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ICS101 Digital Tools for the Information World 
Fall 2024 

Halau Hekili Course #: CRN 64486 (3 credits) 
Meeting on Mon & Wed 10 – 11:15 in Palanakila #122 

 
INSTRUCTOR: Claire Hitosugi, PhD, MBA, MA, MEd 

VIRTUAL OFFICE: Find Zoom address on Laulima 

OFFICE HOURS: Monday 11:15 – 12:15 in Palana #122, and by appointment on Zoom 

Contact/Email:  Always use the "Messages" tool in Laulima to send me email. 
Select my name from the list. By this, I can tell which course you are 
in. Reply to my email via Laulima Messages. If you reply from your 
UH gmail account, it would be sent to the Laulima administration, and 
I would not receive your email. 

EFFECTIVE DATE: August 26 through December 20, 2024 

PARTICIPATION VERIFICATION: (Due 9/3/2024) 

Campuses are required by federal regulations to verify the participation of students in their 
classes. In accordance with Executive Policy 7.209, all students in the University of Hawai’i 
system are required to establish “participation” to ensure that they are not dropped from their 
class(es). Effective fall 2021, students who fail to participate by the late registration period for a 
class will be administratively dropped from that class. Students may also be dropped from 
dependent prerequisite and/or corequisite classes if both courses do not establish participation. 

 
Windward Community College Mission Statement 

Windward Community College offers innovative programs in the arts and sciences and 
opportunities to gain knowledge and understanding of Hawai‘i and its unique heritage. With a 
special commitment to support the access and educational needs of Native Hawaiians, we 
provide the Ko‘olau region of Oʻahu and beyond with liberal arts, career and lifelong learning 
in a supportive and challenging environment — inspiring students to excellence. 

Catalog Description 

ICS 101 Digital Tools for the Information World (3) 

Fundamental information technology concepts and computing terminology, productivity 
software for problem solving, computer technology trends and impact on individuals and 
society. Emphasizes the utilization of operating systems and the production of professional 
documents, spreadsheets, presentations, databases, and web pages. 

https://www.hawaii.edu/policy/index.php?action=viewPolicy&policySection=ep&policyChapter=7&policyNumber=209&menuView=closed
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Activities Required at Scheduled Times Other than Class Times 

You are expected to spend a minimum of 1 – 3 hours a day completing the course assignments. 
Log onto Laulima regularly and check the weekly assignments and announcements. The course 
schedule with assignment due date is posted on Laulima.  
Please note that there are NO makeup tests or makeup assignments for this course. Deadlines for 
all assignments are strictly observed. See grading criteria on page 4 of this document. 
 

Student Learning Outcomes 

1. Utilize the appropriate computing applications to produce professional documents, 
spreadsheets presentations, databases, and web pages for effective communication 
(major content area). 

2. Utilize operating system interfaces to manage computing resources effectively and securely. 
3. Extract and synthesize information from available Internet resources using intelligent 

search and discrimination. 
4. Define, explain, and demonstrate proper computing terminology usage in areas 

such as hardware, software, and communications to effectively interact with other 
computer users and to prepare for higher-level computer courses. 

5. Describe ethical and security issues involved in the use of computing technology. 
 

Student Learning Outcomes & Assessment 

Student Learning Outcomes Office 
2021 

Tech in 
Action Laulima Discussion 

Utilize the appropriate computing applications to 
produce professional documents, spreadsheets 
presentations, databases, and web pages for effective 
communication (major content area). 

X   

Utilize operating system interfaces to manage 
computing resources effectively and securely. X   

Extract and synthesize information from available 
Internet resources using intelligent search and 
discrimination. 

 X X 

Define, explain, and demonstrate proper computing 
terminology usage in areas such as hardware, 
software, and communications to effectively interact 
with other computer users and to prepare for higher-
level computer courses. 

X X X 

Describe ethical and security issues involved in the use 
of computing technology. X X X 
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Learning Resources 

Textbooks & Access to Pearson’s MylabIt (Required): 

This course is participating in the IDAP program and the e-books and the access code fees are 
included in your tuition. You will be directly connected to MyLabIT via Laulima.  

 Technology in Action: Introductory, 17th edition by Evans, Martin & Poatsy 
 Exploring Microsoft Office 2021: Poatsy, Grauer & Barber 

Required Equipment & Software: An updated PC computer (or regular access to PC computer 
with Windows 11/10), Microsoft Office 2021 Applications/Microsoft Office 365 (Word, Excel, 
PPT, Access), and a good broadband Internet connection.  

You will need to have access to Microsoft Office 365 or Office 2021 in order to complete this 
course. Please click here to download FREE version of Office 365 available to WCC students. 
If you are having issues with the downloading the software, contact Bryan Tokuda who is 
WCC’s 365 specialist. email:btokuda@hawaii.edu | Phone: (808) 235-7307 

Laulima: 

Laulima is an online course management system for the University of Hawaii System and will be 
used extensively in this course. The course schedule, announcements, assigned work and due 
dates will all be posted and administered through the Laulima Portal. It is crucial to regularly at 
least once a day if not several times a day, check your email, the Laulima Course Schedule and 
the Laulima Announcements to make sure you are keeping up with the requirements and pace of 
the course. Laulima Announcements will also be delivered to your UH email address.  
Laulima will be unavailable daily from 3:00 am-4:00 am HST for server backup and maintenance. 
Laulima automatically logs you out if it does not detect activity for two hours. A warning message will appear, 
notifying you of the lack of activity. Activity is defined as clicking a button in Laulima, such as "Save Draft" 
or "Next" (in a test), clicking on a course tab, or taking an action that sends information to the server. 
MySuccess:  
Students may be referred for extra help or advising through MySuccess. Students can also 
explore resources at https://windward.hawaii.edu/services-for-students/counseling-advising/my-
success/ 

Assessment, Course Tasks and Grading 

Attendance & Active Participation 

Students are expected to attend all class sessions. For fully online class, students are expected to 
regularly logon to the course website and complete the required tasks on time. 

Assignments: All assignments are due at the specified time on the date due as described on the 
course schedule posted on Laulima. No late assignment will be accepted. No exceptions will 
be made. 

Important Dates & WCC Academic Calendar: 

See Laulima front page.  

https://windward.hawaii.edu/about-wcc/leadership-administration/academic-affairs/computing-services/microsoft-office-365/
mailto:btokuda@hawaii.edu
https://laulima.hawaii.edu/portal
https://windward.hawaii.edu/services-for-students/counseling-advising/my-success/
https://windward.hawaii.edu/services-for-students/counseling-advising/my-success/
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Grading Summary 

MyLabIT: Exploring Microsoft Office 2021 

Grader Projects (14) Word Chap 1 - 4 40% 
(MS Office hands-on tasks) Excel Chap 1 - 4  
 Access Chap 1-2  
 PPT Chap 1-4  
MS Office Quizzes (16)  15% 
 Windows OS & File Management  
 Office Common Features  
 Word Chap 1 - 4  

 Excel Chap 1 - 4  
 Access Chap 1 - 2  
 PPT Chap 1-4  

Subtotal 55% 

Textbook: Technology in Action (TIA) 
TIA Chapter Quizzes (9%) & Reflection Quizzes (7%)  16% 

TIA Midterm Exam (Chapters 1-4, 40 MC items) 4% 

TIA Final Exam (Chapters 5 – 9, 50 MC items) 5% 
Self-introduction at Laulima (1%) & Syllabus Quiz (1%) Verification Assignments 2% 
Discussions on Tech Topics (3Rs – research, reflect & report) 8% 
Final Project (Creating a Video from PPT) 10% 

Subtotal  45% 
Total 100% 

 
Grade % Grade % Grade % Grade % Grade % 

  A Above 90%   B 80 - 89.99%   C 70 - 79.99%   D 60 - 69.99%   F 
Below 
59.99% 

*** Important:  There are NO makeup tests or makeup assignments for this course. 
Deadlines for all assignments are strictly observed. No late submissions will be accepted. In an 
extreme circumstance beyond the student’s control, a student may request that an assignment be 
accepted at a later date, provided that s/he has a valid reason for missing the deadline with valid 
documentation. (Taking a trip for leisure, attending a wedding, for example, will not be a valid 
excuse.) With no documentation, your request may not be considered. This request needs to be 
made in a timely manner within one week of the deadline, or as soon as possible. In the case that 
the instructor does approve the late submission, the late submission will result in a 10% point 
deduction off the assignment in all cases regardless of the reason. 
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Details of Grading:   

• Grader Projects (MS Office Hands-on Tasks) (40%) 
Students will submit 14 short projects throughout the semester that will demonstrate their 
abilities to use a word processor (Word), electronic spreadsheet (Excel), database (Access), and 
presentation package (PPT); following directions is imperative for these! These projects are 
covered in the chapters of Exploring Microsoft Office 2021. We will cover 14 chapters in that 
book: Word-4, Excel-4, Access 2, PowerPoint-4. You must score 70% or higher to receive credit 
for each grader project. If your score is below 70%, you will receive NO credit. You may 
attempt unlimited times before the deadline. These projects will be computer scored, so there will 
be no human bias added to the assessment; it will be clean, objective grading. Therefore, it is 
critical that you follow directions very carefully. Results should be immediate.  

Important! All downloaded start files are encrypted with the student's name and ID number. 
Therefore, you must upload the same file you download, or the entire file will be marked as 
having "integrity violations" and will be considered plagiarized. You must download the “start 
file” before submitting your project. You must submit your downloaded file with the 
modifications you are instructed to complete. Uploading any other file will award no point. I will 
know who violated and whose file was used. In this case, all parties involved in academic 
dishonesty activities will have consequences and will receive zero points for the particular 
assignment. 

Due dates for the projects are grouped at the end of the study of each of the applications. 
Therefore, there are only four due dates for grader projects except Word chapter 1 grader project; 
see the schedule for the exact dates. These dates cannot be changed. You may submit work early 
or weekly but not late. Students are encouraged to complete each grader project during the week 
that the grader project is introduced. Do not wait till the last minute to complete grader projects.  

There are multimedia learning materials for each application chapter within MyLabIT. These 
should be accessed before doing the projects. I will also provide grader project video tutorials to 
help with your assignment completion.  

• MS Office Applications Quizzes (15%) 

There will be a short, 10 Multiple Choice quiz for each of the 14 chapters, Windows OS & File 
Management, and Office Common Features covered in Exploring Microsoft Office 2021. You 
will have two attempts at these quizzes; you will get the highest of the two scores. You will take 
these quizzes at your convenience before due dates. As always, if your Internet connection 
freezes, your computer malfunctions, etc. during either of these attempts, you have used up one 
attempt. You are responsible for using a reliable computer and Internet access for all aspects of 
this class.  

• Technology in Action (TIA) Chapter Quizzes (9%), Reflection Quizzes (7%), 
Self-Introduction (1%), & Syllabus Quiz (1%) & Discussions (8%) 

There will be nine quizzes to assess your knowledge of each chapter of the Technology in 
Action (TIA) textbook. You will have two chances to take every TIA quiz/exam. Questions will 
be about the content of the textbook and the multimedia resources introduced in each chapter. If 
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you have a computer failure, internet disconnect, etc. during any of your attempts, you have just 
used up that attempt. You will receive the highest of the two scores. No late quizzes! 

At the beginning of the semester, you will post a brief self-introduction on the Laulima 
Discussion site. See further instructions on Laulima.  The Reflection Quiz (RQ) covers materials 
from previous classes and is intended to serve as a review exercise. You will find the Reflection 
Quiz on Laulima. The Reflection Quiz (RQ) will be given at the very beginning of the in-class 
session. RQ is a ten-minute quiz and open book. You may attempt it twice. A higher score will 
be your record. The instructor may also give you unannounced RQ pop quizzes during the week. 
You must submit these pop quizzes within 48 hours of the announcement. No make-up is 
allowed for RQs. RQ also serves as a check for “attendance” or a roll call.  

It is imperative to understand what is required from you for this course. The syllabus explains the 
structure of the course, grading criteria, what is expected from students, and the resources you 
need to succeed in the course. Reading the syllabus (and the schedule) carefully and 
understanding the requirements at the very beginning of the semester is key to your success. A 
syllabus quiz will check your understanding of the syllabus during the first week.  

• Discussions on Tech Topics (3Rs- research, reflect & report) (8%) 
This activity is done on the Laulima Discussion site. Students are expected to carry out brief 
research on a topic and reflect on and report their findings in their own words on the Laulima 
discussion site. Students are expected to submit their report in a minimum of 12 sentences (6 
points) and two comment postings (2 points + 2 points) that are either in whole or in part in 
response to their classmates' posts for each discussion. Students must submit their report and 
comments by the dates they are due, as forums will be locked immediately after the due dates. 
Discussion will be informal postings which means that students do not need to follow APA 
writing style, or academic conventions. However, students must cite the information source. 
Discussions will allow students to demonstrate their awareness of the various issues associated 
with technology and develop critical thinking skills. Furthermore, these discussions are vital to 
developing a community as a class. 

(Although I will be posting the topics and reading each and every posting, I probably will not be 
entering into the discussion too much so as not to influence the flow too much. I have found in 
previous semesters that if I voice too much of my opinion, some students will just reflect back to 
me what I have said. That's not what this is about. This is an opportunity for you to discuss issues 
related to technology, and unless there is some abuse or major inaccuracy, I will probably let the 
discussion flow.) 

• TIA Midterm (4%) and Final Exams (5%)  
There will be a Midterm exam (4%) that covers the TIA chapters one through four, and a Final 
Exam (5 %) that covers the TIA chapters five through nine. Midterm exam will have 40 multiple 
choice (MC) questions, and 50 MC questions for final exam. You will have 100 minutes to 
complete it. You may have two attempts at these exams; you will get the higher of the two 
scores. These exams are open book exams, and the final exam is given during the final exam 
period. 
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• Final Video Project (10%) 

You will create a short MP4 video from PowerPoint slides. First, you will create PPT slides 
about yourself with audio files. Then, embed them in the PPT slides. After you insert your audio, 
you will convert your PPT slides into an MP4 file. The length of the video should be from 3 
minutes to 5 minutes. Students will make a minimum of two comments on classmates’ projects. 
See the final project handout posted in the Laulima Syllabus & Schedule tab for further 
instructions. 

• Extra Credit  

There may be extra credit opportunities at the instructor’s discretion. You can earn up to five 
points toward your cumulative grade. 
 

A Note from the Instructor 

Do not hesitate to contact me. If you have any questions, problems, or concerns regarding the 
course, just talk to me after class or email me via Laulima Messages, or make an appointment 
for a Zoom appointment. I will get back to you ASAP or, at the latest, within 24 hours. We 
are in this together. I’m here to help and support your success in this course. If you are 
dealing with extenuating circumstances, please contact me ASAP. I will do everything in my 
power to help you get through the course and direct you to the proper resources on campus to 
support you.  
 

How to Seek Academic or Technical Support 

Academic Support 

● Windward Community College Library 
● Library eResources 
● Ka Piko Writing Lab 
● Ka Piko Speech Lab 
● Ka Piko Math Lab 
● Evening and Online Learning at Windward Community College 
● STAR Balance 

Technical Support 
● UH ITS Help Desk – email help@hawaii.edu or call 808-956-8883 (or 1-800-558-2669) 

for Laulima and most technology support. Available 24 hours a day, 7 days a week, 
including holidays.  

● Student Tech Support - email winhelp@hawaii.edu, call 808-235-7437, or stop by in 
person at Hale Laʻakea 228. Available Monday–Friday from 8:00 am–4:00 pm. 

● Laulima – Click on the Request Assistance link at the bottom of any Laulima Page to fill 
out and submit a question and get your answer via email. 

● Information Security for Students 

http://library.wcc.hawaii.edu/home
https://library.wcc.hawaii.edu/az.php
https://windward.hawaii.edu/services-for-students/tutoring/ka-piko/writing-lab/
https://windward.hawaii.edu/services-for-students/tutoring/ka-piko/speech-lab/
https://windward.hawaii.edu/services-for-students/tutoring/ka-piko/math-lab/
https://windward.hawaii.edu/programs-of-study/evening-online-education/
http://star.hawaii.edu/appointment/
https://www.hawaii.edu/its/help-desk/
mailto:help@hawaii.edu
mailto:winhelp@hawaii.edu
https://www.hawaii.edu/simp/laulima-feedback.php
https://www.hawaii.edu/infosec/
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College Policies & Support Services 
Academic Integrity—Cheating and Plagiarism 

Students assume full responsibility for the content and integrity of the academic work they 
submit. Work submitted by a student must be the student’s own work. The work of others should 
be explicitly marked, such as through the use of quotes or summarizing with reference to the 
original author. See the Windward Community College catalog for details. Students shall be 
guilty of cheating if they: 

• Represent the work of others as their own (plagiarism). 
• Use or obtain unauthorized assistance in any academic work. 
• Give unauthorized assistance to other students. 
• Modify, without instructor approval, an examination, paper, record, or report for the purpose 

of obtaining additional credit. 
• Misrepresent the content of submitted work. 
 
Students who commit academic dishonesty, cheating, or plagiarism will have the following 
consequence(s): 
Students will receive a failing grade for plagiarized assignments. 
All cases of academic dishonesty are referred to the Vice Chancellor for Student Affairs. 
Windward CC Student Conduct Information 
UH System Student Conduct Policy EO 7.208 

Disabilities Accommodations 

The Windward Community College’s Disability Student Services Office (WCC-DSSO) is 
committed to providing equal access to qualified students with disabilities. 

If you have a physical, sensory, health, cognitive, or mental health disability that could limit your 
ability to participate fully in this class, you are encouraged to contact the Disability Specialist 
Counselor,  Roy Inouye, to discuss reasonable accommodations that will help you succeed in this 
class.  The Disabilities Counselor can be reached at 808-235-7448, wccdsso@hawaii.edu, or stop 
by the office (Hale Kako‘o 105) for more information. 

 

Basic Student Needs 

Basic needs include food and housing, childcare, mental health, financial resources, and 
transportation, among others. Student basic needs security is critical for ensuring strong 
academic performance, persistence and graduation and overall student well-being. If you or 
someone you know are experiencing basic needs insecurity, please see the following 
resources: UH System Basic Needs. 

Mental Health Counseling 

Mental Health and Wellness at Windward Community College counseling services and activities 
on campus to support students’ life goals as well as their academic goals.  Information about 
services can be found at the WCC Mental Health & Wellness website. 

https://catalog.windward.hawaii.edu/student-conduct
https://www.hawaii.edu/policy/?action=viewPolicy&policySection=Ep&policyChapter=7&policyNumber=208
mailto:wccdsso@hawaii.edu
https://www.hawaii.edu/student-basic-needs/
https://www.hawaii.edu/student-basic-needs/
https://www.hawaii.edu/student-basic-needs/
https://windward.hawaii.edu/services-for-students/mental-health-wellness/
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UH Alerts 

The UH Alert emergency notification system alerts the university community in the event of a 
natural, health or civil emergency. The information you provide will only be used in the event of 
an emergency that impacts the health and safety of the UH community or the closure of whole 
campuses. It will not be shared with others or used for routine UH communications or 
announcements.  To sign up, visit UH Alerts website for more information. 

Financial Aid 

If you are receiving financial aid and are contemplating not completing the course, BEFORE you 
withdraw, it is highly recommended that you contact the Financial Aid Office at 808-934-2712 
or email them at wccfao@hawaii.edu to discuss the impact this decision may have on your 
financial aid eligibility. 

Student Conduct Code 

Windward Community College follows the University of Hawai‘i Code of Student Conduct 
which defines expected conduct for students and specifies those acts subject to University 
sanctions. Students should familiarize themselves with the Code of Student Conduct since, upon 
enrollment at Windward Community College, the student has placed herself/himself under the 
policies and regulations of the University and its duly constituted bodies. The disciplinary 
authority is exercised through the Office of the Vice Chancellor for Student Affairs. Copies of 
the Student Conduct Code are available at the Office of the Vice Chancellor for Student Affairs 
or online. 

Title IX Sex Discrimination And Gender-Based Violence Resources  

Windward Community College is committed to providing a learning, working, and living 
environment that promotes personal integrity, civility, and mutual respect and is free of all forms 
of sex discrimination and gender-based violence, including sexual assault, sexual harassment, 
gender-based harassment, domestic violence, dating violence, and stalking. 
If you or someone you know is experiencing any of these, WCC has staff and resources to 
support and assist you. To report an incident of sex discrimination or gender-based violence, as 
well as receive information and support, please contact one of the following: 

Leslie Cabingabang, UH System Confidential Advocate 
Phone/Text: (808) 348-0432 or (808) 341-4952 
Email: advocate@hawaii.edu; Office: Hale Kāko‘o 107 (Wednesdays) 
 
Mykie E. Menor Ozo-Aglugub, J.D., Title IX Coordinator 
Phone: (808) 235-7468 
Email: mozoa@hawaii.edu; Office: Hale Kāko‘o 109 
 
Desrae Kahale, Mental Health Counselor & Confidential Resource 
Phone: (808) 235-7393 
Email: dkahale3@hawaii.edu; Office: Hale Kāko‘o 101 
 
Karen Cho, Deputy Title IX Coordinator 
Phone: (808) 235-7404 
Email: kcho@hawaii.edu; Office: Hale ʻAlaka’i 120 

 

https://www.hawaii.edu/alert/
mailto:wccfao@hawaii.edu
http://www.hawaii.edu/policy/?action=viewPolicy&policySection=ep&policyChapter=7&policyNumber=208&menuView=closed
mailto:advocate@hawaii.edu
mailto:mozoa@hawaii.edu
mailto:dkahale3@hawaii.edu
mailto:kcho@hawaii.edu
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As a member of the University faculty, I am required to immediately report any incident of sex 
discrimination or gender-based violence to the campus Title IX Coordinator. Although the Title 
IX Coordinator and I cannot guarantee confidentiality, you will still have options about how your 
case will be handled. My goal is to make sure you are aware of the range of options available to 
you and have access to the resources and support you need. 
For more information regarding sex discrimination and gender-based violence, the University’s 
Title IX resources and the University’s Policy, Interim EP 1.204, go to manoa.hawaii.edu/titleix/ 

Alternate Contact Information 

If you are unable to contact the instructor, have questions that your instructor cannot answer, or 
for any other issues, please contact the Academic Affairs Office: 

• Location: Alaka‘i 121, Phone: (808) 235-7422 

 

http://manoa.hawaii.edu/titleix/


  Windward CC ICS 101 FALL 2024 (CRN64486 Halau Hekili) Schedule 
Due dates are strictly observed. Dr. Claire Hitosugi 

Week Tasks (What to Do) Deliverables by End of the Week  
(DUE Sunday 11:55 pm) 

Week 1 
8/26-9/1 

Orientation, Syllabus & Schedule, Find MyITLab, 
Self-Introduction Laulima Discussion 
Install MS Office 365 on your computer 

Syllabus Quiz on Laulima Test 
Introduce yourself on Laulima Discussion 
 

Week 2 
(9/2) – 9/8 
Labor Day 

Windows 10/11 OS & File Management (MyLabIT) 
Technology in Action (TIA) Chap 1 (Textbook, PPT 
Lecture), MS Office Common Features 
(9/3 Last day to register, withdraw with 100% refund) 

Windows OS & File Management Quiz 
(MyLabIT)  
MS Office Common Features Quiz (MyLabIT) 
TIA Chap 1 Quiz (MyLabIT) 

Week 3 
9/9 – 9/15 
 

TIA Chap 2 (Text, PPT, Help Desk Calls) 
Word Chap 1 (PPT, Text, Quiz, Grader Project) 
Discussion 1 opens on Laulima     

TIA Chap 2 Quiz  (MyLabIT) 
Word Chap 1 Quiz  (MyLabIT) 
Word Chap 1 Grader project (MyLabIT) 

Week 4 
9/16 –9/22  

TIA Chap 3 (Text, PPT, Help Desk Calls) 
Word Chap 2 (PPT, Text, Quiz, Grader Project) 
(9/17 Last Day to withdraw without a W, 50% refund) 

TIA Chap 3 Quiz 
Word Chap 2 Quiz 
(Word Chap 2 Grader project) 

Week 5 
9/23-9/29 

TIA Chap 4 (Text, PPT, Help Desk Calls) 
Word Chap 3 (PPT, Text, Quiz, Grader Project) 

TIA Chap 4 Quiz & Word Chap 3 Quiz      
Discussion 1 ends 
(Word Chap 3 Grader project) 

Week 6 
9/30-10/6 

Word Chap 4 (PPT, Text, Quiz, Grader Project) 
Discussion 2 opens on Laulima 
TIA Practice Midterm Exam available (10/2-10/6) 

Word Chap 4 Quiz 
Word Chaps 2 - 4 Grader Projects absolute 
due 

Week 7 
10/7-10/13 

Excel Chap 1 (PPT, Text, Quiz, Grader Project) 
TIA Midterm Exam (Chaps 1, 2, 3, 4) Oct 9 Wed in class 

Excel Chap 1 Quiz 
TIA Midterm Exam (Chaps 1,2,3,4) 10/9 
(Excel Chap 1 Grader project) 

Week 8 
10/14-20 

Excel Chap 2 (PPT, Text, Quiz, Grader Project) Excel Chap 2 Quiz, Discussion 2 ends 
(Excel Chap 2 Grader project) 

Week 9 
10/21-  27 

TIA Chap 5 (Text, PPT, Help Desk Calls) 
Excel Chap 3 (PPT, Text, Quiz, Grader Project) 
Discussion 3 opens on Laulima 

TIA Chap 5 Quiz 
Excel Chap 3 Quiz 
(Excel Chap 3 Grader project) 

Week 10 
10/28-11/3 

Excel Chap 4 (PPT, Text, Quiz, Grader Project) Excel Chap 4 Quiz 
Excel Chap 1 – 4 Grader Projects  

Week 11 
11/4-11/10 
11/5 Tues 
Election Day 

TIA Chap 6 (Text, PPT, Help Desk Calls) 
Access Chap 1 (PPT, Text, Quiz, Grader Project) 
(11/4 last day to withdraw with W on record) 

TIA Chap 6 Quiz  
Access Chap 1 Quiz 
Discussion 3 ends 
(Access Chap 1 Grader project) 

Week 12 
(11/11) -17 
Veteran’s Day 

TIA Chap 7 (Text, PPT, Help Desk Calls) 
Access Chap 2 (PPT, Text, Quiz, Grader Project) 

TIA Chap 7 Quiz 
Access Chap 2 Quiz 
Access Chap 1 & 2 Grader Projects 

Week 13 
11/18-
11/24 

TIA Chap 8 (Text, PPT, Help Desk Calls) 
PowerPoint Chap 1 (PPT, Text, Quiz, Grader Project)  
Start Final Project 

TIA Chap 8 Quiz 
PPT Chap 1 Quiz 
(PPT Chap 1 Grader project) 

Week 14  
11/25-12/1 

PowerPoint Chap 2&3 (PPT, Text, Quiz, Grader Projects) 
THANKSGIVING WEEK (11/28 & 29 No Class) 

PPT Chap 2 Quiz 
PPT Chap 3 Quiz 
(PPT Chap 2 & 3 Grader project) 

Week 15 
12/2-12/8 

TIA Chap 9 (Text, PPT, Help Desk Calls) 
PowerPoint Chap 4 (PPT, Text, Quiz, Grader Project) 

TIA Chap 9 Quiz, PPT Chap 4 Quiz 
PPT Chap 1-4 Grader Projects 

Week 16 
12/9-15 

Final Project YouTube Presentation (12/9) & 
Comments (12/11) on Laulima Discussion Site 
Last day of Instruction is Dec 12 (Thurs) 

Final Project YouTube Link on Laulima (8 am  
12/9);  Comments Due (12/11) 
(Practice Final Exam Open 12/12- 12/15) 

Final Exam 
Period 
12/16-20 

TIA Final Exam (Chap 5,6,7,8,9)   Due  12/18 Wed 10 am – 12 pm in Palanakila #122 
(Once you start, the exam will expire in 100 mins.) 

Note: (assignment name) denotes a recommended assignment due by the end of the week, not a final due date.  


	ICS101_Syllabus_FA2024_HalauHekili_CRN64486.pdf
	Catalog Description
	Activities Required at Scheduled Times Other than Class Times
	Student Learning Outcomes
	Learning Resources
	Laulima:
	Attendance & Active Participation
	How to Seek Academic or Technical Support
	Academic Support
	Technical Support

	Disabilities Accommodations
	Mental Health Counseling
	UH Alerts
	Financial Aid
	Student Conduct Code
	Title IX Sex Discrimination And Gender-Based Violence Resources
	Alternate Contact Information


	ICS101_Schedule_FA24_HalauHekili_CRN64486.pdf

