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INTRODUCTION TO COMPUTER INFORMATION SYSTEMS
COURSE DESCRIPTIVE TITLE

CALENDAR DESCRIPTION:

Designed for students with limited or no experience in the use of microcomputer software applications. An overview of computer concepts, electronic mail
and the Internet will be introduced. Emphasis is on a practical, step-by-step, hands-on approach to learning an operating system, word processing,
electronic worksheets, database management and visual and graphic software.

PREREQUISITES: None
COREQUISITES: None
SYNONYMOUS COURSE(S) SERVICE COURSE TO:
(a) Replaces: N/A
(Course #) (Department / Program)
(b) Cannot take COMP 100 for further credit
(Course #) (Department / Program)
TOTAL HOURS PER TERM: 45 TRAINING DAY-BASED INSTRUCTION
STRUCTURE OF HOURS: LENGTH OF COURSE:
Lectures: 45 hrs
Seminar: hrs HOURS PER DAY:
Laboratory: hrs
Field Experience: hrs
Student Directed Learning: hrs
Other (Specify): hrs
MAXIMUM ENROLMENT: 35
EXPECTED FREQUENCY OF COURSE OFFERING: Twice a year
WILL TRANSFER CREDIT BE REQUESTED? YES X NO

TRANSFER CREDIT EXISTS IN BCCAT TRANSFER GUIDE: YES X NO

AUTHORIZATION SIGNATURES:
Course designer(s): Chairperson:

Daphne Cockerill (Curriculum Committee)
Department Head: Dean:

Paul Franklin Karen Evans
PAC Approval in Principle Date: PAC Final Approval Date: October 24, 2001
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LEARNING OBJECTIVES / GOALS / OUTCOMES/ LEARNING OUTCOMES:

To look at how computers function, the development of computers and information technology, the basics of hardware and
software, how computers are used in business through the use of standard microcomputer business software, and to be
introduced to common communication tools - e-mail and the Internet. Students use the following application software
programs at an introductory level: e-mail, web browser, word processor, spreadsheet, office suite database.

METHODS:

Students will be given a combined lecture and demonstration by an instructor using a computer and overhead projection
unit. Students may follow on his or her own computer or wait until the demonstration is completed and work through
assignments. A student lab assistant is also available throughout the class time to provide additional support. Course
schedules, lesson plans, data files and additional course information may be accessed through the departmental course
web site on the Internet. Some information and files are still placed on the instructional network drive. Students will
complete readings and homework from assigned textbook tutorials.

PRIOR LEARNING ASSESSMENT RECOGNITION (PLAR):
Credit can be awarded for this course through PLAR YES __ X NO

METHODS OF OBTAINING PLAR:

Computer Skills Placement Test (CSPT)

TEXTBOOKS, REFERENCES, MATERIALS:

For fall 1999, the textbook included a bundled application and concepts book under ISBN: 0-201-66039-3
c MSOffice97 Professional - Microsoft Certified Blue Ribbon Edition, Author: Tim Duffy

C Computer Confluence (Concise Edition), Author: George Beekman

Introductory chapters only were used from these books.

SUPPLIES / MATERIALS:

1 box of 3-1/2" HD disks

1 or more printer cards (optional)

STUDENT EVALUATION:

Tests (4) 20%
Midterm 40%
Final 40%

Students must pass the final exam in order to pass the course.
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COURSE CONTENT:

Lesson 1: Course Orientation and WIN95 Introduction

Lesson 2:  WIN 95 - Manipulating Documents and Folders

Lesson 3: Introduction to the Internet

Lesson 4: Microsoft Word - Introduction and More Elementary Features

Lesson 5:  Microsoft Word - Word's Document Accent Features

Lesson 6: Microsoft Excel - Introduction to MS Excel 97 for Windows and Reinforcing Basic Excel Doc. Concepts
Lesson 7:  Microsoft Excel - Enhancing your Worksheet

Lesson 8: Microsoft Excel - Creating and Modifying Charts

Lesson 9:  Microsoft Access - Introduction to Databases and Access 97

Lesson 10: Microsoft Access - Manipulating and Sorting Tables

Lesson 11: Microsoft Access - Relating Tables, Modifying Table Structures, and Generating Reports



