
   CIS 154- 2 UNITS 

 

ESSENTIALS OF MS OUTLOOK 
Course Syllabus 

 INSTRUCTOR: Marilyne Cleeves 

 ADDRESS ME: Marilyne or Ms. Marilyne (if you prefer) 

OFFICE HOURS: Appointments Available -- My schedule is 
adjustable.  Please contact me via Canvas email and I 
will help setup an appointment.  I prefer a time 
between 8 AM and 5 PM Monday-Friday.   When you 
contact me, give me 3 options for setting up a 
meeting.  I will set your meeting and notify you with a 
Zoom Session Link. 

 PRONTO: Once you have logged onto the class follow the instructions for setting up Pronto on your 
phone, PC or Tablet.  You can instant message me class questions through Pronto any 
time of day.  I will answer within 24 hours.  

 PHONE: 772-7336 (leave message) 

 EMAIL: mcleeves@cuesta.edu 

COURSE MEETINGS 

This course is asynchronous and does not require weekly meetings.  
You will find live video lectures for each of the project assignments 
you will be submitting.   You are encouraged to watch the videos and 
work alongside where you feel it is necessary.  Please don’t hesitate 
to contact me through Canvas mail.   

Diversity Statement 

Inclusion, diversity, and equity are hallmarks of a safe, 
supportive, and educational classroom environment.  Part of 
my objective for this course is to create that safe space that 
enables all students to engage openly, respectfully, and 
equally with their classmates, and their instructor, for their 
education.  Please help me create this space with your own 
positive actions towards others as well. 

 

 

Welcome to CIS 154 Intro to MS Outlook. I am excited to embark in this journey where we will work 
as a team to help you succeed and develop your skills using Outlook on your PC.  I am confident that 
with your inspiration and dedication to learn week after week, you will be able to achieve your goals for 
this course and improve your ability to work with Microsoft Outlook online and on your computer.  

mailto:mcleeves@cuesta.edu
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HOW TO SUCCEED IN THE COURSE 

In this course, there are a lot of small reading activities that require your input. The lessons build off each 
other. I strongly advise that you set a regular schedule for completing your assignments every week.  

• Use the Canvas Calendar – Consult the Canvas Calendar or the course summary on the home page of 
the course to see all the dates for upcoming tutorials, discussions, and projects.  

• Use your Personal Calendar – Setup a personal calendar system on your laptop, tablet, or phone (or on 
paper!) to block out time to complete readings, get yourself ready for tutorials, discussions and to 
complete assignments.  

• Finish Early – Build some lead time so that if something unexpected happens in your life, you can handle it 
and still have time to complete your work. 

• Read Ahead – Try to read a week ahead in the class if you can.  It will help you to understand and create 
your weekly discussion post if you read the requirements for the post early in the week.  This will give you 
some time to think about the topic as you are working through the tutorial lessons in MindTap and SAM. 
• On Your Own Activity – Each module in the textbook is aligned with a MindTap instructional 

tutorial and SAM simulated activity to complete.   The On-Your-Own-Activity for the module is setup 
to work with an email account for this class.  Make sure you read the instructions for the module.  
They can be found in the Activity section of the designated activity for the module.   

• Unit Overview – This is a page at the beginning of each module.  It includes the links you need to the 
videos, lectures, assignments and reading materials.  This is the best starting point for each unit.   

• Ask for Help – If you get in a tough spot and need an extension on an assignment, email me through 
Canvas mail. I am available to work with students that need additional help on assignments.   If you are 
stuck on an assignment, you can ask your peers for help as well.  Sometimes a quick note to a classmate in 
Pronto may be an instant answer for a question someone else has just resolved.   
o Students Help Each Other – You are encouraged through the addition of extra credit to help other 

students.  This type of interaction compliments the learning for both the person giving the assistance and 
the student that is lend a hand.  

o Online Video Tutorials -- To help you with the learning process, I have created supplemental video 
demonstrations.  I suggest you follow these steps to watching the videos:  

1. Watch the Entire Video  
2. Work the assignment with the video  
3. Pause the video during each step and proceed to the next step  

TOPICS AND SCOPE 

1. Introducing the electronic management program with an overview of what can be done with the 
various components.  

2. Adding contact information, organizing the contacts list and viewing its information in various ways. 
3. Using the e-mail component of the electronic management program to send, read and respond to e-

mail messages, as well as organize messages for maximum efficiency.  
4. Using the calendar component to schedule appointments, set up a recurring appointment, allocate time 

for longer events, plan meetings and send out meeting requests. 
5. Keeping track of tasks and projects in an electronic to-do list by managing and prioritizing tasks. 
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6. Finding information on the World Wide Web, exploring electronic newsgroups, discussing online 
etiquette; also, chatting, collaborating and videoconferencing using NetMeeting. 

CPAS – STUDENT LEARNING OUTCOMES 

1. Demonstrate the use MS Outlook to organize and manage academic, personal and professional 
communications 

2. Describe how to compose, send and respond to email messages - including attachments 
3. Identify how to schedule meetings, appointments and maintain calendars 
4. Explain how to create and maintain contact information for individuals and/or companies 
5. Utilize Outlook’s Task feature to track information about assignments and jobs 

OBJECTIVES 

Upon completion of this course the student will be able to: 

1. Recognize knowledge of technical vocabulary relevant to subject matter of the course. 
2. Arrange and set up contacts.  
3. Compose with e-mail.  
4. Formulate a schedule for new and recurring appointments.  
5. Set up items for logging and using journal tracking.  
6. Apply electronic integrated personal management program using the Internet. 

ADD POLICY 

Students will be added as space permits. The Last day to add is posted online in the Cuesta Academic 
Planning Calendar. It is generally the end of the second official class week.   

REQUIRED TEXT 

Cengage Unlimited - Access (1 Semester) by Cengage Learning 

ISBN#: 9780357700037 

We will be using software named MindTap to complete some of the assignments and 
all the assessments. This software comes with a digital copy of the textbook. 

If you would prefer to have a printed copy of the textbook, you may rent it directly 
from Cengage for $7.99 as follows: 

Microsoft Office 365 Outlook 2019 by Hoisington ISBN#: 978035737539-6 

 

WITHDRAWAL POLICY 

• A student may drop a class without receiving a “W” grade if the drop is processed before the Census 
date of the semester for regular semester course or within the first 20 percent of the class for short 
courses and summer sessions courses (See policies and forms on the Student Services website). 

• A student my drop a class with a “W” grade before 60 percent of the semester or session has 
completed. 
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Check the Cuesta Academic Calendar for the current dates to drop the class with our without a 
W. 

• If the student has not arranged with the instructor to complete minimum course requirements, A 
grade other than a “W” must be awarded with an “F”. Drop forms are available in the Admissions and 
Records Office at any campus location and on the Cuesta College website. 

• If you should choose to drop the class, you are responsible for filling out the add/drop form.  
• If you do not check into the course or miss 4 consecutive assignments, you are in jeopardy of receiving 

an instructor-initiated drop.  This will appear as a W on your transcripts.   

DO NOT LEAVE IT  UP TO THE INSTRUCTOR! 

REPEATABILITY POLICY 

• Repeatable Course – a student my repeat a course designated a repeatable course including variable 
credit open-entry/open-exit courses up to the maximum number of allowed repetitions for that 
course. 

• Alleviate Substandard Academic Work – a student may repeat a course in an effort to alleviate 
substandard academic work a maximum of two (2) times.  No more than two (2) substandard grades 
may be alleviated from the student’s grade point average for a course.  If a student has repeated a 
course two or more times, the first two substandard grades will be excluded in calculation of the 
student’s grade point average. 

• Withdrawals – a student may earn no more than a maximum of three withdrawals (“W” symbol) in a 
non-repeatable course. 

ATTENDANCE 

Attending class and participating fully in class discussions and interactive activities is a fundamental part of your 
learning.  As such, your attendance and participation is essential. According to State Law, grading may also be 
influenced by class attendance, and in this class, it will. Missing class will result in a lower grade. Please make 
arrangements with me ahead of time if you are going to be gone. 

CLASS WORK 

Chapter activities and progress-check assignments will be accepted up to one week past the due date with a 
15% reduction in earned grade.  A zero grade will be assigned for anything more than one week past due 

MAKE-UP EXAMS AND RETESTS 

If for any reason you miss an exam, you may take a make-up exam.  You may only make up ONE 
exam.  Make-up exams are subject to a 15% deduction and must be scheduled in advance with the 
instructor.  

There are no Scheduled Times to Makeup Quizzes or Discussions! 

ASSIGNMENT, EXAMINATION SCHEDULE AND CALENDAR 

The Canvas Course Syllabus page contains a full summary of the assignments.  This summary is updated 
throughout the course.  Please refer to the Course Summary. 

https://www.cuesta.edu/calendars/index.html
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CAVEATS 

This syllabus and schedule are subject to change in the event of extenuating circumstances. If you are absent 
from class, it is your responsibility to check for announcements made while you were absent. The online 
course room will have updates with reference to any schedule changes.  Please take the time to review all 
updates.   

 

COLLEGE POLICIES AND SERVICES 

STUDENT SUCCESS CENTERS  

Student Success Centers (SSC) at Cuesta College promote the academic skills, learning strategies, and 
habits necessary for academic success in all disciplines. The SSCs at both the SLO and NCC campuses 
create a responsive, accessible, and learner-centered space for ALL students to attain independent learning 
and achieve their personal, educational and vocational goals. Additionally, the SSCs support the 
instructional objectives of faculty by advancing the SSCs as curricular extensions of the classroom. 

ACADEMIC SUPPORT – (DSPS) 

In order to help students, achieve their personal, educational, and vocational goals, Academic Support 
program and services offers courses, workshops, tutorial services, and resources for students and faculty 
to promote the learning strategies and the attitudes necessary for student academic success.   

If you are a student with a verified disability, pleased make an appointment to discuss with me your needs 
for accommodation as soon as possible. 

LIBRARY SERVICES  

Circulation/Reserves: (805) 546-3155 Reference Desk - SLO: (805) 546-3157 NC: (805) 591-6200 Ext. 
4410. Library hours:  SAN LUIS OBISPO CAMPUS: Monday - Thursday: 8:00 am - 8:00 pm/Friday: 8:00 am 
- 4:00 pm Saturday & Sunday: Closed  NORTH COUNTY CAMPUS: Monday & Thursday: 8:30 am - 7:00 
pm/Tuesday & Wednesday: 8:30 am - 8:00 pm / Friday, Saturday & Sunday: Closed  ARROYO GRANDE 
HIGH SCHOOL CENTER: Monday & Thursday: 5:30 pm - 7:30 pm 

TUTORIAL SERVICES 

Promoting the academic skills, learning strategies and attitudes necessary for student success in all 
disciplines for ALL students. Hours: SLO - 9AM - 4:30PM 3300, NC - 8AM - 5PM N3130 

COUGAR FOOD PANTRY 

The SLO Campus Food Pantry is located next to the bookstore in room 5305. The North County Campus 
Food Pantry is located in Student Life and Leadership, room N1005 in the new Campus Center. 

https://www.cuesta.edu/student/resources/ssc/index.html
https://www.cuesta.edu/student/studentservices/dsps/dsps_services.html
https://www.cuesta.edu/library/index.html
https://www.cuesta.edu/student/resources/ssc/tutorSLO.html
https://www.cuesta.edu/student/campuslife/studentlife/food_resources/index.html
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STUDENT MENTAL HEALTH SERVICES  

A Licensed Marriage and Family Therapist (LMFT) and an Associate Marriage and Family Therapist (AMFT) 
that can provide up to six free therapy sessions per student per semester. Therapists also provide referrals 
for any mental health treatments that require long term or specialized care, such as: medication evaluation, 
drug and alcohol treatment, diagnostic testing, and treatment of serious mental health disorders or 
hospitalization. 

STUDENT PHYSICAL HEALTH SERVICES 

The clinic provides services for assessment, examination and simple treatment of short term, acute illness 
and minor uncomplicated medical problems, reduced cost antibiotic prescriptions and home care 
instructions. If a condition requires more than one evaluation and one follow-up visit, the patient will be 
referred to outside medical agencies. 

PERSONAL COUNSELING SERVICES  

College life can compound other issues in one’s life. If you are feeling overwhelmed and feel you need help 
to maintain your personal balance – please contact our counseling center at 546-3138.  I have access to 
other community organizations as well. Please don’t wait, see me. 

 VETERAN SERVICES  

If you are a Veteran, please contact Karen Andrews, Cuesta College’s VA Certifying Official - 546-3142. 
The Veteran Center is in room 3174. The Vet. Center hours are Mon. - Thurs. 9:00am to 4:00pm. 

  

https://www.cuesta.edu/student/resources/healthcenter/mentalhealth/index.html
https://www.cuesta.edu/student/resources/healthcenter/index.html
https://www.cuesta.edu/student/studentservices/counseling/index.html
https://www.cuesta.edu/student/studentservices/veterans/va_links.html
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ACADEMIC HONESTY POLICY 

Academic Honesty is essential to the academic community. Students expect that the Cuesta faculty is fair, 
truthful and trustworthy. The faculty expects that Cuesta students will share these same values. Students 
who violate these principles by cheating, plagiarizing, or acting in other academically dishonest ways are 
subject to disciplinary procedures. Below are some examples of academically dishonest behavior. If you are 
unclear about a specific situation, ask your instructor.  

EXAMPLES OF ACADEMIC DISHONESTY:  

• Copying from another student’s exam  

• Giving answers during a test to another student  

• Using notes or electronic devices during an exam when prohibited  

• Taking a test for someone else  

• Submitting another student’s work as your own, e.g. copying a computer file that contains another 
student’s own work  

• Knowingly allowing another student to copy/use your computer file(s) as his or her own work  

• Completing an assignment for another student  

• Plagiarizing or “kidnapping” other people’s thoughts, words, speeches or artistic works by not 
acknowledging them through proper documentation  

At the discretion of the instructor, students caught being academically dishonest may receive a failing grade 
on the assignments in question, be dropped from the class, or be failed in the course. Beyond this, the 
student may be subject to disciplinary action as determined by the Vice President of Student Services or 
designee. An appeals process is available to the student through the office of the Vice President of Student 
Services. It is recommended that the faculty member report any acts of academic dishonesty to the Vice 
President of Student Services or designee.  

STUDENT COMPUTER TECHNOLOGY ACCESS AGREEMENT  

This is to communicate what other users, instructors, and the District expects of students when using 
college computer technology and facilities. Failure to conform to these stipulations can result in 
disciplinary action. Violations of regulations in the use of computer technology will be addressed in 
accordance with the college Academic Honesty and Student Code of Conduct Policies, available for 
reference in the college catalog or by requesting copies from Student Services. (The Academic Honesty 
Policy is also included in the class schedule.)  

Computer technology and facilities are provided for the purpose of completing academic requirements.  
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