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University of North Texas at Dallas  
Spring 2024 

SYLLABUS for Distance Learning  
BCIS 1305: Business Computer Applica�ons, 3 hours  

  

Department of  Business  School of  Business  

  
Instructor Name:     Richard Wallace  

Office Loca�on:      (Online)  

Office Phone:     972.780.3668    

Email Address:   Richard.Wallace@untdallas.edu (preferred method)  

  

Office Hours:   By Appointment  

  
Classroom Loca�on:     

Founders Hall 336/Online - Hybrid 
 

Class Mee�ng Days & Times:  Thursday 7:00 PM - 9:50 PM  
 

  

Course Catalog Descrip�on:  Introduc�on and development of business compu�ng and technology skills u�lizing 
so�ware tools such as web browsers, e-mail clients, opera�ng systems, word 
processors, presenta�on so�ware, spreadsheets, and database applica�ons.   
Current topics of relevance to the IT industry will also be discussed.  

  

Prerequisites:    

Required Text:  MindTap for Carey/Pinard/Shaffer/Shellman/Vodnik's The New Perspec�ves Collec�on, 
Microso� Office 365 & Office 2019 ISBN-13: 978-0357026205  
Course Key: MTPNPCQ38W3Q 
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Access to Learning Resources:    UNT Dallas Library:   
phone: (972) 780-1616  
web: htp://www.untdallas.edu/library             

email: library@untdallas.edu  UNT Dallas 
Bookstore:   

phone:  (972) 780-3652  
web: htp://www.untdallas.edu/bookstore  
e-mail:  untdallas@bkstr.com   

Supported Browsers:  
Chrome 67 & 68  
Firefox 60 & 61  
Flash 29, 30 (for audio/video)  
Respondus Lockdown Browser  
Safari 10, 11  
  
Supported Devices: 
iPhone Android  
Chromebook  
(Tablet users can use the Canvas app)  
  
Screen Readers:  
VoiceOver (Safari)  
JAWS (Internet Explorer)  
NVDA (Firefox)  
Note: There is no screen reader support for 
Canvas in Chrome  

Ge�ng Help with Canvas:   
  
Canvas 24/7 Phone Support for Students: 1-833-668-8634  
  
Canvas Help Resources:  
Web: Canvas Student Guide  

  
For addi�onal assistance, contact Student Assistance   
(Distance Learning): 
DAL1, Room 157 
phone: (972)338-5580  
email: distancelearning@untdallas.edu   
  
If you are working with Canvas 24/7 Support to resolve a technical 
issue, make sure to keep me updated on the troubleshooting 
progress.   
  
If you have a course-related issue (course content, assignment 
troubles, quiz difficulties) please contact me during office hours or by 
email.  
  

Course Goals or Overview: This course is designed for all business majors.  One of the key objec�ves is to give 
students an understanding of how technology relates to their chosen field and how it is applied in organiza�ons, as 
well as to introduce students to the fundamentals of database concepts and development.  

Learning Objec�ves/Outcomes: At the end of this course, students will be able to:   

1  Discuss fundamental IT concepts such as hardware, so�ware, and security  
2  Use a computer in a business-appropriate and security-conscious manner  
3  U�lize office produc�vity so�ware such as web browsers, e-mail clients, word processors, presenta�on 

so�ware, and spreadsheets.  

4  Create tables, fields, rela�onships, indices, and forms in a database management system  
5  Solve business problems using what-if analysis  
  
   
   
     

http://www.untdallas.edu/library
http://www.untdallas.edu/library
http://www.untdallas.edu/library
http://www.untdallas.edu/bookstore
http://www.untdallas.edu/bookstore
https://community.canvaslms.com/docs/DOC-10701
https://community.canvaslms.com/docs/DOC-10701
https://community.canvaslms.com/docs/DOC-10701
https://community.canvaslms.com/docs/DOC-10701
https://community.canvaslms.com/docs/DOC-10701
https://community.canvaslms.com/docs/DOC-10701
https://community.canvaslms.com/docs/DOC-10701
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Online/Hybrid Course Outline  
The schedule is posted on Canvas.  The schedule is subject to change by the instructor.  Any changes to this 
schedule will be communicated in class or via class email or Canvas announcement. Addi�onal readings and 
ac�vi�es may be added, these will be noted in the Readings and Ac�vi�es/Assignments sec�ons.   
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Course Evalua�on Methods  

This course will u�lize the following instruments to determine student grades and proficiency of the learning 
outcomes for the course.  
  
Office Product Module Ac�vi�es  
There are graded and non-graded ac�vi�es in each module of PowerPoint and Excel. While graded ac�vi�es are 
mandatory, you are encouraged to complete the non-graded ones. 
  
Module Ac�vi�es  
Each module consists of mul�ple ac�vi�es that are either graded or non-graded. The graded ac�vi�es are 
compulsory and include both brief reviews and more prac�cal assignments. It is recommended that you complete 
the non-graded ac�vi�es as well, as they can assist you in retaining the informa�on and performing well on the 
exams. 

  
Exams  
There will be four exams on Canvas, covering content from each module. All exams are mul�ple-choice and 
true/false. 
  
 Grading Matrix  
  

Ac�vi�es/Assignments  Value Percentages  
Module Ac�vi�es  40%  

Office Product Module Ac�vi�es  23%  
Exams    37%  

Total  100%  
    
Grade Determina�on  
A = 90% or beter  
B = 80 – 89 %  
C = 70 – 79 %  
D = 60 – 69 %  

 F = less than 60%    

  
University Policies and Procedures  
 Students with Disabili�es (ADA Compliance):  
Chapter 7(7.004) Disability Accommoda�ons for Students:  
  
The University of North Texas at Dallas makes reasonable academic accommoda�on for students with 
disabili�es. Students seeking accommoda�ons must first register with the Disability Services Office (DSO) 
to verify their eligibility. If a disability is verified, the DSO will provide you with an accommoda�on leter 
to be delivered to faculty to begin a private discussion regarding your specific needs in a course. You may 
request accommoda�ons at any �me; however, DSO no�ces of accommoda�on should be provided as 
early as possible in the semester to avoid any delay in implementa�on. Note that students must obtain a 



5  

new leter of accommoda�on for every semester and must meet/communicate with each faculty member 
prior to implementa�on in each class. Students are strongly encouraged to deliver leters of 
accommoda�on during faculty office hours or by appointment. Faculty members have the authority to ask 
students to discuss such leters during their designated office hours to protect the privacy of the student. 
For addi�onal informa�on see Disability Services Office. You may also contact them by phone at 972-338-
1777; by email at UNTDdisability@untdallas.edu  on the first floor of the Student Center.   
  
Canvas Instructure Accessibility Statement:   
University of North Texas at Dallas is commited to ensuring its online and hybrid courses are usable by 
all students and faculty including those with disabili�es.  If you encounter any difficul�es with 
technologies, please contact our ITSS Department.  To beter assist them, you would want to have the 
opera�ng system, web browser and informa�on on any assis�ve technology being used.  Canvas 
Instructure Accessibility Statement is also provided.   
  
NOTE:  Addi�onal instruc�onal technology tools, such as Turni�n, Respondus, Panopto, and publisher 
cartridge content (i.e. MyLab, Pearson, etc.) may NOT be fully ADA compliant.  Please contact our 
Disability Office should you require addi�onal assistance u�lizing any of these tools.   
  
Course Evalua�on Policy:  
Student’s evalua�ons of teaching effec�veness are a requirement for all organized classes at UNT Dallas.  
This short survey will be made available to you at the end of the semester, providing you a chance to 
comment on how this class is taught.  I am very interested in the feedback I get from students, as I work 
to con�nually improve my teaching.  I consider students’ evalua�ons to be an important part of your 
par�cipa�on in this class.   

Assignment Policy:  (According to the instructor’s discre�on while working in concert with the 
division/program’s guidelines).   
  
Exam Policy:  (Online exams and the ability to retake is solely at the instructor’s discre�on). NOTE:  Online 
exams may be proctored on campus per instructor’s discre�on.   
  
Academic Integrity:    
Academic integrity is a hallmark of higher educa�on.  You are expected to abide by the University’s code 
of Academic Integrity policy.  Any person suspected of academic dishonesty (i.e., chea�ng or plagiarism) 
will be handled in accordance with the University’s policies and procedures.  Refer to UNT Dallas' Student 
Code of Academic Integrity for complete provisions of this code.  
1. Academic dishonesty includes, but is not limited to, chea�ng, plagiarizing, fabrica�on of 
informa�on or cita�ons, facilita�ng acts of dishonesty by others, having unauthorized possession of 
examina�ons, submi�ng work of another person or work previously used without informing the 
instructor, or tampering with the academic work of other students.  

Web-based Plagiarism Detec�on:  Please be aware in some online or hybrid courses, students may be 
required to submit writen assignments to Turni�n, a web-based plagiarism detec�on service, or 
another method. If submi�ng to Turni�n, please remove your �tle page and other personal 
informa�on.   
  

http://www.untdallas.edu/disability
http://www.untdallas.edu/disability
http://www.untdallas.edu/disability
https://www.canvaslms.com/accessibility
https://www.canvaslms.com/accessibility
https://www.canvaslms.com/accessibility
https://www.canvaslms.com/accessibility
https://www.canvaslms.com/accessibility
https://www.canvaslms.com/accessibility
https://www.canvaslms.com/accessibility
http://www.untdallas.edu/sites/default/files/page_level2/pdf/policy/7.002%20Code%20of%20Academic_Integrity.pdf
http://www.untdallas.edu/sites/default/files/page_level2/pdf/policy/7.002%20Code%20of%20Academic_Integrity.pdf
http://www.untdallas.edu/sites/default/files/page_level2/pdf/policy/7.002%20Code%20of%20Academic_Integrity.pdf
http://www.untdallas.edu/sites/default/files/page_level2/pdf/policy/7.002%20Code%20of%20Academic_Integrity.pdf
http://www.untdallas.edu/sites/default/files/page_level2/pdf/policy/7.002%20Code%20of%20Academic_Integrity.pdf
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Classroom Policies   
Online Atendance and Par�cipa�on:   
The University atendance policy is in effect for this course.  Class atendance in the Canvas classroom and 
par�cipa�on is expected because the class is designed as a shared learning experience, and because 
essen�al informa�on not in the textbook will be discussed in the discussion board.  Online presence and 
par�cipa�on in all class discussions is essen�al to the integra�on of course material and your ability to 
demonstrate proficiency.  
  
Atendance for this online or hybrid course is considered when you are logged in and ac�ve in Canvas, 
i.e., pos�ng assignments, taking quizzes, or comple�ng Discussion Boards. To maintain financial aid 
award eligibility, ac�vity must occur before the census date of the session or term of the course. Refer to 
UNT Dallas' Registrar for specific dates. If you are absent/not ac�ve in the course shell, it is YOUR 
responsibility to let the instructor know immediately, upon your return, the reason for your absence if it 
is to be excused. All instructors must follow university policy 7.005 covering excused absences; however, 
it is the instructor’s discre�on, as outlined in the course syllabus, of how unexcused absences may or 
may not count against successful comple�on of the course.  
  
Classroom Disrup�on:  
Students are always expected to engage with the instructor and other students in this class in a 
respec�ul and civil manner to promote a classroom environment that is conducive to teaching and 
learning. Students who engage in disrup�ve behavior will be directed to leave the classroom.  A student 
who is directed to leave class due to disrup�ve behavior is not permited to return to class un�l the 
student meets with a representa�ve from the Dean of Students Office. It is the student’s responsibility to 
meet with the Dean of Students before class meets again and to provide the instructor confirma�on of 
the mee�ng. A student who is directed to leave class will be assigned an unexcused absent for that class 
period and any other classes the student misses as a result of not mee�ng with the Dean of Students. 
The student is responsible for material missed during all absences and the instructor is not responsible 
for providing missed material.  In addi�on, the student will be assigned a failing grade for assignments, 
quizzes or examina�ons missed and will not be allowed to make up the work.   
  
The Code of Student’s Rights, Responsibili�es, and Conduct (UNTD Policy 7.001 found at 
htps://www.untdallas.edu/hr/upol) describes disrup�on as the obstruc�ng or interfering with university 
func�ons or ac�vity, including any behavior that interferes with students, faculty, or staff access to an 
appropriate educa�onal environment. Examples of disrup�ve behavior that may result in a student being 
directed to leave the classroom include but are not limited to: failure to comply with reasonable direc�ve 
of University officials, ac�on or combina�on of ac�ons that unreasonably interfere with, hinder, obstruct, 
or prevents the right of others to freely par�cipate, threatening, assaul�ng, or causing harm to oneself or 
to another, utering any words or performing any acts that cause physical injury, or threaten any 
individual, or interfere with any individual’s righ�ul ac�ons, and harassment.  You are encouraged to read 
the Code of Student’s Rights, Responsibili�es, and Conduct for more informa�on related to behaviors 
that could be considered disrup�ve.  
  
Inclement Weather and Online Classes: Online classes may or may not be affected by campus closures 
due to inclement weather. Unless otherwise no�fied by your instructor via e-mail, online messaging, or 
online announcement, students should assume that assignments are due as scheduled.   
  

http://www.untdallas.edu/registrar
http://www.untdallas.edu/registrar
https://www.untdallas.edu/hr/upol
https://www.untdallas.edu/hr/upol
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Online “Ne�quete”:  
In any social interac�on, certain rules of e�quete are expected and contribute to more enjoyable and 
produc�ve communica�on. Emails, Discussion Board messages and/or any other forms of writen 
communica�on in the online environment should use proper “ne�quete” (i.e., no wri�ng in all caps 
(usually denotes yelling), no curse words, and no “flaming” messages (angry, personal atacks).   
  
Racial, ethnic, or gender slurs will not be tolerated, nor will pornography of any kind.   
  
Any viola�on of online ne�quete may result in a loss of points or removal from the course and referral to 
the Dean of Students, including warnings and other sanc�ons in accordance with the University’s policies 
and procedures.  Refer to UNT Dallas Student Code of Conduct. Respect is a given principle in all online 
communica�on. Therefore, please be sure to proofread all your writen communica�on prior to 
submission.  
  
Diversity/Tolerance Policy:  
Students are encouraged to contribute their perspectives and insights to class discussions in the online 
environment. However, offensive & inappropriate language (swearing) and remarks offensive to others of 
particular nationalities, ethnic groups, sexual preferences, religious groups, genders, or other ascribed 
statuses will not be tolerated. Disruptions which violate the Code of Student Conduct will be referred to 
the Dean of Students as the instructor deems appropriate.  
  
Technology Assistance: In order to successfully access the materials in an online or hybrid course, UNT 
Dallas advises that your computer be equipped with the minimum system requirements listed on the 
first page of the syllabus.   
  
If you have trouble accessing or using components of the course, try using Google Chrome browser. If you 
s�ll experience technical difficul�es, first, no�fy your instructor.   
  
If the problem is s�ll not resolved, call Student Assistance (Distance Learning) at the phone number 
listed on the first page of the syllabus. Also, no mater what browser you use, always enable pop-ups. 
For more informa�on see:   

• UNT Dallas Canvas Technical Requirements  
• Canvas Instructure Supported & Unsupported Opera�ng Systems   

https://www.untdallas.edu/sites/default/files/page_level2/hds0041/pdf/7_001_student_code_of_conduct_may_2014.pdf
https://www.untdallas.edu/sites/default/files/page_level2/hds0041/pdf/7_001_student_code_of_conduct_may_2014.pdf
https://community.canvaslms.com/docs/DOC-10721
https://community.canvaslms.com/docs/DOC-10721
https://community.canvaslms.com/docs/DOC-10720
https://community.canvaslms.com/docs/DOC-10720
https://community.canvaslms.com/docs/DOC-10720
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