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Course Information
Course:

BCIS 1305  Business Computer Applications
Synonym:

39331
Section: 

004

Semester:

Fall 2009
Lecture:

Tuesdays
6:15 pm – 8:55 pm
NRG 4220
Lab:


Tuesdays
9:05 pm-– 9:55 pm
NRG 4233
Instructor Information

Instructor:

Fred Kumi
Telephone:

(512) 493-8716
Office:  

Northridge Campus

Office Hours:

Tuesdays 
 5:15 pm – 6:15 pm 



Or by appointment

E-mail:

fkumi@austincc.edu 

Home page: 

http://www2.austincc.edu/fkumi/
Course Description 

BUSINESS COMPUTER APPLICATIONS (3-3-1) Computer terminology, hardware, software, operating systems, and information systems relating to the business environment will be covered.  The main focus of this course is on business applications of software, including word processing, spreadsheets, databases, presentation graphics, and business oriented utilization of the Internet.

 

Pre-requisite:  E-Reading and Writing.

Course Materials 

Approved Course Texts: 
Information Systems Essentials, 3rd edition, Haag and Cummings, McGraw-Hill Irwin, 2009. (ISBN-13: 
978-0-07-337675-2, ISBN:  0-07-337675-2) 
Marquee Series Microsoft Office 2007 Brief Edition, Rutkosky, Seguin and Rutkosky, EMC Paradigm, 2008. (ISBN-13 978-0-76382-959-9, ISBN:  0-76382-959-5) 
Optional Materials:  

1  USB Flash Drive.

Instructional Methodology

This course will have both lecture and lab each week. If the students are unable to finish the assigned lab work within the lab time, they will need to visit the CIS open labs. 
Course Rationale
This course is designed to teach students the theoretical approach to information technology and management information systems within a business/computer science environment. Practical business computer applications will emphasize word processing, spreadsheets, databases, presentation software, and electronic commerce of the Internet. Since this course is designed to transfer into a bachelor degree program, check with your degree plan as to what computer science course your college requires.
Course Objectives
A. Gain familiarity with the concepts and terminology used in the development, implementation and operation of business application systems. 

B. Explore various methods that Information Technology can be used to support existing businesses and strategies. 

C. Investigate emerging technology in shaping new processes, strategies and business models. 

D. Achieve hands-on experience with productivity/application software to enhance business activities. 

E. Accomplish projects utilizing business theories, team work, Internet resources and computer technology. 

F. Work with simple design and development tasks for the main types of business information systems. 

SCANS Competencies 

Competencies have been identified that are relevant to the level of instruction in the community college environment. These competencies reflect the knowledge and skills employees need to succeed in any occupation. This course will expose the student to the concepts and application of the following competencies: 

· Students select relevant goal-related activities, rank them in order of importance, allocate time to these activities, and understand, prepare and follow schedules. 

· Students acquire and evaluate information. 

· Students organize and maintain information. 

· Students interpret and communicate information. 

· Students use computers to process information. 

· Students contribute to group effort. 

· Students work well with men and women from diverse backgrounds. 

· Students know how social, organizational and technological systems work and operate effectively with them. 

· Students understand overall intent and proper procedure for setup and operation of equipment. 

· Students locate, understand, and interpret written information in prose and in documents such as manuals, graphs, and schedules. 

· Students receive, attend to, interpret, and respond to verbal messages and other cues. 

· Students specify goals and constraints, generate alternatives, consider risks, and evaluate and chooses best alternative. 

· Students recognize problems and devise and implement plan of action. 

· Students organize and process symbols, pictures, graphs, objects, and other information. 

· Students use efficient learning techniques to acquire and apply new knowledge and skills. 

· Students discover a rule or principle underlying the relationship between two or more objects an apply it when solving a problem. 

· Students exert a high level of effort and persevere towards goal attainment. 

Course  Policies

A. Class Attendance:  Students are expected to attend all classes.   If the student misses a class or is tardy, it is the student's responsibility to get assignments and missed material.  Absence is no excuse for late assignments, including when deadlines have been changed.
B. Class Participation:  All students are expected to participate in class discussions. Please feel free to ask questions any time.  There are no ‘dumb’ questions.  Class discussions benefit everyone. However, let’s have only one discussion going on, with one person talking at a time. Carrying on separate conversations distracts me and other students and makes their learning more difficult. 

C. Lab Attendance:  Lab attendance is required unless excused by the instructor.  Success in the course depends on the student's ability to implement successfully in the lab the concepts that have been learned in class.  The lab allows hands-on experience and one-on-one instruction.

D.   Lab Assignments: Lab assignments must be the product of the student's independent effort. Students are expected to meet assignment deadline. Each assignment is due at the beginning of the next scheduled class following the lab.  Late assignments will be accepted for one week with a late penalty of 25%.  No credit will be given for assignments received after one week.  Scheduling of computer time outside of regular lab time is the student’s responsibility.  Availability of computers is NOT an excuse for being late with any assignment
E. Academic Integrity:   A student is expected to complete his or her own projects, homework, and tests. Students are responsible for observing the policy on academic integrity as described in the current ACC Student Handbook, under “Student Discipline Policy, Section C”. 

The penalty accessed will be in accordance with the current ACC Student Handbook policy. See http://www.austincc.edu/handbook/policies4.php for more information. 

For this course, the penalty for scholastic dishonesty is a grade of “F” for the course.
F. Class and Lab Preparation:  All students are expected to read the chapters to be covered in class and familiarize themselves with the week’s assignments before class.  In this way, you will obtain much better value from the class, and be able to make best use of lab time.

G. Miscellaneous:  Classes will start and end on time. Please turn off the sound to all communication and electronic devices before class begins. If you must arrive late or leave early, please minimize any disruption to your fellow students by sitting quietly close to the door.

Examinations

Three major exams will be given during the semester.  Make-up exams may be given at the discretion of the instructor.  Exams can be missed only for extreme circumstances (example: hospitalization).  Please contact the instructor IN ADVANCE if you will miss one of the exams.  There are NO make-up exams for un-excused absences.  Only one make up exam is allowed.  There will be NO makeup for the third exam under any circumstances.

Semester Grades
A.  The semester grade has four parts:


Semester Exams (3 @ 18% each)
54%


Lab Assignments


16%


Homework



10%


Group Project



20%


Total

      

           100%

B.  Letter grade


A - 90%  to 100%


B - 80%  to  89%


C - 70%  to  79%


D - 60%  to  69%


F  - Below   60%


You must score 60% or higher  to pass this course.
Incomplete Grade
A student may receive a temporary grade of “I” (Incomplete) at the end of the semester only if ALL of the following conditions are satisfied:

1. The student is unable to complete the course during the semester due to circumstances beyond their control.

2. The student has earned at least half of the grade points needed for a “C” by the end of the semester.

3. The student requests the grade in person at the instructor’s office and necessary documents are completed.

To remove an “I”, the student must complete the course by two weeks before the end of the following semester.  Failure to do so will result in the grade automatically reverting to an “F”.

Withdrawal
It is the student’s responsibility to complete a Withdrawal Form in the Admissions Office if they wish to withdraw from this class.  The instructor may withdraw students from this class if their absences exceed 10% of the total number of class meetings.  The last date to withdraw for this semester is Monday, November 23, 2009.  It is not the instructor's responsibility to initiate a withdrawal on behalf of the student.  In situations where the student fails to withdraw before the withdrawal date, and the student's work is below the minimum acceptable standards, a letter grade of F will be given.

ALERT: New State law for new students. No more than six course withdrawals throughout your undergraduate education, regardless of how many colleges you attend. Students who entered college before Fall 2007 are not affected. Ask a counselor for details.
Student Files – Privacy 

The information that a student stores in his/her student volume in the Computer Studies Labs may be viewed by their instructor for educational and academic reasons.

Students with Disabilities

Each ACC campus offers support services for students with documented physical or psychological disabilities.  Students with disabilities must request reasonable accommodations through the Office for Students with Disabilities on the campus where they expect to take the majority of their classes.  Students are encouraged to make this request three weeks before the start of the semester.  (Refer to the current Student Handbook for more details)

