COLLIN COLLEGE

COURSE SYLLABUS


Course Number:  BCIS 1305
Course Title:  Business Computer Applications
Course Description:  Students will study computer terminology, hardware, and software related to the business environment. The focus of this course is on business productivity software applications and professional behavior in computing, including word processing (as needed), spreadsheets, databases, presentation graphics, and business-oriented utilization of the Internet.
Prerequisite: Meet TSI college-readiness standard for Reading; or equivalent
Course Credit Hours:
3
             Lecture Hours:
3
Student Learning Outcomes:
· State-mandated Outcomes:  Upon successful completion of this course, students will: 

1. Describe the fundamentals of Information Technology (IT) infrastructure components: hardware, software, and data communications systems. 

2. Explain the guiding principles of professional behavior in computing. 

3. Demonstrate proper file management techniques to manipulate electronic files and folders in a local and networked environment.
4. Use business productivity software to manipulate data and find solutions to business problems. 

5. Explain the concepts and terminology used in the operation of application systems in a business environment. 

6. Identify emerging technologies for use in business applications. 

7. Complete projects that integrate business software applications.

Withdrawal Policy:  See the current Collin Registration Guide for the last day to withdraw.

Collin College Academic Policies:  See the current Collin Student Handbook.
Americans with Disabilities Act:  Collin College will adhere to all applicable federal, state and local laws, regulations and guidelines with respect to providing reasonable accommodations as required to afford equal opportunity.  It is the student’s responsibility to contact the ACCESS office, SCC-D140 or 972.881.5898 (V/TTD: 972.881.5950) to arrange for appropriate accommodations.  See the current Collin Student Handbook for additional information.
Fall 2014
Course Information








