
tests.

• Collusion – Involvement in Collusion -unauthorized collaboration with another to violate a
provision of the Code of Academic Integrity.

• Facilitating Academic Dishonesty – intentionally or knowingly helping or attempting to help
another to violate a provision of the Academic Integrity Policy of the University.

Disability Accommodations 

The University of the Incarnate Word is committed to providing a supportive, challenging, diverse and 
integrated environment for all students. In accordance with Section 504 of the Rehabilitation Act – Subpart 
E, Title III of the Americans with Disabilities Act (ADA), and Title III of the ADA Amendments Act of 2008 
(ADAAA), the University ensures accessibility to its programs, services and activities for qualified students 
with documented disabilities. To qualify for services, the student must provide Student Disability Services 
with the appropriate documentation of his or her disability at the time services and/or accommodations 
are requested. 

Pregnancy Accommodations: 

Under the Department of Education’s (DOE) regulations implementing Title IX of the Education 
Amendments of 1972, the University does not discriminate against any student on the basis of pregnancy 
or pregnancy related conditions. 

To request reasonable accommodations for disability, temporary disability (e.g., injury, surgery) or 
pregnancy, please contact: 

Student Disability Services 
4301 Broadway CPO 295

Administration Building – Suite 51
San Antonio, TX 78209 

(210) 829-3997
(210) 283-6329

www.uiw.edu/sds 

Title IX Information: 

Unlawful discrimination has no place at the University of the Incarnate Word. It violates the 
University’s core values, including its commitment to equal opportunity and inclusion, and will not 
be tolerated. The University of the Incarnate Word prohibits sexual misconduct, that can include: 
(1) sex and gender based discrimination; (2) sexual and sex and gender based harassment
(including a hostile environment based on sex or gender); (3) sexual assault; (4) sexual 
exploitation; (5) stalking; and (6) relationship violence (including dating and domestic violence). 
For more information, or to report an incident, please visit www.uiw.edu/titleix .

http://www.uiw.edu/sds
http://www.uiw.edu/titleix


The Mission of UIW: 

The first Sisters of Charity of the Incarnate Word, three young French women motivated by the 
love of God and their recognition of God’s presence in each person, came to San Antonio in 
1869 to minister to the sick and the poor. Their spirit of Christian service is perpetuated in the 
University of the Incarnate Word primarily through teaching and scholarship. Inspired by 
Judeo-Christian values, the University aims to educate men and women who will become 
concerned and enlightened citizens. 

The University is committed to educational excellence in a context of faith in Jesus Christ, the 
Incarnate Word of God. It promotes life-long learning and fosters the development of the whole 
person. The faculty and students support one another in the search for and the communication of 
truth. The University is open to thoughtful innovation that serves ever more effectively the spiritual 
and material needs of people. The curriculum offers students an integrated program of liberal arts 
and professional studies that includes a global perspective and an emphasis on social justice and 
community service. 

Grading Criteria: 

Homework: 
Homework accounts for 25% of the final grade. 

Homework is critical to success in the course, as they provide an opportunity to gain an 
understanding of the course material and manipulate the software. Homework assignments are 
application-based The due date for all homework is Sunday before 11:59 pm Central. (The term 
“week” used in the syllabus/outline refers to the span of seven days from Monday to Sunday). All 
assignments are due before 11:59 pm Central time, Sunday of the week indicated on the course 
outline, unless otherwise noted. All homework must be turned in by the designated due date or a 
grade of Zero (0) will be issued. 

If you foresee a problem, or have trouble with the software, need help, etc., notify me as soon as 
possible before the deadline. If you encounter any other problems with meeting a given deadline, 
contact me and I will evaluate your situation on an individual basis. I am mindful of our hectic lives 
and late homework assignments may happen. However, you also need to remember, this is an 
eight-week course, so we move through the material rapidly. You can quickly get behind in the 
work. 

Discussion Exercises: 
Discussion accounts for 25% of the final grade 

Your participation in the discussion is evidenced by posting at least one meaningful response to all 
of my questions by Wednesday of the given week. In addition, I ask for two responses to fellow 
classmates before Sunday of the given week. You will get a possible 100 points per week. Each 
student will be expected to research, read, and share facts or opinions – depending on the nature 
of the questions. You must submit your first discussion contribution before Wednesday of the given 
week. You should then reply to someone else’s posting before Sunday of the same week. 

Discussion does not mean just answering the question. It means taking part in the give-and- 
take of communications to learn different points of view. If you do all of your discussion contribution 
towards the end of the week you will only get half of the allotted points. Let me remind you, 
discussion is 25% of your final grade, failure to respond to discussion WILL have a serious impact 
on your grade and success of passing the course. The discussion area closes at end of the week 
Sunday at 11:59 pm Central. Blackboard will promptly close the discussion window and open the 
new discussion question for the week thus late posts will not be accepted. 



Your discussion replies reflect your abilities to articulate your thoughts in writing. Be mindful of your 
spelling, presentation and organizational skills when writing. This is taught as a business class and 
your work will be graded using that standard. Your discussion and assignments should be done as 
if they were given to your boss for review. 

Also remember, "talking" online is not the same as talking on the telephone or in person. We 
normally use verbal expression, intonation, vision, and body language to get the message across 
when face-to-face. Make sure to respect the feelings of others at all times. That is not to say you 
cannot disagree and express your opinions/feelings, but it must be done professionally. 

I ask for meaningful comments from you. The first is a reply to the question(s) I pose for the week 
(70pts). The remaining responses will be to a fellow classmate’s comments in the discussion (15pts 
each). With this method we can get a very good dialogue for the week. I will keep track of your 
discussion participation, your follow-up to other comments and the insightfulness you use in the 
discussion. Remember, the first posting is due by Wednesday of a given week. The remaining is 
due before Sunday of the week. 

I strongly encourage the use of outside materials and examples in our discussions. Prompt posting, 
by Wednesday, of your initial response will provide everyone the opportunity to respond and it gives 
us time to fully explore the topic. IF you use outside sources remember to correctly cite your 
source. 

Tests and Quizzes: 
□ Quizzes will be given to help ensure students stay up with assigned material. Quizzes

account for 20% of the final grade.
• Tests: At least two tests will be given. Tests will be multiple-choice and will assess assigned

readings and material discussed in class. Tests account for 30% of the final grade.

Assessment Description Weight 
Homework 
Assignments 

Instructions for technology modules correctly followed and all work completed and 
successfully submitted by the designated due date. Possible 100 points each. 25% 

Quizzes 
You will have at least 2 multiple-choice quizzes that will cover the chapters you are 
assigned. The exam will open at the start of the week and have the week to complete the 
exam. It will close when the week closes- Sunday at 11:59 pm CST. Possible 100 points 
per week. 

20% 

Tests/Exams 
You will have 2 multiple-choice exams that will cover the chapters you are assigned. The 
exam will open at the start of the week and have the week to complete the exam. It will 
close when the week closes- Sunday at 11:59 pm CST. Possible 100 points per week. 

30% 

Discussion 
Exercises 

Participation in the discussion evidenced by replying at least one thoughtful response to 
the discussion question for that week before Wednesday and at least two responses to 
fellow classmates before Sunday of the given week. Possible 100 points per week. 

25% 

Total Grade 100% 

Grading Scale: 
A 93 – 100 B- 80-82 D+ 67-69
A- 90 – 92 C+ 77-79 D 63-66

B+ 87 – 89 C 70-76 D- 60-62
B 83 – 86 There is no C- F < 60
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