Course Number - BCIS 1110. 
Course Title - Fundamentals of Information Literacy & Systems
Course Description
Examination of information systems and their impact on commerce, education, and personal activities. Utilization of productivity tools for communications, data analysis, information management and decision-making. This course is designed for Associate of Science and Associate of Applied Sciences business type (non-computer science) degree programs.  

[bookmark: _Hlk153193569]Student Learning Outcomes
Upon successful completion of this course students should be able to:
1. Describe the social impact of information literacy and systems in relation to commerce, education, and personal activities.
2. Explain how to use the information resources legally, safely, and responsibly in relation to ethical, security, and privacy issues.
3. Evaluate bias, accuracy and relevance of information and its sources.
4. Use productivity tools for communications, data analysis, information management and decision-making.
5. Describe and use current information systems and technologies.

Credit Hours: 3
























Course Number - BCIS 1115
Course Title – Introduction to Computers
Course Description 
This is a lecture and hands-on course on different technologies commonly used in business and different agencies like computers, printer and other computer devices. It includes introduction to hardware, operating software, and MS Office applications like Excel, Word, Access, PowerPoint, Publisher & other MS Office Tools. The class will include an overview of the history of technology and its future, as well as giving a fundamental introduction to industry-standard application software for word processing, spreadsheet, database management, and graphics. Basic computer use, files and file structure, windows, the Internet, programming, ethics, and security will also be addressed. This course is designed for Associate of Arts in a business curriculum.

Student Learning Outcomes
Upon successful completion of this course students should be able to:
1. Describe and apply basic information technology terminology. 
2. Identify and use hardware components of IT systems. 
3. Describe and apply concepts of file management. 
4. Demonstrate basic concepts of application and operating systems software. 
5. Identify and explain basic concepts of information management, the principles of databases, and database management systems. 
6. Identify and explain important ethical, security, and privacy issues in information systems.
7. Create and use spreadsheets. 
8. Use Internet search engines for research. 

Credit Hours: 3














Course Number - BCIS 1210
Course Title – Introduction to MS Access 
Course Description 
This course provides an introduction to MS Access software. Students will learn design, development, and maintenance of relational database management systems. Students will be expected to implement the concepts by developing projects. Students will learn techniques for adding, updating, querying, and sorting data, create forms, queries and reports using the stored data. 

Student Learning Outcomes
Upon successful completion of this course students should be able to:
1.  Identify the basic Access (Database) concept
2.  Describe and apply basic skills in data importing, data formatting, and table creation
3.  Recognize and demonstrate the concepts of creating, editing, and formatting Databases
4.  Apply and demonstrate the concepts of creating and working with queries, forms, and reports
5.  Utilize tables in creating databases
6.  Analyze data using reports 

Credit Hours: 3






















Course Number - BCIS 1211
Course Title – MS Outlook
Course Description
Covers concepts such as managing messages, appointments, contacts and tasks, as well as tracking activities. Students should have basic computer knowledge and skills, including Windows operating systems, keyboarding, file management.  
    
Student Learning Outcomes
Upon successful completion of this course students should be able to:
1.   Create and send Email Messages.
2.   Use Outlook tools to manage and archive Email messages.
3.   Create a Calendar of appointments and events.
4.   Create Contacts and Distribution Lists.
5.   Create, assign, track, respond to, and organize Tasks.
6.   Create and manage Notes.

Credit Hours: To be determined by institution.

























Course Number – BCIS 1215
Course Title – MS Excel I
[bookmark: _Hlk153192816]Course Description
This course provides an introduction to Microsoft Excel spreadsheet software. Coverage includes creating, editing, manipulating, and printing workbooks, charts, features and commands, spreadsheet design, formulas, and functions. 

Student Learning Outcomes
Upon successful completion of this course students should be able to:
1. Identify the basic Excel (spreadsheet) concept.
2. Describe and apply basic skills of worksheet and cell formatting, charts, and tables.
3. Recognize and demonstrate the concepts of creating, editing, and formatting worksheets.
4. Apply and demonstrate the concepts of working with charts.
5. Apply formulas and functions.
6. Analyze data using formulas and compiling workbook data.

Credit Hours: To be determined by institution.























Course Number - BCIS 1220
Course Title – Introduction to MS Word
Course Description
This course introduces MS Word software.  Basic word processing techniques and applications will be covered. Students will create, revise, store, share and retrieve documents. Students will learn various formatting techniques, use of tables, use of references tools.

Student Learning Outcomes
Upon successful completion of this course students should be able to:
1. Manage Documents:  Navigate within documents; format documents; save and share documents; and inspect documents for issues. 
1. Insert and Format Text, Paragraphs, and Sections: Insert text and paragraphs; format text and paragraphs; create and configure document settings. 
1. Manage tables and Lists: Create tables; modify tables; create and modify lists. 
1. Create and Manage References: Create and manage reference elements; create and manage reference tabs. 
1. Insert and Format Graphic Elements: Insert illustrations/text boxes; format illustrations and text boxes; add text to graphic elements; modify graphic elements. 
1. Manage Document Collaboration:  Add and manage comments; manage change tracking.

Credit Hours: To be determined by institution.




















Course Number - BCIS 1230
Course Title – Introduction to MS PowerPoint
Course Description 
Introduction to the electronic presentation, specifically how to use, design and edit presentation graphics for use in a variety of personal and business applications. Students will learn how to create and work with design templates, auto layouts, and background slides. Also covered are how to add tables, charts, clip art, pictures, video, sound and animation effects.

Student Learning Outcomes
Upon successful completion of this course students should be able to:
1. Create, edit, format, and save PowerPoint presentations.
2. Create and change templates.
3. Create, apply, and customize Master slides.
4. Create, apply, and customize presentations themes.
5. Create, apply, and customize styles presentations.
Credit Hours: 3
























Course Number - BCIS 2120
Course Title – Desktop Publishing
Course Description
This course utilizes a variety of software packages to produce reports, brochures, advertisements, correspondence, and newsletters. Various software packages are used such as Microsoft Office Publisher and Adobe InDesign CS Suite.

Student Learning Outcomes
Upon successful completion of this course student should be able to:
1. Effectively utilize the features of Microsoft Publisher, such as create, open, edit, save, view, and print a publication.
2. Design and create top quality publications using templates, color schemes, text, and graphics suitable for academic, professional, and personal use.
3. Merge publications while working with advanced formatting.
4. Produce publications using design techniques, font schemes, object manipulation, and layout guides.

Credit Hours: 3























Course Number - BCIS 2210 
Course Title – Intermediate MS Access
Course Description 
This course provides an in-depth study of MS Access software. Students will develop intermediate to advanced projects that relate to supporting business needs and decision making. Intermediate topics include defining table relationships; import and export options; data validation; embedding; and use of the Table Analyzer for integrating and analyzing data. 

Student Learning Outcomes
Upon successful completion of this course students should be able to:
1.  Create, edit, format, and save Access databases
2.   Create, edit, and save tables, queries, forms, and reports
3.  Define a relationship between two tables
4.  Use the Like, In, Not, and & operators in queries
5.  Create a crosstab query
6.  Modify table designs using lookup fields, input masks, and data validation rules
7.  Use the Table Analyzer
8.  Understand the difference between importing, embedding, and linking external objects

Credit Hours: 3





















Course Number - BCIS 2217
Course Title – MS Excel II
Course Description
This course provides an in-depth study of Microsoft Excel spreadsheet software. Coverage includes integration of Excel with other MS Office programs, using multiple worksheets/workbooks, what-if analyses, macros and forms, pivot tables and charts, and use of the Data Analysis Tool Pack

[bookmark: _Hlk153195343]Student Learning Outcomes
Upon successful completion of this course students should be able to:
1. Develop and work with professional-looking worksheets.
2. Integrate Microsoft Excel with other Microsoft programs.
3. Work with multiple worksheets and workbooks.
4. Perform what-if analyses.
5. Enhance Microsoft Excel with Visual Basic.
6. Use and development of Pivot Tables and charts.
7. Introduction to the Data Analysis Tool Pack.

Credit Hours: 3






















Course Number - BCIS 2220
Course Title – MS Word II
Course Description
This course provides an in-depth study of MS Word software. Students will learn how to create professional business documents, templates, customize themes, mail merge, and reports with citations and references. 
Student Learning Outcomes
Upon successful completion of this course students should be able to:
1. Create, edit, format, and save Word documents.
2. Create reports using chosen reference style which includes citations and bibliography.
3. Create a multiple-page report with tables, footnotes, and endnotes.
4. Create a professional newsletter, which includes inserting section breaks, formatting columns, 
 inserting symbols, and distinguishing between online and inline objects.
5. Create and change templates.
6. Create, apply, and customize document themes.
7. Create, apply, and customize styles.
8. Create and edit documents using mail merge with data sources and main documents.

Credit Hours: 3
