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OFFICIAL UNDERGRADUATE COURSE OUTLINE INFORMATION 

 
Students are advised to keep course outlines in personal files for future use. 

Shaded headings are subject to change at the discretion of the department – see course syllabus available from instructor  
 

CIS 100  Computer Information Systems  3 
COURSE NAME/NUMBER  FACULTY/DEPARTMENT  UFV CREDITS 

Introduction to Computer Information Systems 
COURSE DESCRIPTIVE TITLE 

 
CALENDAR DESCRIPTION:  
This course is 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. 

Note: Students cannot receive credit for both COMP 100 and CIS 100. 
 

PREREQUISITES: None 
COREQUISITES: None 
PRE or COREQUISITES:       

 
SYNONYMOUS COURSE(S): SERVICE COURSE TO: (department/program) 
(a) Replaces:              
(b) Cross-listed with:              
(c) Cannot take: COMP 100 for further credit.  

 
TOTAL HOURS PER TERM: 45  TRAINING DAY-BASED INSTRUCTION: 
STRUCTURE OF HOURS:    Length of course:       
Lectures: 45 Hrs  Hours per day:     
Seminar:       Hrs    
Laboratory:       Hrs  OTHER:  
Field experience:       Hrs  Maximum enrolment: 35  
Student directed learning:       Hrs  Expected frequency of course offerings: Every semester  
Other (specify):             Hrs  (every semester, annually, every other year, etc.) 

 
WILL TRANSFER CREDIT BE REQUESTED? (lower-level courses only)  Yes  No 
WILL TRANSFER CREDIT BE REQUESTED? (upper-level requested by department)  Yes  No 
TRANSFER CREDIT EXISTS IN BCCAT TRANSFER GUIDE:  Yes  No 

 
 

COURSE IMPLEMENTATION DATE: November 1999 
COURSE REVISED IMPLEMENTATION DATE: September 2010 
COURSE TO BE REVIEWED: January 2014 
(four years after UPAC approval) (month, year) 

Course designer(s): Sandi Sasaki  
Department Head: Ora Steyn   Date approved: October 16, 2009  
Supporting area consultation (Pre-UPAC)   Date of meeting: November 6, 2009  
Curriculum Committee chair: Edward Lo   Date approved: October 8, 2009  
Dean/Associate VP: Dan Ryan   Date approved: Januaru 18, 2010  
Undergraduate Program Advisory Committee (UPAC) approval   Date of meeting: January 29, 2010  
    



 

 

 

CIS 100 
COURSE NAME/NUMBER 
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LEARNING OUTCOMES: 

Upon successful completion of this course, students will be able to: 
• Demonstrate the efficient use of common communication tools 
• Identify and describe how computers are used in a business environment 
• Utilize computer applications to complete the following business tasks: 

 Send email to communicate 
 Browse the Internet 
 Create, edit, and manage word-processed documents 
 Create, edit, and manage spreadsheets 
 Create, edit, and manage a database 
 Create, edit, and manage a presentation 

 
METHODS: (Guest lecturers, presentations, online instruction, field trips, etc.) 

Students will be given a combined lecture and demonstration by an instructor using a computer and overhead projection unit. 
Classes are taught in a computer lab where students have access to their own computer workstation. 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 website on the Internet. Some information and files are still 
placed on the instructional network drive. Students will complete readings and homework as assigned by their instructor. 
 
METHODS OF OBTAINING PRIOR LEARNING ASSESSMENT RECOGNITION (PLAR): 

 Examination(s)   Portfolio assessment   Interview(s)  
 

 Other (specify):  
 

 PLAR cannot be awarded for this course for the following reason(s):       
 
TEXTBOOKS, REFERENCES, MATERIALS: 
[Textbook selection varies by instructor. An example of texts for this course might be:] 

Skills for Success with Microsoft Office 2007, Author: Kris Townsend, Pearson Education 2009 ISBN:  0-13-502456-0 
 
SUPPLIES / MATERIALS: 

1 or more printer cards (with approximately $5.00 value) 
 
STUDENT EVALUATION: 
[An example of student evaluation for this course might be:] 

Tests (4)          20% 
Midterm           40% 
Final                40% 
 
Students must write the midterm and the final exam in order to pass the course. 
 
COURSE CONTENT: 
[Course content varies by instructor. An example of course content might be:] 

Lesson 1:    Course Orientation and Operating System Introduction 
Lesson 2:    File Management and Internet Searches 
Lesson 3:    Introduction to Presentations 
Lesson 4:    Introduction to Word Processing  
Lesson 5:    Document  Formatting Features 
Lesson 6:    Introduction to Spreadsheets and Formulas 
Lesson 7:    Enhancing your Worksheet 
Lesson 8:    Creating and Modifying Charts 
Lesson 9:    Introduction to Databases  
Lesson 10:  Working with Queries 
Lesson 11:  Working with Forms and Reports 
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