BUSINESS COMPUTER INFORMATION SYSTEMS (BCIS)

Mrs. Kelley – kelley@eastchambers.net

Room 301

Conference (10:20-11:10)

CLASS OVERVIEW

BCIS builds on the basic concepts introduced in Computer Literacy.  The course extends proficiency in hands-on skills related to microcomputer systems and applications.  Emphasis is on basic skills for the following applications:

1. Word Processing  (Microsoft Word)

2. Database  (Microsoft Access)

3. Spreadsheet  (Microsoft Excel)

4. Telecommunications

5. Desktop Publishing  (Microsoft Publisher)

6. Electronic Image Transfer

7. Networking

8. Entry-level Integrated Software  (Microsoft Office 2007)

9. Social Implications of Computer Use

The course focuses on using the microcomputer as a productivity tool in varied arenas such as business, school, and personal use.  The design of the course serves as a lead-in to upper-level, occupationally specific, business computer courses.

GRADING SCALE

60% Tests

40% Daily Work

CLASS GUIDELINES

1. Be seated before the bell.

2. No food or drinks.
3. No headphones.

4. Late work will not be accepted.

5. You are responsible for a test if present the day it is assigned.

6. Log in as yourself.

7. Do not change default computer settings.

8. Do not access the Internet without permission.

9. Do not install or download anything on the computer.
