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MGMT 3312A: Introduction to Human Resource Management Lab (ONLINE) 

 

CRN: 25423 

Spring 2021 

 
Instructor: Jinxin Yang 

jyang10@miners.utep.edu 

(915) 710-6217 

Office Hours: Virtually via Blackboard Collaborate M 1-2pm, F 1-2pm, or by appointment. 

 
COURSE DESCRIPTION 

This lab course includes three learning platforms: SIMNet, ADP, and Blackboard. In SIMNet, 
students will learn the basic skills to use Microsoft Excel from the view of human resource 
management professionals. There are five chapters and exams to complete in SIMNet. In 
ADP, these are applied real-world learning modules from one of the top providers of Human 
Capital Management services in the world. These will enable to learn how human resource 
information systems can be transformed into useful human capital management systems. 
Students can further enhance their understanding about how human resource management 
professionals work in real world through completing different learning modules. Students can 
view their grades of SIMNet and ADP in Blackboard. Additionally, students should complete 
discussion tasks and submit a reflective paper before the due dates on Blackboard.  

 
COURSE OBJECTIVES 

At the end of this course, students will be able to: 

• Understand and use the basic Microsoft Excel skills in the domain of human resource 
management. 

• Capable of linking theoretical knowledge in human resource management to the 
workplace human resource practices in the industry. 

• Draw on existing knowledge bases integrated with practices to create your own 
conceptual frame in terms of human resource management.  

• Develop a self-monitoring learning habits to be successful in the course and future. 

 
LEARNING MODULES 

This course is designed using a modular format - that is, every (other) week is “packaged” as 
a single module so that all the materials, lecture notes, submission areas, discussion posts 
are in one area for a given week (Check details in the Course Schedule). 

 
SELF-MONTIORING SKILLS NEEDED 

Many people can learn how to use computer technology, online databases, etc. However, 
experience has shown that some people are particularly well-suited to this type of work. 
Those who are successful enact the following characteristics as they interact with their 
computers, software, cloud-based systems, help desk personnel, etc. Being an expert at 
information technology is not an excuse for acting rudely or arrogantly toward people. 
Therefore, carefully monitor yourself to make sure that you are enacting these characteristics 
as you work through this lab course. Take notes of your own behavior throughout the course 
and then compare your behaviors to the four standards listed below: 

https://profile.utep.edu/jyang10#professionalProf
mailto:jyang10@miners.utep.edu
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• Patience: not demanding answers immediately, but being willing to tolerate delays, 

problems, or glitches without expressing anger. 

• Perseverance: willingness to keep asking questions and being persistent in working 

through assignments despite delays or impediments. 

• Flexibility: willingness to change and try different ways of doing things when 

interacting with others. 

• Kindness: being friendly, generous in helping others and accepting help, and 
considerate of other people’s feelings. 

 
COURSE COMMUNICATION 

Because this is a fully online class, we won’t see each other in the ways you may be 
accustomed to: during class time, small group meetings, and office hours. However, there 
are a number of ways we can keep the communication channels open: 

• Office Hours: We will not be able to meet on campus, but I will still have office hours 
for your questions and comments about the course. My office hours will be held on 
Blackboard Collaborate and during the following times:  

Mondays: 1-2 p.m. Mountain Time 

Fridays: 1-2 p.m. Mountain Time 

Or by appointment 

• Email: UTEP e-mail is the best way to contact me. I will make every attempt to 
respond to your e-mail within 24-48 hours of receipt. When e-mailing me, be sure to 
email from your UTEP student account and please put the course number in the 
subject line. In the body of your e-mail, clearly state your question. At the end of your 
e-mail, be sure to put your first and last name, and your university identification 
number. 

• Discussion Board: If you have a question that you believe other students may also 
have, please post it in the Help Board of the discussion boards inside of Blackboard. 
Please respond to other students’ questions if you have a helpful response. 

• Announcements: Check the Blackboard announcements frequently for any updates, 
deadlines, or other important messages. 

 
REQUIRED MATERIALS 

This course is designed online, and we don’t need extra textbooks. Module learning 
materials will weekly (or biweekly) be released through Blackboard. 

1. SIMNet: Read and study the Introduction Chapter and first four Chapters of the online 
textbook, Microsoft Excel 365 Complete in Practice 2019, by Stuart and Nordell. 
You will have lifetime access to this textbook online as part of your SIMNet 
subscription. To obtain or renew your SIMNet subscription click on this URL or paste it 
into your browser utep.SIMNetonline.com After you have set up or renewed your 
account then you follow the instructions in the video below to register for this class: 
http://video.mhhe.com/watch/3YNBRx7rG68CYKLSQ2FUoZ Make sure that you 
choose the correct class and section title: 

o Class Title: MGMT 3312A Introduction to Human Resource Management Lab 
o Section Title: Spring 2021_CRN:25423 

The questions range from introductory to advanced. These exams will confirm the 
knowledge and skills that you will acquire that will help you to complete the exercises. 
Log in and follow the instructions that SIMNet provides. The first exam is titled, Intro 

https://blackboardlearn.utep.edu/ultra/courses/_128391_1/cl/outline
https://utep.simnetonline.com/
http://video.mhhe.com/watch/3YNBRx7rG68CYKLSQ2FUoZ
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Chapter – Windows 10, Office 365/2019, and File Management Exam. You must 
complete this one first (See details in the Course Schedule). However, just in case 
there are unforeseen problems, the formal due dates are May 9, 2021. 
 

2. ADP: These are all online or self-study courses. Once you are logged in to your ADP 
account open the https://learnadp.litmos.com/courses/library (If you cannot access your 
myLearning@ADP system, please go to https://learnadp.litmos.com and click the 
Forgot Password? link. The account username is your miners.utep.edu email address.) 
and scroll to find each of these learning modules. 
 
The learning modules will require you to listen to audio instructions to make sure that 
your speakers, earphones, or headphones work. As you work through the modules you 
may be asked to answer questions to verify that you have successfully comprehended 
the material presented. When you have finished, upload evidence of successful 
completion of each of these learning modules (e.g., certificates in pdf version or 
screenshots including your name, module title, and completion status) into Blackboard. 
You must complete them in sequence (See details in the Course Schedule). 
However, just in case there are unforeseen problems, the formal due dates are May 
9, 2021. 
 

3. Discussion Questions: Discussions among and between learners is an important 
part of learning topics like information technology related to Human Resource 
Management. For that reason. it is important that students participate in the discussion 
board in this class. Each student is requested to make one initial post and two replies at 
Blackboard discussion board for assigned modules (see assignment schedule for 
details). The initial post should be at least 200 words and each reply should be at least 
50 words. The initial post is based on your own thoughts and reflections of assigned 
ADP modules. Simply completing discussion tasks on time does not guarantee a 
student’s grade for discussion tasks. See the following grading rubric for discussion 
board: 
 

Dimension Novice (0’) Competent (3’) Proficient (5’) 

Timely (1’) 

Last minute Somewhat before the 
deadline 

Early enough so that 
others could reply 

Relevant (1’) 

Not relevant to the post Somewhat Relevant Directly relevant to the 
post 

Clarity (1’) 

Unclear what was said Somewhat clear Very clear and easy to 
understand 

Respectful and 
Encouraging (1’) 

Disrespectful or 
negative toward others 

Somewhat respectful 
and encouraging 

Very positive and 
motivational 

Helpful (1’) 

Did not help others 
learn 

Provided some help for 
others 

Excellent advice that 
others could follow 

 
  

https://learnadp.litmos.com/courses/library
https://learnadp.litmos.com/
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4. Reflective Paper: Write a 3-page summary (500 to 600 words, 12-font, double line-
spaced) in Microsoft Word that lists the challenges, problems, difficulties, and/or 
frustrations that you encountered in this class. Explain how you monitored yourself 
when these things happened and demonstrated Patience, Perseverance, Flexibility, 
and Kindness. Upload this document to Blackboard. 
 
Paper Rubric: 
 

Dimension Unacceptable (1’) Developing (2’) Acceptable (3’) Exemplary (4') 

Takeaways or 
Reflections 

(5’) 

Included no 
takeaways or 
reflections from 
SIMNet or ADP. 

Included 2 takeaways 
or reflections from 
SIMNet or ADP and 
provided some 
justification. 

Included 2 takeaways 
or reflections from 
SIMNet and 2 from 
ADP and provided 
sufficient justification. 

Included 2 takeaways 
or reflections from 
SIMNet and 2 from 
ADP and provided 
thorough justification. 

Self-
Monitoring 
Skills (5’) 

Did not identify any 
self-monitoring skills 
from SIMNet or ADP. 

Provided some idea 
regarding identifying 
self-monitoring skills 
from SIMNet or ADP. 

Introduced adequate 
self-monitoring skills 
from SIMNet or ADP. 

Described clearly 
self-monitoring skills 
from SIMNet or ADP. 

Clarity (5’) 

Did not express ideas 
clearly. 

Some ideas were 
expressed clearly 
using precise words 
and phrases to 
support the 
argument. 

Most ideas were 
expressed clearly 
using precise words 
and phrases to 
support the 
argument. 

All ideas were 
expressed clearly 
using precise words 
and phrases to 
support the 
argument. 

Grammar and 
Spelling (3’) 

Demonstrated many 
errors in use of 
capitalization, 
punctuation, spelling, 
and grammar. 

Demonstrated some 
errors in use of 
capitalization, 
punctuation, spelling, 
and grammar. 

Demonstrated few 
errors in use of 
capitalization, 
punctuation, spelling, 
and grammar. 

Demonstrated no 
errors in use of 
capitalization, 
punctuation, spelling, 
and grammar. 

Overall (7’) 

Did not project an 
overall professional 
image and did not 
address relevant 
ideas/issues. 

Offered some sense 
of professionalism 
and addressed 
relevant ideas/issues. 

Completed in a 
professional manner 
and addressed most 
relevant ideas/issues. 

Showed clear 
professionalism and 
addressed all 
ideas/issues in a 
complete and 
competent manner. 

 
5. Excel HR Application Exercise: Using the skills that you learned in the SIMNet 

exercises and that data that you will be provided, prepare a professional looking 
spreadsheet with a table that graph that summarizes numbers and percentages of 
employees by Gender across different Establishment codes (e.g., HDQTR, HSPTL, 
MANUF). Upload this Table and Graph to Blackboard. 
 
 

GRADING SUMMARY 
 

Dimension Percentage  Grade 

SIMNet Lessons 20% 90% or above A 

80% or above B 

70% or above C 

60% or above D 

Below 60%     F 

SIMNet Exams 20% 

ADP Modules 30% 

Discussion Questions 15% 

Excel HR Application 
Exercise 

5% 

Reflective Paper 10% 
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  MAKE-UP WORK 

Make-up work will be given only in the case of a documented emergency.  Note that make-
up work may be in a different format than the original work, may require more intensive 
preparation, and may be graded with penalty points. If you miss an assignment and the 
reason is not considered excusable, you will receive a zero. It is therefore important to reach 
out to me—in advance if at all possible—and explain with proper documentation why you 
missed a given course requirement. Once a deadline has been established for make-up 
work, no further extensions or exceptions will be granted. 

 

ALTERNATIVE MEANS OF SUBMITTING WORK IN CASE OF TECHNICAL ISSUES 

I strongly suggest that you submit your work with plenty of time to spare in the event that you 
have a technical issue with the course website, network, and/or your computer. I also 
suggest you save all your work (answers to discussion points, exams, and essays) in a 
separate Word document as a back-up. This way, you will have evidence that you completed 
the work and will not lose credit. If you are experiencing difficulties submitting your work 
through the course website, please contact the UTEP Help Desk. You can email me your 
back-up document as a last resort. 

 
ACCOMMODATIONS POLICY 
The University is committed to providing reasonable accommodations and auxiliary services to 
students, staff, faculty, job applicants, applicants for admissions, and other beneficiaries of 
University programs, services and activities with documented disabilities in order to provide 
them with equal opportunities to participate in programs, services, and activities in compliance 
with sections 503 and 504 of the Rehabilitation Act of 1973, as amended, and the Americans 
with Disabilities Act (ADA) of 1990 and the Americans with Disabilities Act Amendments Act 
(ADAAA) of 2008. Reasonable accommodations will be made unless it is determined that doing 
so would cause undue hardship on the University.  Students requesting an accommodation 
based on a disability must register with the UTEP Center for Accommodations and Support 
Services (CASS). Contact the Center for Accommodations and Support Services at 915-747- 
5148, or email them at cass@utep.edu, or apply for accommodations online via the CASS 
portal. 

 
COVID-19 ACCOMMODATIONS 

Students are not permitted on campus when they have a positive COVID-19 test, exposure or 
symptoms. Students who are considered high risk according to CDC guidelines and/or those 
who live with individuals who are considered high risk may contact Center for 
Accommodations and Support Services (CASS) to discuss temporary accommodations for on-
campus courses and activities. Apply at cassportal.utep.edu and fill out a three-question 
application. You will be scheduled to meet with disability coordinator to discuss your unique 
situation. 

 

SCHOLASTIC INTEGRITY 
Academic dishonesty is prohibited and is considered a violation of the UTEP Handbook of 

Operating Procedures. It includes, but is not limited to, cheating, plagiarism, and collusion. 

Cheating may involve copying from or providing information to another student, possessing 

unauthorized materials during a test, or falsifying research data on laboratory reports. 

Plagiarism occurs when someone intentionally or knowingly represents the words or ideas of 

another as ones' own. Collusion involves collaborating with another person to commit any 

academically dishonest act. Any act of academic dishonesty attempted by a UTEP student is 

https://www.utep.edu/student-affairs/cass/ada-policies/accommodations-for-individuals-with-disabilities%20.html
https://www.utep.edu/student-affairs/cass/ada-policies/accommodations-for-individuals-with-disabilities%20.html
mailto:cass@utep.edu
https://www.utep.edu/student-affairs/cass/aim/index.html
https://www.utep.edu/student-affairs/cass/aim/index.html
https://www.utep.edu/student-affairs/cass/
https://www.utep.edu/student-affairs/cass/
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unacceptable and will not be tolerated. All suspected violations of academic integrity at The 

University of Texas at El Paso must be reported to the Office of Student Conduct and Conflict 

Resolution (OSCCR) for possible disciplinary action. To learn more, please visit HOOP: 

Student Conduct and Discipline. 
 

CLASS RECORDINGS 
The use of recordings will enable you to have access to class lectures, group discussions, and 
so on in the event you miss a synchronous or in-person class meeting due to illness or other 
extenuating circumstance. Our use of such technology is governed by the Federal Educational 
Rights and Privacy Act (FERPA) and UTEP’s acceptable-use policy. A recording of class 
sessions will be kept and stored by UTEP, in accordance with FERPA and UTEP policies. Your 
instructor will not share the recordings of your class activities outside of course participants, 
which include your fellow students, teaching assistants, or graduate assistants, and any guest 
faculty or community-based learning partners with whom we may engage during a class 
session. You may not share recordings outside of this course. Doing so may result in 
disciplinary action. 
 
ACADEMIC DISHONESTY 
The University of Texas at El Paso prides itself on its standards of academic excellence. In all 
matters of intellectual pursuit, UTEP faculty and students must strive to achieve based on the 
quality of the work produced by the individual. In the classroom and in all other academic 
activities, students are expected to uphold the highest standards of academic integrity. Any 
form of scholastic dishonesty is an affront to the pursuit of knowledge and jeopardizes the 
quality of the degree awarded to all graduates of UTEP. It is imperative, therefore, that the 
members of this academic community understand the regulations pertaining to academic 
integrity and that all faculties insist on adherence to these standards. 
 
Any student who commits an act of scholastic dishonesty is subject to discipline. Scholastic 
dishonesty includes, but is not limited to cheating, plagiarism, collusion, the submission for 
credit of any work or materials that are attributable in whole or in part to another person, taking 
an examination for another person, any act designed to give unfair advantage to a student or 
the attempt to commit such acts. 
 
In the classroom and in all other academic activities, students are expected to uphold the 
highest standards of academic integrity. 
 
COURSE RESOURCES 
UTEP provides a variety of student services and support:  

 
Technology Resources 

• Help Desk:  Students experiencing technological challenges 
(email, Blackboard, software, etc.) can submit a ticket to the 
UTEP Helpdesk for assistance. Contact the Helpdesk via 
phone, email, chat, website, or in person if on campus. 

 
Academic Resources 

• UTEP Library: Access a wide range of resources including online, full-text access to 
thousands of journals and eBooks plus reference service and librarian assistance for 
enrolled students. 

https://admin.utep.edu/LinkClick.aspx?link=HOOP-Section+II.pdf&tabid=30181&mid=63285
https://admin.utep.edu/LinkClick.aspx?link=HOOP-Section+II.pdf&tabid=30181&mid=63285
https://www.utep.edu/irp/technologysupport/
http://libraryweb.utep.edu/
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•    University Writing Center (UWC): Submit papers here for 
assistance with writing style and formatting, ask a tutor for 
help and explore other writing resources. 

•    Math Tutoring Center (MaRCS):  Ask a tutor for help and 
explore other available math resources. 

•    History Tutoring Center (HTC): Receive assistance with 
writing history papers, get help from a tutor and explore 
other history resources. 

• RefWorks: A bibliographic citation tool; check out the RefWorks tutorial and Fact Sheet 
and Quick-Start Guide. 

 
Individual Resources 

• Military Student Success Center: Assists personnel in any 
branch of service to reach their educational goals. 

• Center for Accommodations and Support Services: Assists 
students with ADA-related accommodations for coursework, 
housing, and internships. 

• Counseling and Psychological Services: Provides a variety of 
counseling services including individual, couples, and group 
sessions as well as career and disability assessments. 
 

COURSE SCHEDULE 

Course Content Date 
Course Introduction 
SIMNet - Intro Chapter - Windows 10, Office 365/2019, and File 
Management (Learning and Exam) 
Discussion Question 1 - Self Introduction 

1/19 

SIMNet - Chapter 1 – Creating and Editing Workbooks (Learning and 
Exam A) 

2/1 

SIMNet - Chapter 2 – Working with Formulas and Functions (Learning 
and Exam) 

2/15 

SIMNet - Chapter 3 – Creating and Editing Charts (Learning and 
Exam) 

3/1 

SIMNet - Chapter 4 – Formatting, Organizing, and Getting Data 
(Learning and Exam) 

3/15 

 Spring Break 

ADP Vantage HCM – myADP 
Discussion Question 2 

3/29 

ADP Vantage HCM - Talent Management Compensation: 
Configuration Overview [30 minutes]  
ADP Compensation Planning for Managers [25 minutes]  
Discussion Question 3 

4/5 

ADP Vantage HCM - Benefits for Practitioners [90 minutes]  
Discussion Question 4 

4/12 

ADP Vantage HCM - Total Absence Management Manager Self 
Service for the Manager and HR Professional [60 minutes]  
Discussion Question 5 

4/19 

ADP Succession Management Overview (online) [30 minutes]  
Excel HR Application Exercise 
Reflective Paper 

4/26 

All Formal Due Dates 5/9 

http://uwc.utep.edu/
https://www.utep.edu/science/math/marcs/
https://www.utep.edu/liberalarts/history/resources/student-resource/history-tutoring-center.html
http://www.refworks.com/refworks2/?groupcode=RWUTElPaso
https://www.utep.edu/student-affairs/mssc/
https://www.utep.edu/student-affairs/cass/
https://www.utep.edu/student-affairs/counsel/
https://www.utep.edu/student-affairs/counsel/
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IMPORTANT NOTICE 
The content in this syllabus may be subject to change. All materials used in this course are 
protected by copyright law. The course materials are only for the use of students currently 
enrolled in this course and only for the purpose of this course. They may not be further 
disseminated. 


