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South Plains College
Course Syllabus: BCIS 1305
Semester: Fall 2026
Revised 6/26/2026
Department: 	Computer Information Systems	
Discipline: Technical Education Division and Arts and Sciences Division
Course Number: BCIS1305.151
Course Title: Business Computer Applications
Instructor: Charlene Perez
Office: Technology Center 209, Levelland
Phone: 806-716-2253 or 806-894-9611 ext. 2253
Email: cperez@southplainscollege.edu
Web Site: https://southplainscollege.blackboard.com/
Office Hours: By appointment and walk-ins outside of classes
[bookmark: _Toc238106192]Course Formats
[bookmark: _Toc238106193]Available Formats: Conventional, Hybrid, Internet
[bookmark: _Toc238106194]Campuses: Levelland, Reese, Lubbock, Plainview Center, Online, Dual-Credit
[bookmark: _Toc238106195]Course Description: Introduces and develops foundational skills in applying essential and emerging business productivity information technology tools. The focus of this course is on business productivity software applications, including word processing, spreadsheets, databases, presentation graphics, data analytics, and business-oriented utilization of the internet.
[bookmark: _Toc238106196]Prerequisite: None
[bookmark: _Toc238106197]Credit: 3, Lecture: 2, Lab: 4
[bookmark: _Toc238106198]Course Materials
[bookmark: _Toc238106199]Textbook:
· All course reading materials, assignment instructions, exams and necessary starting files are provided through Blackboard.
[bookmark: _Toc238106200]Required Supplies: 
· Microsoft Office 365 Education or Office 2019 with Access
· Microsoft Teams
· Reliable Internet Connection
· Computer with Windows 11 (Recommended) or Mac OS. Please DO NOT use Chromebook.
· Mac OS will not run Access 365. SPC Lab computers or the VMWare Horizon Client application are recommended when we begin the Access unit (See Blackboard for installation instructions). 
· Google Chrome browser ONLY.Back

[bookmark: _Toc238106201]Course Objectives
This course partially satisfies a Core Curriculum Requirement: Institutional Foundational Component Area (090)
[bookmark: _Toc238106202]Core Curriculum Objectives addressed: 
· Communications skills—to include effective written, oral and visual communication
· Critical thinking skills—to include creative thinking, innovation, inquiry, and analysis, evaluation and synthesis of information	
· Teamwork—to include the ability to consider different points of view and to work effectively with others to support a shared purpose or goal
[bookmark: _Toc238106203]Student Learning Outcomes:  
1. Describe the fundamentals of information technology concepts – hardware, software, security, and privacy. 
2. Demonstrate proper file management techniques to manipulate electronic files and folders in local, network, and online environments. 
3. Create business documents with word processing software using spelling and grammar check, format and layout, tables, citations, graphics, and mail merge. 
4. Create business documents and analyze data with spreadsheet software using (1) tables, sorting, filtering, charts and graphics, pivot tables, macros; (2) statistical, financial, logical and look-up functions and formulas; and (3) add-ins. 
5. Create business multimedia presentations with presentation software using templates, lists, groups, themes, colors, clip art, pictures, tables, transitions, animation, video, charts, and views. 
6. Create databases and manage data with database software using tables, fields, relationships, indexes, keys, views, queries, forms, reports, and import/export functions. 
7. Integrate business software applications. 
8. Use web-based technologies to conduct ethical business research. 
9. Use “goal seeking” and “what-if analysis” to solve problems and make adjustments/recommendations in a business environment.
[bookmark: _Toc238106204]Course Assessments
[bookmark: _Toc238106205]Student Learning Outcomes Assessment: There will be required modules that include pre‑test, instruction/assignment, and post-test in each of the following sections: Essential Computing Concepts, PowerPoint, Word, Excel, and Access. There will be a team project consisting of online discussion, collaboration, research, a PowerPoint presentation, and documentation.  

Back

[bookmark: _Toc238106206]Course Grade Scale: Students will be evaluated by assignments, exams, and projects. 
	Category
	Percentage

	Pre-tests
	10%

	Assignments
	50%

	Exams
	25%

	Team Project 
	15%


[bookmark: _Toc238106207]Assignment Policy: Assigned chapters are to be read prior to coming to class.  Lab assignments will be assigned each class and discussed in class. Assignments are due the following class. No late work will be accepted, except for extreme situations.
[bookmark: _Toc238106208]Make-up Exam Policy: Make-up exams may be given in cases of an unavoidable absence.  If you have an unavoidable absence you MUST notify me prior to missing the exam or prior to your next class meeting.  There would be very, very few instances where you could not notify me of an absence because the college provides a 24/7 voice mail system and email.  All make-up exams will be given only on Fridays between 8:00 a.m. and 11:00 a.m. following the missed exam and will not include any curve given on the original exam date.  An altogether different test will probably be used for the make-up exam.  You are responsible for making arrangements to take the test.
[bookmark: _Toc238106209]Course Attendance
[bookmark: _Toc238106210][bookmark: _Hlk175038456]Attendance Policy: Students are expected to attend all classes in order to be successful in a course. Class attendance (this includes online) is extremely important in order to meet the objectives of this course. The student is responsible for initiating his or her own withdrawal, if that becomes necessary. A student who stops attending AND stops completing assignments, must take the responsibility of contacting the Registrar’s Office to drop the class. I do not drop student for non-attendance. It is your responsibility to initiate the drop process if you decide not to complete the course. Students who stop attending and do not complete the coursework will be assigned their earned letter grade at the end of the course.
[bookmark: _Toc238106211]Last Drop Date: 
For more information regarding drops/withdrawals, please visit https://www.southplainscollege.edu/admission-aid/apply/schedulechanges.php.
[bookmark: _Toc238106212]Student Code of Conduct Policy: Any successful learning experience requires mutual respect on the part of the student and the instructor. Neither instructor nor student should be subject to others’ behavior that is rude, disruptive, intimidating, aggressive, or demeaning. Student conduct that disrupts the learning process or is deemed disrespectful or threatening shall not be tolerated and may lead to disciplinary action and/or removal from class.Back

[bookmark: _Toc238106213]Course Conduct
[bookmark: _Toc238106214]Student Conduct:
· Food and Drinks are not allowed in the computer class rooms or Open Lab. You will be asked to store them or throw them away.
· Cell phones and any other electronic devices are to be turned off or on silent and placed on top of the CPU during class time.  If you have a legitimate need that requires that you receive a phone call during class, contact the instructor before class begins.
· Headphones are to be removed during class and stored away from the desktop during class lectures and activities.
· Your very best manners are always expected and appreciated before, during and after class. Please don’t disturb your fellow classmates.
· Working together is permitted provided you are doing your own work.  If you are touching someone else’s keyboard or mouse or using someone else’s storage device that is too much help.
· Do NOT share storage devices with anyone!! EVER!!
· Cheating is not tolerated at any time.  First offense will result in a zero for all parties involved and a second offense will result in being dropped with an “F” from this course.
· Additional student conduct expectations are outlined in the South Plains General Catalog and the South Plains College Student Guide.  Both are available on the SPC web site.
[bookmark: _Toc238106215]Plagiarism and Cheating: Students are expected to do their own work on all projects, quizzes, assignments, examinations, and papers. Failure to comply with this policy will result in an F for the assignment and can result in an F for the course if circumstances warrant.
Plagiarism violations include, but are not limited to, the following:
1. Turning in a paper that has been purchased, borrowed, or downloaded from another student, an online term paper site, or a mail order term paper mill;
2. Cutting and pasting together information from books, articles, other papers, or online sites without providing proper documentation;
3. Using direct quotations (three or more words) from a source without showing them to be direct quotations and citing them; or
4. Missing in-text citations.
Cheating violations include, but are not limited to, the following:
1. Obtaining an examination by stealing or collusion;
2. Discovering the content of an examination before it is given;
3. Using an unauthorized source of information (notes, textbook, text messaging, internet, apps) during an examination, quiz, or homework assignment;
4. Entering an office or building to obtain unfair advantage;
5. Taking an examination for another;
6. Altering grade records;
7. Copying another’s work during an examination or on a homework assignment;
8. Rewriting another student’s work in Peer Editing so that the writing is no longer the original student’s;
9. Taking pictures of a test, test answers, or someone else’s paper.Back

[bookmark: _Toc238106216]Computer Requirements
[bookmark: _Toc238106217]Arranged Lab: An arranged lab of two (2) hours is considered a requirement of this class.  The student is responsible for completing class and homework assignments as assigned by the instructor.  Students may do assignments in the SPC computer lab(s) or at home/work if you have the exact programs that you will use during class (Please note that you must also have the correct version in order for the instructions in the book to be applicable).  If the program and version do not match then the student may not be able to save an assignment at home and later open it at school and vice-versa.
[bookmark: _Toc238106218]Open Computer Lab: There are Open Computer Labs available on each campus with individual hours of operation. It is the student’s responsibility to locate the lab on a desired campus and the hours of operation. Lab Supervisor and Lab Assistants are available to help you.
[bookmark: _Toc238106219]Student-Owned Computer Equipment: Students may choose to use their own computer equipment to complete the assigned coursework. SPC provides Microsoft Office to students for installation and use on their personal computers. It is the sole responsibility of the student to ensure their computer system meets the minimum requirements for all required or suggested software. It is also the sole responsibility of the student to ensure their computer system is in working order, free of malware, and sufficient to complete the assigned coursework. Computer or system malfunction or failure is not an excuse for late coursework. The instructor is not liable for the student’s computer maintenance and cannot troubleshoot or repair issues on student-owned computers. If the student needs computer assistance, they can contact the SPC student helpdesk.  Students using a MAC or Chromebook will have problems with missing software elements. Contact your Instructor for more information.
[bookmark: _Toc238106220]SPC Help Desk
Telephone Number: Help Desk at (806) 716-2600
E-mail: helpdesk@southplainscollege.edu
Location: Technical Arts building room 224 - Levelland
Normal Hours: Monday - Friday: 8:00 a.m. - 4:00 p.m.
[bookmark: _Toc238106221]Other
[bookmark: _Toc238106222]For information regarding official South Plains College statements about intellectual exchange, disabilities, non-discrimination, Title V Pregnancy Accommodations, CARE Team, and Campus Concealed Carry, please visit: https://www.southplainscollege.edu/syllabusstatements/.
[bookmark: _Toc238106223]Note: The instructor reserves the right to modify the course syllabus and policies, as well as notify students of any changes, at any point during the semester.
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