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Department/Program Review
Self-Study Report Template

2004 - 2005

Department - Business Information Systems
Program - All
	Section I: Overview of Department

	Mission of the department and its programs(s)

What is the purpose of the department and its programs?  What publics does the department serve through its instructional programs? What positive changes in students, the community and/or disciplines/professions is the department striving to effect?
The mission of the Business Information Systems (BIS) department is to provide quality instruction of courses and programs designed to teach software applications, computer concepts, and office skills and procedures.  

We serve multiple publics:

· Serve as campus resource for computer application and literacy

· Prepare BIS Majors with adequate professional and communication skills, and ensure that they are job-ready at graduation

· Serve PSEO students

· Offer programs for QuickStart students from several area high schools

· Work with Tech Prep coordinators to develop, maintain and publicize articulation agreements

· Serve Senior Citizens in regular classes and in courses restricted to Senior Academy participants

· Offer regular and customized training for employees of area businesses and organizations

· Provide facilitation for professional development programs and as requested from campus departments

Taking our cues from veteran BIS faculty, all full- and part-time faculty members strive to model and foster professional behavior.  It is essential for BIS faculty to stay current in an ever-evolving discipline.  



	Description of the self-study process

Briefly describe the process the department followed to examine its status and prepare for this review. What were the strengths of the process, and what would the department do differently in its next five-year review?
All members of the BIS department were involved in the preparation process for our department review.  The dataset provided proved very valuable as we examined our strengths, weaknesses, and opportunities.  Several departmental meetings were called to discuss the data.  We also worked in small groups with our advisory committees to discuss the data collected and to gather committee reaction and recommendations.  Faculty and staff teams were created to collect information and report on the individual items listed in Sections III and IV of the self-study report template.  



	Section II: Overview of Program

	a. Analysis of Environmental Factors

This analysis, initially developed in a collaborative meeting between IPR and the department chairperson, provides important background on the environmental factors surrounding the program.  Department chairpersons and faculty members have an opportunity to revise and refine the analysis as part of the self-study process. 

The analysis that resulted from the chair meeting with IPR pretty accurately represents BIS department stakeholders and shows the wide range of audiences we serve.  While the report does include anecdotal information provided by the chairperson about environmental factors that surround the program, it does not include actual data or information.  Additionally, there is no real mechanism in place to accurately gauge if we are meeting the needs of our stakeholders—we assume that if enrollment at least remains steady and we receive no complaints, we are meeting stakeholder needs.
It is heartening to realize that BIS is the primary provider of software and computer concepts classes for most departments/divisions on campus.  BIS courses are required in all degree programs offered by departments within the Business Technologies Division.  There are also BIS courses required in programs throughout the Fine and Performing Arts Division, Extended Learning and Human Services Division, and a few certificate programs offered through Liberal Arts and Sciences Division.  There are still some computer classes taught by faculty from departments outside of BIS, but the majority of departments/divisions rely on BIS to teach these classes.  

	b.  Statement of program learning outcomes and linkage to courses

Complete attached Program Learning Outcomes Form, identifying where in the curriculum each program learning outcomes is addressed.
See attached Program Learning Outcomes



	c.  Admission requirements

List any admission requirements specific to the department/program. How well have these requirements served the goals of the department/program?  Are any changes in these requirements anticipated?  If so, what is the rationale for these changes?
None



	Section III: Student Learning

	a. Evidence of student mastery of general education competencies

What evidence does the department/program have regarding students’ proficiency in general education competencies?  Based on this evidence, how well are students mastering and applying general education competencies in the program?
As noted in the General Education report provided in the appendix, many BIS courses include general education outcomes beyond the obvious information and computer literacy inherent in computer concepts and software application courses.  BIS faculty member, Connie O’Neill, serves on the general education committee for the division, and she has kept the department focused on general education outcomes.  Our advisory committee and corporate partners continually remind us that what they value in employees are communication skills (oral and written), critical thinking and problem solving skills, and professionalism (team player, loyalty, work ethics) – all general education outcomes.  

Our textbook selections have moved away from books that focus on teaching individual concepts, to those that teach concepts in “real world” contexts. Homework assignments no longer consist of simple exercises where students follow step-by-step instructions; they have grown to include the use of exercises that expect students to apply concepts to specific situations.  Problem-based learning exercises are being developed and implemented in several BIS courses (BIS 201 Customer Service, BIS 202 Advanced Customer Service Techniques, BIS 207 Telecommunications, and BIS 215 Office Applications Practicum).  

We still see problems with a large percentage of students who do not communicate effectively (particularly written communication).  This is particularly apparent in transcription courses where students are expected to apply the concepts they learned in their composition or business communication courses, and the terminology they learned in their medical terminology classes to “real” dictated correspondence.  There seems to be a disconnect between practiced skills and critical thinking and application of those skills.  In 2004, we added ENG 199 Text Editing into all degree programs (except our Medical Office Option) in an attempt to strengthen students’ writing skills.  This year we will be adding ENG 199 to our Medical Office Option degree as a pre-requisite to our Medical Transcription courses.  It is too early to judge if this change will help students write more effectively, but we feel this remains an area of weakness for our students.

	b. Evidence of student achievement in the learning outcomes for the program

What evidence does the department/program have regarding students’ proficiency in the learning outcomes for the program?  Based on this evidence, how well are students mastering and applying the learning outcomes?  Based on the department’s self-study, are there any planned changes in program learning outcomes?
Student success rates are consistently higher in upper level BIS courses that are specifically designed for BIS majors than in the introductory level courses that serves multiple audiences.  Over the past four years average success rates for BIS upper level courses have been as follows:  

· BIS 215 Office Practicum - 97.5% 

· BIS 252 Medical Transcription II - 91.1% 

· BIS 270 Internship - 94.8% 

· BIS 250 Medical Transcription Skills - 93.8%

· BIS 207 Telecommunications - 90.7%

· BIS 251 Medical Transcription I - 87.0%

· BIS 202 Advanced Customer Service Techniques- 86.6% 

Students in these classes are almost exclusively BIS majors (with the exception of BIS 215, the courses are not restricted to BIS majors).  These averages are well above the college average success rate of 64.3%.

Student success rates in the introductory courses average much lower:

· BIS 101 Intro to PC Keyboarding - 59.2%

· BIS 105 Computer Concepts - 67.1%

· BIS 160 Intro to Word, PowerPoint & Excel - 68.8%

As of Fall 2003, there are 604 students in Colleague who have declared a BIS major.  Enrollment figures in the lower level classes indicate that in those classes, we are serving more than just our majors.  These courses are required for BIS majors but they also serve a more general audience.  With the exception of BIS 101, these rates are above the college wide average of 64.3%.  
Average enrollments in lower level courses over the past 4 years:

· BIS 101 –    678 students

· BIS 105 –    757 students

· BIS 160 – 2,736 students  

Average enrollments in upper level BIS courses over the past 4 years:

· BIS 215 – 33 students

· BIS 252 – 15 students

· BIS 270 – 31 students

· BIS 250 – 17 students

· BIS 207 – 60 students

· BIS 251 – 17 students

· BIS 202 – 69 students


	c. Evidence of student demand for the program

How has/is student demand for the program changing?  Why?  Should the department take steps to increase the demand?  Decrease the demand? Eliminate the program?   What is the likely future demand for this program and why?
Student demand for BIS programs has grown over the past five years.  Data indicates that 475 students were listed as majoring in BIS in Fall 1999.  That number grew to 724 in Fall 2001, and stands at 604 students as of Fall 2003.  On average, 68.3% of students remain a BIS major from fall to spring quarters.  BIS majors have an average graduation rate of 18.7%.

BIS courses and programs teach concepts and skills that are in demand in the marketplace.  Small businesses, large corporations, government offices, and non-profit organizations will always need office support staff.  Demand for these workers will not likely decrease, instead, demand for a higher level of skills from these workers will increase.  The BIS department has worked hard to stay abreast of changes in the workplace.  Through an active BIS advisory committee, successful corporate partnerships, and faculty participation in professional development activities, we have continually evaluated program outcomes, aligned courses, and adjusted curricula as necessary.  In the past five years, courses in shorthand, machine transcription, Microsoft Works, and Corel WordPerfect have been deactivated due to the lack of demand.  Courses have been added or modified to include emerging topics like telecommunications, Microsoft Outlook, voice-recognition software, and Personal Digital Assistants (PDAs).  Special topics courses (BIS 297) have been offered to cover specifically requested BIS topics – Microsoft Office Specialist Exam Preparation, Customer Service Certification Preparation, and Microsoft Producer (a free companion to PowerPoint).  

At the course level, Microsoft Office owns an estimated 90% of the office applications market, and demand for skilled workers with knowledge of these applications is increasing. In addition to BIS majors, introductory computer concepts and office application software courses are required by many programs across the college.  As enrollment in these programs increases, enrollment in BIS courses that cover those software applications follows.

For years people have been forecasting that high school graduates will arrive at college completely computer literate.  The necessary development last year of BIS 104 Introduction to PC Basics to serve students who have never turned on a computer suggests that we are still a long way from reaching that forecasted day.  Our increasing enrollment and relatively low success rates in BIS 105 Computer Concepts and BIS 160 Introduction to Word, Excel, and PowerPoint courses reinforce that same conclusion.  However, as more students are required to take Word, Excel, and PowerPoint in high school it seems likely that our younger students will not need the same introductory courses as are now taught in BIS 160 and the beginning computer courses.  We need to keep a close eye on the level of experience and understanding our younger students are bringing with them to Sinclair.

Demand for BIS software application courses has grown significantly over the past five years (up 50% from 1452 in FY99-00 to 2905 in FY03-04).  However, the department would like to see increased demand for BIS programs.  We believe that significant growth can be achieved if we can strengthen key partnerships with area businesses and community organizations, appropriately align our programs to provide graduates with the skills that are in demand for our marketplace, and market these programs to other community businesses and organizations.  



	d. Evidence of program quality from external sources (e.g., advisory committees, accrediting agencies, etc.)

What evidence does the department have about evaluations or perceptions of department/program quality from sources outside the department?  In addition to off-campus sources, Include perceptions of quality by other departments/programs on campus where those departments are consumers of the instruction offered by the department.

BIS Advisory Committee has commented in round table discussions that students need better critical thinking skills.  They feel that students are well prepared with software applications, but they lack professionalism and other soft skills.  BIS 215 has been revised to focus on critical thinking skills, and to have group discussions and exercises that teach and/or reinforce business etiquette, problem-solving, team building, business ethics, and professional behavior.  The department needs to develop critical thinking exercises that can be utilized throughout the curricula, making sure students are expected to apply knowledge in all classes.
BIS Internship partner companies have reported that BIS students are well prepared for the workforce and their job assignments. The only suggestion they offered was to help students improve their communication skills.  The department might consider constructing a detailed form that lists the basic competencies deemed important by internship partners that can be used to solicit more specific, constructive feedback about intern performance.  Communication skills are stressed in BIS 201 and BIS 202 Customer Service classes and in BIS 215 Practicum.  The anticipated development of general education rubrics may help the department reinforce communication skills in other courses in the curriculum.
Department Chairs from the Business Technologies Division were asked to provide feedback about their perception of the quality of BIS courses and programs, particularly as it relates to BIS courses required in their programs.  The following responses were received:
· Bonnie Shane – “Paralegal students are required to have good computer skills. Students who have taken BIS 160, (or module equivalents), meet, and exceed, needs of the paralegal program. Students report favorably on their classes to us.”
· Richard Andrews – “Coming from industry, I always liked hiring someone with strong office skills.   Students from your program, especially the ones taking the Accounting Office Option, have the skills necessary to be successful in today’s job market.  The BIS students in the classes I teach have stronger organizational skills compared to the rest of the class.   I feel this is in direct relation to the BIS classes they are taking.  The instructors for BIS are very knowledgeable, and have been able to answer any technical questions I had concerning PowerPoint, Excel or Access.  Last year when we were looking to adopt a new book for ACC115 (Personal Computer Applications in Accounting), Shirley Wilkerson was instrumental in giving us feedback on the new text.”
· Steve Cornelius – “As part of the HMT department’s computer literacy requirement, BIS 160 fulfills the needs for knowledge by our students to complete written assignments using MS Word, to perform calculations and chart them for costing exercises using MS Excel and make oral reports using MS PowerPoint.  The students that have previously taken the BIS course requirements typically are better prepared to accomplish tasks on a PC than those that wait until the latter part of their curriculum.”
·  Julie Saluke - Travel and Tourism requires BIS 160 or equivalent as a prerequisite to our Sabre reservation system computer classes, TNT 122 Airline Computer I, which is first in the sequence for the other airline computer courses: TNT 123, 224 and 225. We have BIS 160 or 119 as a first quarter course in order to have our students gain the necessary skills needed in the Travel and Tourism program in the beginning of their program.  The BIS faculty members understand that knowledge of Microsoft Word, PowerPoint, and Excel, along with keyboarding skills, are essential skills for our graduates to be successful in the Travel Industry. BIS faculty members work hard to help our students be successful.”

	e. Evidence of the placement/transfer of graduates

What evidence does the department/program have regarding the extent to which its students transfer to other institutions?  How well do students from the department/program perform once they have transferred? What evidence does the department have regarding the rate of employment of its graduates?  How well do the graduates perform once employed?
The dataset we received this year indicates that our highest transfer rate is for students in the BIS.AAS program, where approximately 13.8% of majors transferred to a 4-year institution.  The data does not indicate if this transfer figure is a measure of success or failure (success being students who graduate from Sinclair and then transfer or students who always intended to transfer to a 4-year institution; failure being our inability to retain students through graduation).  As far as I know, we do not gather information about student success after they transfer to other institutions.  

The data we received about employment rates is based on information received by the Technical Graduate Survey.  It indicates that over the past five years, 80.8% – 100% of BIS graduates were employed, 65.4% - 81.8% were employed full-time, and 53.8% - 72.7% were employed full-time in their fields.  While these rates are comparable to campus rates, I am not sure that this data can be correlated to program effectiveness because such a high number of BIS students are already working full-time while attending school.

	f. Evidence of the cost-effectiveness of the department/program

How does the department/program characterize its cost-effectiveness?  What would enhance the cost-effectiveness of the department/program?  Are there considerations in the cost-effectiveness of the department/program that are unique to the discipline or its methods of instruction?

The BIS department is extremely cost effective.  While the division has experienced a slight increase in cost per FTE each year over the past four years (4%) from $3,315 in 2000-01 to $3,425 in 2003-04, BIS has experienced a slight decrease (3%) from $2,902 in 2000-01 to $2,814 in 2003-04.  The table below compares BIS Department’s Cost per FTE to several benchmarks. 
Cost per FTE

Variance

BIS Department 

FY 2004 Actual*

$2,814.00
BUS Division

FY 2004 Actual*

$3,425.00
$ 611.00
Sinclair Community College

FY 2000 Actual**

$6,833.00
$4,019.00
Ohio Community Colleges

FY 2000 Average**

$7,794.00
$4,980.00
National Two-Year Public Campuses

FY 1999 Average**

$5,570.00
$2,756.00
     * Data obtained from internal reports.

   ** Data obtained from U.S. Department of Education IPEDS data.

These comparisons are even more impressive considering the special costs associated with the instruction of BIS courses.  Computer hardware and software are constantly being updated.  BIS faculty and staff are in a constant state of training to keep up with technology changes. Even with these unique cost requirements, the BIS Department is able to keep its costs low while providing a high quality learning experience for Sinclair students.

The decrease in cost per FTE can likely be attributed to the department’s efforts to increase average class size (ACS).  The department has consistently beaten the projected ACS since 1999, and has made considerable strides in the past two years with averages jumping from ACS of 12-13 to ACS of 15-16.  

Over the next three years, four veteran BIS faculty members will retire. Each of these professors has over 30 years of service, and they are at the upper end of Sinclair’s compensation range.  When they retire and are replaced with new hires, the cost per FTE will likely decrease with the decrease in faculty salaries.  

	Section IV: Department/Program Status and Goals

	a. List the department’s/program’s strengths, weaknesses and opportunities

Strengths 

· The biggest strength of the BIS department (mentioned by all department members when polled) is the cohesiveness and cooperation of faculty and staff within the department.  We are a dedicated and diligent team who work well together and value sharing of information within and outside of the department.  
· The department consists of both a solid breadth and depth of knowledge.  We benefit from the depth of experience of four veteran faculty members and the breadth of knowledge brought by newer faculty members who came from industry with different areas of expertise.
· We offer courses in various formats and via multiple avenues (online, off-campus locations, day, evening, weekend, short-term, full-term).

· The department has embraced the use of computerized testing in simulated applications to test student mastery of software knowledge.  

· Our state-of-the-art computer labs allow us to maintain currency in technology and expose students to industry standards.

· The BIS department has fully embraced the use of the my.sinclair.edu portal to improve communication with students, to allow for more current assignment grade posting, to offer computerized tests that automatically post to student gradebook, and to allow for easy sharing of data files.  It is also being utilized as an additional way to communicate general information to part-time faculty members.

· The department has developed a part-time faculty hiring, mentoring, and evaluation program to improve the quality of instruction delivered by our pool of approximately 30 active part-time faculty members.  

· The department has established strong partnerships with several area businesses and organizations.  

· The BIS department is committed to staying current in office technology and software applications.  

Weaknesses 

· Huge diversity of skills in classes that serve multiple audiences.  It is a constant challenge to adapt material coverage to reach all students and allow them all to learn and be successful.  
· Consistent misconception that using a software application equates to one’s knowledge of the software.  Not a quarter goes by without students enrolled in our classes telling their BIS faculty member that they already know Word, Excel, PowerPoint, etc. because they have used it.  Very, very few of these students know all of the features and tools we will cover in the class – they know one or two ways to do a few things in the software, but they are convinced that it is not necessary for them to read the book, do the homework, or pay attention in class.  Then they are stunned when they do not do well on quizzes and tests.  

· The difficulty of maintaining consistent instruction with a large pool of part-time instructors.  Although we have established an effective process to hire, mentor, and evaluate part-time faculty, we are challenged to help them stay as up-to-date in the discipline as possible because of their other commitments.  

Opportunities

· As the college expands in the region, there will be opportunities for BIS enrollments to grow.

· We will explore grant opportunities to provide the resources we need to develop some innovative programs that establish partnerships with area businesses and organizations to seamlessly connect BIS courses and programs with area technology and productivity needs.  

Threats

· The reduction of distance learning resources (staff!) make it difficult for BIS faculty members to update and maintain their WebCT shells to stay current in this ever-changing discipline.  Between summer and fall quarters 2004, we worked one-on-one with distance learning staff to update 22 BIS course shells to the new template.  Migration to Office 2003 and a new set of books and corresponding objectives made revision a necessity, but we only completed the first phase, which was to launch the course in the new shell.  We still need to complete step two, which is to make all of these courses ADA compliant.  There are still eight BIS courses that have not undergone revision at all.  We have been told by the Director of Distance Learning that there are more than 150 distance learning courses that are in need for revision, and that they do not have the resources to accommodate those requests.

· Tenure-track faculty taught an average load of 20.4 hours in Fall 2004.  While that did allow us to appear to have a 77%/23% full-time to part-time ratio, this number is very misleading.  Only 58.4% of the total credit hours taught during Fall 2004 were taught as part of full-time load (including ACF load).  19.4% of departmental credit hours were taught as overload by full-time, tenure-track faculty.  Burn-out is a concern because of the number of courses offered in a variety of formats and methods, the need to stay current with the technology, and the juggling required to maintain our commitment to multiple, diverse audiences.  

	b. Describe the status of the department’s/program’s work on any issues or recommendations that surfaced in the last department review
The major focus of our last department review was on updating our program requirements to better match market needs.  Over the past two years we have updated all five BIS degree programs and all five BIS certificate programs.  We streamlined the programs to eliminate classes that were no longer in demand from businesses (BIS 135 transcription*), that were not serving our needs (MAN 245 Office Management) and to add classes that would strengthen the “soft” skills requested by our partners (ENG 199 Text Editing).

· Transcription courses are still required in medical and legal office programs because the skill is still being used in legal and medical environments.  

	c. Based on feedback from environmental scans, community needs assessment, advisory committees, accrediting agencies, Student Services, and other sources external to the department, how well is the department responding to the (1) current and (2) emerging needs of the community? The college?

We continually ask our Advisory Committee members and corporate partners what skills they look for in office employees.  In addition to that information collected at various meetings, BIS faculty member, Martha Taylor, interviewed five area businesses (a law firm, an investment firm, a temporary employment agency, an engineering firm, and a large company) to gather information about what office skills their employees need.  

What they want that we offer:  
Software:  Word, Excel, PowerPoint, Access, Microsoft Project (some have custom database software), Outlook

Office Skills: e-mail experience, calendars, transcription (law firms only), linking of applications (integration), speech recognition, typing (accuracy is far more important than speed), research on the Internet, telephone skills

Soft skills: teamwork, grammar and punctuation, written communication, ethics, customer service
What they want that we do not offer:

Software:  Adobe Pagemaker, Adobe PDF, Microsoft FrontPage, Visio, InDesign, LotusNotes

Office skills/equipment use:  scanning, copiers

Other:  Project timelines but not necessarily Microsoft Project

The Business Technologies Internship Coordinator has commented that she really enjoys working with BIS internship students and that she gets many requests for BIS interns.  She stated that BIS interns tend to be very professional, exhibit good work ethics, and are highly rated by internship partner companies.

We are one of the recommended providers of software application and records management courses for Wright State University’s Business Education degree program.  We maintain a close relationship with Wright State’s program director to maintain currency between programs.  

Many BIS faculty members work with other Sinclair departments to provide expertise in software and office skills.  Multiple BIS faculty members develop and teach sessions for Faculty and Staff Professional Development Institutes and training days on a regular basis.  De Ann Hurtado and De Lena Aungst have worked with several student services departments and student organizations to offer sessions on customer service.  Rocky Belcher worked on a project with the Business Technologies division secretaries to automate the process of collecting, maintaining, and reporting information for Association of Collegiate Business Schools and Programs (ACBSP) accreditation.  Ryan Murphy worked with the language lab to develop an automated system (database) to track student use of lab materials.  Other BIS faculty members provide their expertise, work on individual projects, and speak at conferences and seminars as requested.

	d. List noteworthy innovations in instruction, curriculum and student learning over the last five years
· The department won an Innovation of the Year Award for the development of course modules that allow for a variety of formats, offered via a variety of methods, so that students could customize their schedules to meet their needs.

· BIS 207 Telecommunications course is ahead of its time.  The course is designed to give the end-user broad knowledge of the telecommunications industry to give them the knowledge to make recommendations on the purchase and use of telecommunication equipment in the workplace.  The challenge is to find or develop course materials that are technical enough to provide an understanding of the technology, but not so technical that it requires pre-requisite technical knowledge.

· Critical thinking is the focus of the department capstone course BIS 215 Office Application Practicum Seminar.  Instead of a typical classroom environment, this course operates as an office environment with students receiving a job description and list of job responsibilities instead of a syllabus. We have created and/or adopted a number of projects that expose students to real work situations and ask them to apply the knowledge and skills they have learned in college classes to solve problems.  Some of the projects cover specific areas from the department, such as using office application software to create reports, letters, and charts for specific situations.  Other projects ask students to utilize “soft” skills like verbal and written communications, business etiquette, work ethics, and working in teams, to complete tasks or resolve issues.

· Certificate program Software Applications for the Professional is available entirely online.  Sixty-eight percent of the fifty active BIS courses are available online.  

· Simulated computerized testing and training software has been integrated into software application courses to enhance student learning and success.

· The BIS department has fully embraced the use of the my.sinclair.edu portal to improve communication with students, to allow for more current assignment grade posting, to offer computerized tests that automatically post to student gradebook, and to allow for easy sharing of data files.  It is also being utilized as an additional way to communicate general information to part-time faculty members.



	e. What are the department’s/program’s goals and rationale for expanding and improving student learning, including new courses, programs, delivery formats and locations?
a. What we do, we do well; our challenge is to stay current in the discipline.  As a department we will focus on improving success rates in poorly performing classes.  

b. We will examine retention within programs and explore ways to improve graduation rates.  

c. We need to consider marketing strategies to improve enrollment in BIS degree and certificate programs.  

d. We are a very cohesive group of faculty and staff; we need to transfer that same sense of departmental belonging to our BIS majors.  Promoting and expanding BPA membership might be the appropriate vehicle, but other options should also be explored.
e. We need to capture information about our BIS students and find a means to communicate information to them and to solicit information from them on a regular basis.  This information should be available from Colleague, but so far there is no easy way to extract or manipulate the information that we need from the system.

	f. What are the department’s goals and rationale for reallocating resources?  Discontinuing courses?

There are no specific goals that require reallocation of resources.  We hope to find a grant designed to help us find new resources to accomplish our goals.  

We have made consistent efforts keep our programs current.   We continually ask our Advisory Committee members and corporate partners what skills they look for in office employees.  We watch enrollment in marginal classes and deactivate courses when necessary.  In the past five years, courses in shorthand, machine transcription, Microsoft Works, and Corel WordPerfect have been deactivated due to the lack of demand.  

	g. What resources and other assistance are needed to accomplish the department’s/program’s goals?
The biggest challenge that the BIS department will face in the next three years is the retirement of four veteran faculty members.  Not only do these faculty members provide leadership to the department, they are business education experts with more than 30 years of history with BIS and Sinclair.  Their departure will leave a very large void that will take years to fill.  We hope to maintain the resources to find four committed, educated faculty members to fill these positions.  We will search to find candidates with similar areas of expertise and we will strive to maintain the cohesiveness and camaraderie of the department, but the department will evolve.  



	Section V: Appendices: Supporting Documentation

	I. Analysis of Environmental Factors

II. Program Learning Outcomes Report

III. General Education Outcomes Report
IV. List of Department Members

V. Course List

VI. Curriculum Requirements



	Departments:  Business Information Systems
	
	Date:  July 20, 2004

	Programs: BIS.AAS , BILO.AAS, BIMO.AAS, OIS.AAS, BIAO.AAS, BIPCA.AAS, BUIP.CRT, BUMS.CRT, BM.CRT, CC.STC, SA.STC

	
	
	
	
	
	

	Key Stakeholders
	How do you know if you are meeting their needs?
	Challenges/Support Concerns
	What opportunities exist to help your stakeholders that you are not currently exploring?
	Where is your data the weakest?
	What action could you take as a result of collecting this information?

	Serve as campus resource for computer applications and literacy.  BIS 160 course required in a lot of programs
	Informal discussions. Watch enrollment.  See what else is getting approved in curriculum 
	Student Services, Teleport, IT, Distance Learning, Delta Lab, Bookstore
	New offerings for off campus site (Warren County, for example).  Possibly offering full programs through DL
	Would like to track success in majors
	Try to understand why students are successful.  Testimonials.  Use testimonials for recruitment.  If students not successful, establish a mentoring opportunity.

	BIS Majors (PSEO through Senior Citizens)
	Call from Students
	Student Services, Teleport, IT, Distance Learning, Delta Lab
	Improved target marketing would be valued.  If taking this, you might want to take that kind of message.
	Would like more info on scheduling - how many students took class A and need class B.  Students primarily PM/AM et al.  Also review DEV students performance in BIS.
	Improve when courses offered.  Ability of DEV students in BIS.

	Trying to connect more strongly with businesses in the area.  E.G. Wright Pat, Wright Pat Credit Union Employee Training
	Active advisory committee.
	Corporate & Comm Services
	Offering stakeholders decentralized access to resources
	More surveying of students or potential students (marketing)
	Survey students for satisfaction/opportunities.  If working what areas did they feel they immediately found useful.  Looking for new opportunities on the horizon.

	Key Stakeholders
	How do you know if you are meeting their needs?
	Challenges/Support Concerns
	What opportunities exist to help your stakeholders that you are not currently exploring?
	Where is your data the weakest?
	What action could you take as a result of collecting this information?

	Faculty active in professional development (in house training)
	Evaluation at end of courses.  Continuing enrollment.
	Student Services, Teleport, IT, Distance Learning, Delta Lab
	Looking for more willingness of businesses to feed select programs (especially off site)
	Beef up advising committee
	Who sends us the most students - get them on the advisory board

	Feeder - quick start and tech prep programs (partnership with area schools)
	Continuing enrollment.  Some evaluation in select settings done by pt faculty.
	Tech Prep/Quickstart
	Just starting outreach to HS re: BIS
	
	Would like to know number of HS students who plan to come to BIS through tech prep et al.

	WPAFB
	
	Corporate & Comm Services, EBE office
	
	
	

	Feeder - Co-op
	Coop surveys students and employers
	
	
	
	

	Feeder - English 199
	 
	
	
	Track BIS students in ENG 199 success, as they are finding writing skills are horrible.  Track relationship between ENG 199 and capstone performance.
	Work to improve student capability in ENG 199

	Feeder - there is a BIS course that is for MAS students only, but doesn't feed faculty to this.
	
	
	
	
	


DEPARTMENT REPORT

OF

PROGRAM LEARNING OUTCOMES ASSESSMENT

Department:
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Program (Degree):
Business Information Systems, Business Information Systems degree with Options in Personal Computer Applications, Legal Office, Medical Office Option, Accounting Office Option, and certificates in Personal Computers for Business, Medical Office Specialist, Information Processing, Call Center, and Software Applications
	Type of Degree:
	X
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	AA
	
	  
	AS
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	AIS


Chairperson:
Cheryl Reindl-Johnson          Date: February 21, 2005

Person(s) Interviewed:  Information disseminated to all BIS faculty and their input is included in this document. 

I.
Program Curriculum:  A description of the basis for the program curriculum (i.e., how it is derived and validated).  Include accreditation organizations, advisory committees or external groups that influence curriculum.  Describe curriculum review activities including the review of course master syllabi*.

Program level changes were approved for Fall 2002 when fifty-two new courses and modules reflecting the new BIS designation were submitted for approval.  The updated master syllabi now include, where appropriate, learning outcomes for general education skills in the areas of communication, thinking, and values/citizenship/community.     

The BIS department continues its history of active curriculum development. It is standard for the department to have faculty working together often during the year as well as during breaks to review curriculum and discuss improvements based on data and surveys. The department also has an active Advisory Committee that contributes to and examines curriculum changes. Most recently, the Advisory Committee has communicated a need to increase attention on customer service and technical skills. This has become an area of focus within the curriculum.

*
Note:
Every department is required to review Master Syllabi and Program Learning Outcomes a minimum of every two years. 

The BIS department has been a college leader in developing and implementing the modular curriculum architecture.  During 1999, a modular curriculum design was completed for fifteen one-credit-hour course modules that are aligned with the Microsoft Office competencies.  These courses are part of the BIS degree program requirements as well as providing course options for all degrees across the college to fulfill general education computer requirements.  These modules are offered in various learning formats including traditional classroom-based and online through the Internet. 

The department has an active advisory committee that contributes to and examines curriculum changes.  In addition to input from the advisory committee, curriculum review is also provided by interaction with a number of professional groups with which the BIS faculty is active.  These include International Association of Administrative Professionals (IAAP), The Association of The Collegiate Business Schools and Programs (ACBSP), local and national American Association of Medical Transcriptionists (AAMT), the local and national Medical Group Management Association (MGMA), Business Professionals of America (BPA), the National Business Educators Association (NBEA), the Ohio Business Teachers Association (OBTA) and the Western OBTA.  Faculty members bring information back to the department concerning current trends and practices which helps to keep the curriculum relevant and up-to-date.

BIS faculty serves on local high school or joint vocational school advisory committees.  The department is continuing to work on tech-prep programs with local vocational schools.  DACUMS had been conducted, and competency statements were prepared for medical secretarial students.  This was a collaborative effort between the schools and their respective advisory committees. 

Finally, feedback from the Professional Mentoring Program (BIS 215) and internships is invaluable for gathering information on the degree program which is used for curriculum revisions.  During FY 2002-03, the department experienced a record-breaking number of students placed in internships.

II.
Program Learning Outcomes:  A description of what you intend for students to know (cognitive), think/feel (affective), or do (psychomotor), when they have completed your degree program.  A suggested manageable number of outcomes should be in the range of five to ten.  Describe Program Learning Outcomes review activities*.

The program learning outcomes were reviewed and revised during 2004-05 as part of the program curriculum update.  All changes are reflected below. 

An entry-level graduate with an Associate of Applied Science Degree in Business Information Systems from Sinclair Community College will be able to:

	Learning Outcomes


	Related Courses

	
1.
Apply quantitative skills appropriate to business information occupations.
	ACC 111; MAT 105; BIS 116; ECO 105, ECO 201

	
2.
Perform applicable technical skills (keyboarding, application software competency, software integration, transcription) and non-technical skills (decision-making, planning, time management).
	BIS 101, 102, 103, 105, 109, 114, 115, 116, 117, 136, 137, 138, 172, 215, 251, 252, 270, 297



	
3.
Demonstrate proficiency with computer technology at a level compatible with business/industry requirements.
	CIS 107; BIS 103, 115, 116, 172,  215, 160, M21-22, M31-34, M41-44, M51-53, M61-64, M70-71, M81-82



	
4.
Exhibit appropriate professional attitude and work ethics related to situations in business and industry; understand customer service requirements within the work setting.
	MAN 205; BIS 116, 215, 201, 202, 270

	
5.
Use specialized terminology effectively.
	LAW 101; BIS 136, 137, 138, 143; HIM 260, 261; PAR 105



	
6.
Demonstrate good human relations skills on the job in various settings such as one-to-one, team, and groups.
	BIS 105, 116, 201, 202, 215

	
7.
Express himself/herself clearly and logically in both written and spoken forms.
	ENG 131, 132, 199; COM 206; 

	
8.
Manage the computerized flow of information, media, and documents throughout the life cycle: input, processing, output, distribution, use, storage, retrieval, and disposition.
	BIS 101, 102, 103, 104, 105, 109, 114, 116, 136, 137, 138, 215, 250, 251, 252, 270, 297



	
9.
Think rationally, systematically, and logically and to solve problems through proper means of analysis/synthesis.
	General Education & Humanities Electives BIS 215, 250, 251, 252; Eng 199



III.
Assessment Method(s):  A measurable indicator of success in attaining the stated learning outcome(s).  The methodology should be both reliable and valid.  Please describe in detail.
a.
Formative Assessment Methods(s) and Description: a measurable indicator of student in-progress success in attaining the stated learning outcome(s).

Formative assessment is conducted via ten different Skills Checklists which have been developed by the BIS faculty.  The checklists were updated Spring 1999 and made available to all faculty through a shared drive.  Checklists help to systematize student performance evaluation and ensure uniform coverage of the content areas.  Each checklist is objective in nature (yes-no check boxes or 1-5 rating scale).  Although not used for computing the final course grade, the checklists are useful for faculty evaluation of students and for student self-assessment.  The checklists are made available to distance learning students through web-site access. They are particularly valuable in making sure that part-time faculty is aware of skill emphases in the content areas.  

The BIS department is an authorized Microsoft Testing Center, offering computer-based, standardized tests to assess Microsoft Office Specialist (MOS) competencies.  The test efforts have been directed toward skill assessment of all Microsoft office software and Microsoft Project.  The department has adopted the use of SAM (Skills Assessment Manager).

The BIS department was awarded an Exploratory Grant for Fall of 2000.  The project created a course enhancement prototype for BIS 105 and BIS M70 and M71 (Internet modules).   These course enhancements have been very successful and have been continually updated for use in all classes.  The course enhancement site materials are available to students in traditional classes as well as full-time and part-time faculty.

Several members of the department present at the League for Innovation in the Community College Conference each year. Presentation topics have included the creation of web-based tutorials for using the campus web portal (BlackBoard), computer literacy, the use of a computerized teaching assistant to improve distance learning retention rates, and using problem-based learning assignments.

The department is continuing the use of several full-time faculty members to serve as program coordinators, with responsibilities to advise the department and chairperson about changes in industry needs.  
Because of the exceedingly large number of part-time faculty, we have established a faculty screening committee to interview and make recommendations about part-time candidates.  We have also established a mentoring process with the goal of maintaining consistent and constant contact with part-timers to ensure uniformity of course syllabi, tests, grading scale, and materials. Evaluation (classroom observation) of part-time faculty is also included in the mentoring process.  

b.
Summative Assessment Method(s) and Description: a measurable indicator of end-of-program success in attaining the stated program learning outcome(s). 

Summative assessment is completed via a number of different assessment tools.  

BIS 215 students are assessed through an integrated workplace simulation that places students in an administrative position where he/she is responsible for managing the office, communicating with users, and performing the administrative work for the Director. Time management, work organization, and teamwork skills are enhanced through the effective use of software applications such as Outlook and Microsoft Office. Critical thinking is the focus of the department capstone course.  We have created and/or adopted a number of projects that expose students to real work situations and ask them to apply the knowledge and skills they have learned in college classes to solve problems.  Some of the projects cover specific areas from the department, such as using office application software to create reports, letters, and charts for specific situations.  Other projects ask students to utilize “soft” skills like verbal and written communications, business etiquette, work ethics, and teamwork, to complete tasks or resolve issues.

Every BIS major is also required to enroll in BIS 270 Internship.  Students must work 20 hours per week and are evaluated by their employer and their faculty coordinator. The student, worksite supervisor, and faculty coordinator work together to determine goals and objectives for the internship. Student progress in meeting the goals and objectives are evaluated at the end of the internship. The employer also provides feedback to the faculty coordinator about the workplace skills that should have more emphasis in our programs. 

After completing BIS 201-202 series (customer service series), students can pursue national customer service certification through the department.

The Business Professionals of America Association provides students with an opportunity to showcase their acquired skills through state and national competitions. These competitions are designed by educators from across the United States using the competencies from the Workplace Skills Assessment Program. For the past 15 years, Sinclair Community College students have placed at state and national levels. Business Professionals of America also provides leadership opportunities to students by serving on officer teams at local, state, and national levels.

Our Microsoft Office application courses cover the competencies found in the Microsoft Office Specialist (MOS) certification tests. Upon completion of certain courses, students will have covered the skills necessary to sit for these certification tests.


IV.
Results:  A description of the actual results of overall student performance gathered from the summative assessment(s). (see III.b.) 

The department has found that the checklists are a valuable tools for accurately assessing student skill levels regardless of the changes in software packages, length of course (i.e., flex courses), or other technological changes that are occurring.  This is particularly true for the Learning Challenge Grant modules which have been developed.  As the department pilots new delivery methods, the checklists ensure consistency and quality of student performance. 

The department is discussing the possibility of using a national standard to assess student success in meeting program outcomes.  Under consideration is the OPAC System, a premiere PC and Office Skills testing suite. The software tests for proficiency in all of the major word processing, spreadsheet, and database applications, including Microsoft Word, Excel, and Access. Office skills tests include keyboarding, proofreading, data entry, and transcription. The OPAC System also offers a battery of tests specifically designed for the legal and medical environments.  This option will be considered by the department over the upcoming year.  
Employer feedback about the level of BIS student performance has been excellent; students report that they are well received in the workplace.

V.
Analysis/Actions:  From analysis of your summative assessment results, do you plan to or have you made any adjustments to your program learning outcomes, methodologies, curriculum, etc.?  If yes, describe.  If no, explain. 

The department is using multiple data points which will allow the department to conduct data analysis on the checklists, MOS or IAAP examinations, and results of internship evaluations.  This type of data analysis will be the next step in using the information for program improvement. 

The department has developed a “core” which would provide a foundation curriculum to the BIS degree and the degree options.  Assessment tools for appropriate student placement into the curriculum are also being examined.
Because of changes in the workplace, there are continual changes in the technology used in BIS courses.  It is difficult to keep up with the marketplace; some faculty maintain seven to ten course "preps" per quarter, with on-going changes in software packages.  Software “duality” is sometimes another concern. 

The department is attempting to improve the quantity and quality of responses from the distance learning courses and has implemented a web-based competency student evaluation system for all distance courses.

The mode of delivery is changing, in part because of the modules.  Courses are being taken off-site and some courses are incorporating the use of distance learning and the Internet.  Process Learning is highlighted in some of the courses.  All of these changes impact the department and its ability to maintain the type of quality program which it has.  However, the creation of coordinators helps ensure the quality of the program although this does create an extra burden on the full-time faculty serving in those roles.


VI.
General Education:  A description of how within the major the four primary general education outcomes* (communication, information/computer literacy, thinking, values/citizenship) are assessed.
The BIS Department has incorporated General Education Learning Outcomes for the three primary areas into the master syllabi for the BIS module offerings as well as BIS 160. 

The BIS Department contributed samples of student work from the BIS internship course Spring 1999 for the General Education Committee’s effort to complete a college-wide summative assessment of general education skills.   Those papers, as well as others that were collected from other departments, were assessed by the General Education Committee during Spring 2000.

We plan to utilize the rubrics being created by the general education committee to align out general education outcomes.

a. Where within the major do you assess written communication?  Describe the assessment method(s) used. Describe assessment results if available. 

Written communication skills are stressed in many of the BIS courses.  Courses which emphasize written communication skills include 116 (Medical Office Procedures), 251 & 252 (Medical Transcription I & II), 105 (Computer Concepts), 215 (BIS Practicum), and 117 (Electronic Files Management).  Degree-seeking students are also required to take ENG 199 (Editing and Proofreading) which stresses writing.  Faculty are aware of, and use when appropriate, the checklists developed by the college for assessment in these areas. 
b. Where within the major do you assess oral communication?  Describe the assessment method(s) used. Describe assessment results if available. 

Oral communication skills are stressed in many of the BIS courses.  Courses which emphasize oral communication skills include BIS 105, 160, 201, 202, 215, M51 (Intro to PowerPoint), M52 (Intermediate PowerPoint), and M53 (Advanced PowerPoint).  Faculty are aware of, and use when appropriate, the checklists developed by the college for assessment in these areas. 

c. Where within the major do you assess thinking?  Thinking might include inventing new problems, seeing relationships and/or implications, respecting other approaches, demonstrating clarity and/or integrity, or recognizing assumptions.  Describe the assessment method(s) used.  Describe assessment results if available. 

Critical thinking skills are stressed in many of the courses, particularly in BIS 215 Office Practicum and the medical transcription classes.  All BIS courses expect students to use thinking skills in problem solving, critical thinking, analysis, creative thinking, lateral thinking (using transfer skills) and back thinking (sum to part).  Students are assessed through course activities utilizing these skills. 

d. Where within the major do you assess values/citizenship/community?  These activities might include behaviors, perspective, awareness, responsibility, teamwork, ethical/professional standards, service learning or community participation.  Describe the assessment method(s) used.  Describe assessment results if available. 

The BIS courses which include values/citizenship/community learning activities are BIS BIS 116, 201, 202, and 215.  Students in these classes discuss ethical situations, delve into legal and moral issues and examine individual honesty.  

The Business Professionals of America (BPA) student chapter reinforces professional behavior and activities which promote positive values and citizenship skills. The BPA sponsors student awards for community service in nursing homes, elementary schools, and the Veteran’s Administration Hospital. 


VI.
Recommendation(s)/Comment(s):
General Education

In 2004, the General Education Outcomes Committee distributed a survey requesting that each department select five courses taught by their department that best represented the teaching of General Education concepts.  The courses selected by the BIS Department were BIS M70 (Introduction to the Internet), BIS 105 (Computer Concepts), BIS 160 (Introduction to Word, Excel, and PowerPoint), BIS 161 (Intermediate Word, Excel, and PowerPoint), and BIS 215 (Office Applications Practicum/Seminar).  A subcommittee of three BIS faculty members met this year to review the outcomes covered in the BIS courses that were selected (see breakdown below).

The General Education Outcomes Committee is developing rubrics for departments to use to measure the level of general education achieved by students in specific courses.  A course might cover a general education outcome at a Beginning level, a Developing level, an Accomplished level, or an Exemplary/Excellent level. Likewise, a student enrolled in a course may demonstrate a general education outcome at any of those levels.  The BIS Department intends to use the rubrics that are being developed so that the measurement of general education will be valid. 

Below are a list of the BIS courses and the General Education Outcomes that are included in those courses:

BIS M70 (Introduction to the Internet)

· Oral Communication – Demonstrate understanding and use of attentive, effective, and respectful listening behaviors in oral communication situations.

· Oral Communication – Phrase questions in order to obtain information in a variety of interactions.

· Written Communication – Arrange ideas appropriately.
· Written Communication – Select credible and relevant sources using the library, electronic resources, and/or field research.

· Written Communication – Incorporate sources (using summary, paraphrase, and quotation).
· Critical Thinking – Raise relevant questions.

· Critical Thinking – Articulate ideas or problems.
· Values/Citizenship/Community – Exhibit behavior congruent with policies contained in the Sinclair Student Handbook including the Sinclair Honor Code.

· Values/Citizenship/Community – Take responsibility for actions.

· Values/Citizenship/Community – Demonstrate honesty in a variety of contexts.

· Values/Citizenship/Community – Respect the Rights of others.
· Values/Citizenship/Community – Demonstrate respect for diverse cultures.

· Information Literacy – Access information using library resources, electronic resources, and/or field resources.

· Information Literacy – Analyze information.

· Information Literacy – Evaluate information.

· Computer Literacy – Create e-mail messages.
· Computer Literacy – Manage mailboxes.
· Computer Literacy – Use e-mail features (possible examples: open, reply, forward, open attachments, and scan for viruses).
· Computer Literacy – Navigate between and within web sites.
· Computer Literacy – Select appropriate search engines for desired information.
· Computer Literacy – Construct and refine searches.
· Computer Literacy – Create, format, and edit documents for readability and grammar.

· Computer Literacy – Employ desktop operating skills (use mouse buttons or keyboard shortcuts).
BIS 105 (Computer Concepts)

· Oral Communication – Organize ideas in a logical and purposeful way, using effective verbal and nonverbal skills to explain those ideas in a variety of oral communication interactions.

· Oral Communication – Compose and deliver oral messages appropriate to an intended audience.

· Oral Communication – Acknowledge diverse opinions, cultural and individual differences in communication interaction.

· Oral Communication – Demonstrate understanding and use of attentive, effective, and respectful listening behaviors in oral communication situations.

· Oral Communication – Phrase questions in order to obtain information in a variety of interactions.

· Written Communication – Arrange ideas appropriately.
· Critical Thinking – Articulate ideas or problems.
· Values/Citizenship/Community – Exhibit behavior congruent with policies contained in the Sinclair Student Handbook including the Sinclair Honor Code.

· Values/Citizenship/Community – Take responsibility for actions.

· Values/Citizenship/Community – Demonstrate honesty in a variety of contexts.

· Values/Citizenship/Community – Respect the rights of others.
· Values/Citizenship/Community – Demonstrate respect for diverse cultures.

· Computer Literacy – Create e-mail messages.
· Computer Literacy – Use e-mail features (possible examples: open, reply, forward, open attachments, and scan for viruses).
· Computer Literacy – Navigate between and within web sites.
· Computer Literacy – Construct and refine searches.
· Computer Literacy – Create, format, and edit documents for readability and grammar.

· Computer Literacy – Employ desktop operating skills (use mouse buttons or keyboard shortcuts).
BIS 160 (Introduction to Word, Excel, and PowerPoint)
· Oral Communication – Organize ideas in a logical and purposeful way, using effective verbal and nonverbal skills to explain those ideas in a variety of oral communication interactions.

· Oral Communication – Demonstrate understanding and use of attentive, effective, and respectful listening behaviors in oral communication situations.

· Oral Communication – Phrase questions in order to obtain information in a variety of interactions.

· Written Communication – Identify suitable topics and controlling ideas.

· Written Communication – Develop suitable topics and controlling ideas.

· Written Communication – Arrange ideas appropriately.
· Written Communication – Engage in purposeful revision and editing (self-assessment, provide feedback to others, respond to assessment, etc.).
· Written Communication – Incorporate sources (using summary, paraphrase, and quotation).
· Critical Thinking – Raise relevant questions.

· Critical Thinking – Articulate ideas or problems.
· Critical Thinking – Organize observable data into useful formats.
· Critical Thinking – Use appropriate problem-solving methods.
· Values/Citizenship/Community – Exhibit behavior congruent with policies contained in the Sinclair Student Handbook including the Sinclair Honor Code.

· Values/Citizenship/Community – Take responsibility for actions.

· Values/Citizenship/Community – Demonstrate honesty in a variety of contexts.

· Values/Citizenship/Community – Respect the Rights of others.
· Values/Citizenship/Community – Demonstrate respect for diverse cultures.

· Information Literacy – Access information using library resources, electronic resources, and/or field resources.

· Information Literacy – Analyze information.

· Information Literacy – Evaluate information.

· Information Literacy – Organize information systematically and appropriately.
· Computer Literacy – Create e-mail messages.
· Computer Literacy – Navigate between and within web sites.
· Computer Literacy – Select appropriate search engines for desired information.
· Computer Literacy – Create, format, and edit documents for readability and grammar.

· Computer Literacy – Incorporate word processing features as needed (possible examples include creating tables, importing graphic objects, inserting headers/footers, and designing layout).
· Computer Literacy – Employ desktop operating skills (use mouse buttons or keyboard shortcuts).
· Computer Literacy – Apply appropriate file and disk management techniques (rearrange files, copy, delete, rename, and backup data).
BIS 161 (Intermediate Word, Excel, and PowerPoint)

· Written Communication – Arrange ideas appropriately.
· Written Communication – Engage in purposeful revision and editing (self-assessment, provide feedback to others, respond to assessment, etc.).
· Critical Thinking – Raise relevant questions.

· Critical Thinking – Articulate ideas or problems.
· Critical Thinking – Organize observable data into useful formats.
· Critical Thinking – Use appropriate problem-solving methods.
· Values/Citizenship/Community – Exhibit behavior congruent with policies contained in the Sinclair Student Handbook including the Sinclair Honor Code.

· Values/Citizenship/Community – Take responsibility for actions.

· Values/Citizenship/Community – Demonstrate honesty in a variety of contexts.

· Values/Citizenship/Community – Respect the rights of others.
· Values/Citizenship/Community – Demonstrate respect for diverse cultures.

· Information Literacy – Organize information systematically and appropriately.
· Computer Literacy – Create e-mail messages.
· Computer Literacy – Use e-mail features (possible examples: open, reply, forward, open attachments, and scan for viruses).
· Computer Literacy – Navigate between and within web sites.
· Computer Literacy – Create, format, and edit documents for readability and grammar.

· Computer Literacy – Incorporate word processing features as needed (possible examples include creating tables, importing graphic objects, inserting headers/footers, and designing layout).
· Computer Literacy – Employ desktop operating skills (use mouse buttons or keyboard shortcuts).
· Computer Literacy – Apply appropriate file and disk management techniques (rearrange files, copy, delete, rename, and backup data).
BIS 215 (Office Applications Practicum/Seminar)

· Oral Communication – Organize ideas in a logical and purposeful way, using effective verbal and nonverbal skills to explain those ideas in a variety of oral communication interactions.

· Oral Communication – Compose and deliver oral messages appropriate to an intended audience.

· Oral Communication – Acknowledge diverse opinions, cultural and individual differences in communication interaction.

· Oral Communication – Paraphrase information and opposing points of view in conversation. 

· Oral Communication – Demonstrate understanding and use of attentive, effective, and respectful listening behaviors in oral communication situations.

· Oral Communication – Phrase questions in order to obtain information in a variety of interactions.

· Oral Communication – Use communication skills to manage conflicts.
· Written Communication – Identify suitable topics and controlling ideas.
· Written Communication – Develop suitable topics and controlling ideas.
· Written Communication – Generate and select logical and sufficient evidence/support.
· Written Communication – Arrange ideas appropriately.
· Written Communication – Engage in purposeful revision and editing (self-assessment, provide feedback to others, respond to assessment, etc.).
· Written Communication – Shape messages to appeal to multiple audiences and situations.
· Written Communication – Compose works that apply the correct structures of composition (coherent paragraphing, intelligible sentence structure, precise and varied word choice, correct spelling, grammar, and mechanics).
· Written Communication – Select credible and relevant sources using the library, electronic resources, and/or field research.
· Written Communication – Synthesize multiple sources to support one central idea.
· Written Communication – Incorporate sources (using summary, paraphrase, and quotation).
· Written Communication – Cite and document appropriately for specific discipline.
· Written Communication – Evaluate effectiveness of written works.
· Critical Thinking – Raise relevant questions.

· Critical Thinking – Articulate ideas or problems.
· Critical Thinking – Organize observable data into useful formats.
· Critical Thinking – Use appropriate problem-solving methods.
· Critical Thinking – Exhibit openness to alternative ideas.
· Critical Thinking – Construct measures to evaluate appropriateness, truthfulness, usefulness or validity of an idea or argument.
· Critical Thinking – Demonstrate analysis of information to support a chosen position with attention to consequences.
· Critical Thinking – Recognize logical fallacies.
· Values/Citizenship/Community – Reflect on personal values.
· Values/Citizenship/Community – Demonstrate recognition of different value systems.
· Values/Citizenship/Community – Display behavior consistent with the ethical standards within a discipline or profession.
· Values/Citizenship/Community – Exhibit behavior congruent with policies contained in the Sinclair Student Handbook including the Sinclair Honor Code.

· Values/Citizenship/Community – Take responsibility for actions.

· Values/Citizenship/Community – Demonstrate honesty in a variety of contexts.

· Values/Citizenship/Community – Respect the rights of others.
· Values/Citizenship/Community – Demonstrate respect for diverse cultures.

· Values/Citizenship/Community – Understand the expectations, obligations, and processes of local and global citizenship.
· Information Literacy – Formulate a thesis and questions based on need.
· Information Literacy – Identify appropriate investigative methods.
· Information Literacy – Access information using library resources, electronic resources, and/or field resources.
· Information Literacy – Analyze information.

· Information Literacy – Evaluate information.

· Information Literacy – Organize information systematically and appropriately.
· Information Literacy – Use information legally.

· Computer Literacy – Create e-mail messages.
· Computer Literacy – Manage mailboxes.
· Computer Literacy – Use e-mail features (possible examples: open, reply, forward, open attachments, and scan for viruses).
· Computer Literacy – Navigate between and within web sites.
· Computer Literacy – Select appropriate search engines for desired information.
· Computer Literacy – Construct and refine searches.
· Computer Literacy – Create, format, and edit documents for readability and grammar.

· Computer Literacy – Incorporate word processing features as needed: (possible examples include creating tables, importing graphic objects, inserting headers/footers, and designing layout).
· Computer Literacy – Employ desktop operating skills (use mouse buttons or keyboard shortcuts).
· Computer Literacy – Apply appropriate file and disk management techniques (rearrange files, copy, delete, rename, and backup data).
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BIS 101
Personal Computer Keyboarding



2 Cr. Hrs.


Development of "touch" keyboarding using word processing software on a personal computer; development of competency on the ten-key pad; minimum of 20 wpm expected. Out-of-class lab work required.


BIS 102
Document Formatting




2 Cr. Hrs.


Introduction to word processing software and continued development of personal computer skills; format and produce reports, letters, memos, multiple-column tables, and other business documents; minimum speed of 35 wpm expected. Completion of BIS 101 or OIS 101 or 118, and completion of or concurrently taking BIS M61 and BIS M62 or OIS M61 and OIS M62. Out-of-class lab work required.


BIS 103
Advanced Document Formatting/Skillbuilding

4 Cr. Hrs.
Use of personal computer word processing software to produce correctly formatted letters and memos, complicated tables, reports, and other business documents; minimum of 50 wpm expected. Out-of-class lab work required.


Prerequisite: BIS 102 and BIS M62


BIS 104
Intro to PC Usage





2 Cr. Hrs.


This hands-on class focuses on the components of a personal computer, including an introduction to the Windows graphic user interface, use of the mouse and understanding icons, buttons, and menus. Also includes creating directories, copying and moving files, and changing and enhancing desktop features. Introduction to application software and the World Wide Web. Elementary PC assignments require lab time outside of class.


BIS 105
Computer Concepts





3 Cr. Hrs.


Introduces students to personal computers, software, peripheral devices, and other current and developing hardware and software elements within the home or office setting. History, equipment, programming concepts, information media and literature of computer information systems in business and industry are introduced. Elementary PC assignments require lab time outside of class.



BIS 109
Keyboarding Speed/Accuracy Development

4 Cr. Hrs. Development of increased personal computer keyboarding speed and accuracy through proper diagnostic testing and corrective procedures.



BIS 114
Records Management & Electronic Files


3 Cr. Hrs.


Introduction to the methods of appropriately saving, naming, and managing files for paper-based and electronic storage and retrieval.  Also includes alphabetic filing, numeric, alpha/numeric, and other classification systems in addition to archive creation and confidentiality, choosing equipment and supplies.  Backups, disaster planning/recovery programs, and the life cycle of recorded media will be covered.  Emerging technologies within electronic records storage and retention will be included.


BIS 115
Workplace Technology




2 Cr. Hrs.


An introduction of the newer technologies that have gained acceptance within the workplace: scanners and OCR software, digital cameras, voice recognition software, multipurpose devices, copiers, and productivity software for scheduling. MS Outlook software will be covered in detail.



BIS 116
Medical Office Procedures




4 Cr. Hrs.


Basic principles of the office support staff/secretarial, bookkeeping duties, and responsibilities pertinent to the medical office and health care agencies.


Prerequisite: BIS 136 and BIS 102 or BIS 103


BIS 135
Machine Transcription




3 Cr. Hrs.


Transcription of correspondence in various letter forms from dictated media cassettes to proper form using transcribers and personal computers with an up-to-date word processing software package, emphasizing English grammar skills.


Prerequisite: BIS 103 and 1 of the following ENG of ENG 132.


BIS 136
Introduction to Medical Terminology


4 Cr. Hrs.


Root words, prefixes, suffixes, and combining forms as well as anatomy and physiology as it pertains to the medical office specialist; terminology, clinical procedures, and pathologies relating to the digestive and urinary systems.



BIS 137
Intermediate Medical Terminology


4 Cr. Hrs.


Correct spelling, pronunciation, definition, use of words, clinical procedures and pathologies relating to the female and male reproductive systems, as well as the nervous, cardiovascular, respiratory, blood and lymphatic systems.


Prerequisite: Take BIS-136 or OIS-136 


BIS 138
Advanced Medical Terminology



4 Cr. Hrs.


Correct spelling, pronunciation, definition, use of words, clinical procedures and pathologies relating to the musculoskeletal system, the skin, sense organs, endocrine system, cancer medicine, radiology and pharmacology.


Prerequisite: Take BIS-136 or OIS-136 


BIS 143
Introduction to Transcription & Legal Terms

4 Cr. Hrs.


Spelling, pronunciation, and definitions of legal terms and their proper use by legal professionals. Transcription of correspondence from dictated media cassettes into proper business formats using transcribers and personal computers and an up-to- date word processing software package, emphasizing English grammar and proofreading skills.

BIS 160
Introduction to Word, PowerPoint, and Excel

3 Cr. Hrs.
Course is a combination of three modules: BIS M61 (Word), BIS M51 (PowerPoint), and BIS M41 (Excel) WORD: Fundamental concepts and applications of Microsoft Word for Windows for professional and/or personal use, emphasizing commonly-used commands and strategies for formatting, editing, and revising text. Assumes experience with computers and Microsoft Windows. Keyboarding skills necessary. Out-of-class lab work required. POWERPOINT: Basic features, commands, and capabilities of PowerPoint; fundamentals of creating business presentations for delivery via overhead transparencies, electronic slide shows and paper-based printouts. Assumes experience with computers and Microsoft Windows. Keyboarding skills necessary. Out-of-class lab work required. EXCEL: Basic spreadsheet applications emphasizing formatting procedures in generating reports fundamentals of creating, entering data into spreadsheet, storing, using formulas, and printing a spreadsheet. Keyboarding skills necessary. Assumes experience with computers and Microsoft Windows. Out-of-class lab work required.



BIS 161
Intermediate Word, PowerPoint, and Excel

3 Cr. Hrs.


Course is a combination of three modules: BIS M62 (Word), BIS M52 (PowerPoint), and BIS M42 (Excel) WORD: Intermediate concepts and applications of Microsoft Word for Windows for professional and/or personal use emphasizing intermediate commands and strategies for formatting, editing, and revising text. Assumes experience with Microsoft Word and Microsoft Windows. Keyboarding skills necessary. Out-of-class lab work required. POWERPOINT: Intermediate features, commands, and capabilities of PowerPoint; fundamentals of creating business presentations for delivery via overhead transparencies, electronic slide shows, paper-based printouts, 35 mm slides, and the Internet. Assumes experience with Microsoft PowerPoint and Microsoft Windows. Keyboarding skills necessary. Out-of-class lab work required. EXCEL: Spreadsheet applications emphasizing formatting procedures in generating reports; fundamentals of creating, entering data into spreadsheets, storing, using formulas, printing a spreadsheet, creating charts, sorting and filtering lists, developing macros, and linking workbooks. Assumes experience with Microsoft Excel and Microsoft Windows. Keyboarding skills necessary. Out-of-class lab work required.


Prerequisite: Take BIS-160 or OIS-160 


BIS 162
Advanced Word, PowerPoint, and Excel


3 Cr. Hrs.


Course is a combination of three modules: BIS M63 (Word), BIS M53 (PowerPoint), and BIS M43 (Excel). Word: Advanced concepts and applications of Microsoft Word for Windows for professional and/of personal use emphasizing intermediate commands and strategies for formatting, editing, and revising text. Assumes experience with Microsoft Word and Microsoft Windows. Keyboarding skills necessary. Out-of-class lab required. PowerPoint: Advanced features, commands, and capabilities of PowerPoint; In this section, students learn to enhance presentation in three key areas: animation, PowerPoint on the Web, and customization features. Students will develop skills using the newest animation features, adding movies and sound, and incorporating clipart from the Web. Skills will also be developed using PowerPoint's Web features, Office integration, PowerPoint macros, and the use of add-in programs. Out-of-class lab work required. Excel: This section covers advanced competencies associated with Microsoft Excel. Skills and activities covered within this module include analyzing list data, enhancing charts, incorporating WordArt and data tables, and mapping data. It will also include using the What-if Analysis through creating scenarios and data tables, as well as working with pivot tables. This module builds on the introductory and intermediate skills and competencies covered in the prerequisites. Assumes experience with Microsoft Excel and Microsoft Windows. Keyboarding skills necessary. Out-of-class lab work required.
Prerequisite: Take 1 group: BIS-161 or BIS-M42 BIS-M52 BIS-M62 


BIS 172
Integrated Solutions





2 Cr. Hrs.


Integration of the Microsoft office Suite (Word, PowerPoint, Excel, and Access) with exercises to acquaint students in how the individual applications in Microsoft can work together as one. Assumes experience with basic MS Office packages, computers, and Microsoft Windows. Keyboarding skills necessary. Out-of-class lab work required.  
Prerequisite: BIS 160 or BIS M61 & BIS M31 & BIS M41 & BIS M51or knowledge of Microsoft Office and Windows.


BIS 201
Customer Service





3 Cr. Hrs.


Introduction to the basic concepts of customer service. Topics include customer service telephone skills, face-to-face communication, confidentiality, professional attitude when dealing with clients/customers, decision making, time management, problem solving, and dealing with difficult situations. Attention to detail will be emphasized.



BIS 202
Advanced Customer Service Concepts


3 Cr. Hrs. Introduction to the electronic application of customer service. Topics include the use of emerging technology within the customer service setting, quality tools and tracking, phone-based customer service, and scenarios/cases.



BIS 207
Telecommunications




2 Cr. Hrs.


Telecommunications technologies: voice mail, management of telecommunications equipment, appropriate use of services, automated dictation systems, fax machines, cell phones, digital phones, pagers, multifunction devices, and software for teleconferencing purposes.



BIS 215
Office Applications Practicum/Seminar


4 Cr. Hrs.

Students will participate in a volunteer capacity, in a work/learning experience. Students will establish work-related learning outcomes, derived from BIS-approved objectives, maintain a learning journal, and complete a paper or project assigned by instructor.

Prerequisite: BIS 116 and BIS 251 or 80 credit hours. Department Approval.


BIS 220
Computer Applications for the Medical Office

4 Cr. Hrs. Entry-level skills for computer-based management of a medical office emphasizing software for patient records, billing and collections, daily financial transactions, insurance processing, and the production of routine reports and summaries. Out-of-class lab work required.


Prerequisite: Take BIS-102 


BIS 223
Using Word Perfect





2 Cr. Hrs.


Basic office applications of Word Perfect software, emphasizing commonly used commands and strategies for formatting, editing, and revising text. Out-of-class lab work is required.
BIS 250
Medical Transcription Skills



2 Cr. Hrs.


Overview of grammar and background of medical reports, emphasizing sentence structure, formation of Latin plurals for medical terms, the formation of nouns into adjectives, the use of abbreviations in medical transcription, and stressing proficiency in the use of medical reference materials. This course should be taken during the same quarter as BIS 251.

Prerequisite: BIS 102 and BIS 137 or BIS 138


BIS 251
Medical Transcription I




4 Cr. Hrs.


Transcription of medical/surgical reports on a personal computer and word processing software into an accurate and acceptable format using medical terminology. This course should be taken curing the same quarter as BIS 250.


Prerequisite: BIS 102, 136, and BIS 137 or BIS 138


BIS 252
Medical Transcription II




4 Cr. Hrs.


Continuing emphasis on precision of transcription and personal computer word processing skills in preparation of complex medical reports. Second of a two-course sequence.


Prerequisite: BIS 251


BIS 270
Business Information Systems Internship
R
1-9 Cr. Hrs.
Students earn credits toward degree requirements for work learning experience. Students already working may apply to use that experience to meet internship requirements. Students establish learning outcomes and prepare related reports and/or projects each quarter.

Prerequisite: Department approval

BIS 297
Special Topics
R
0.5-6 Cr. Hrs.
Provides opportunities to receive credit for non-traditional courses (such as TV and newspaper) as well as special interest topics within the discipline. Only six credit hours earned by Special Topics courses can apply toward an associate degree in Business.


BIS M21
Introduction to Desktop Publishing


1 Cr. Hr.


Introduction to desktop publishing for office applications using Microsoft Publisher software for creation of proposals, flyers, newsletters, and web pages. Keyboarding skills required. Out-of-class lab work required.



BIS M22
Intermediate Desktop Publishing



1 Cr. Hr.


Intermediate level of desktop publishing for office applications using Microsoft Publisher software for creation and enhancement of proposals, flyers, newsletters, and web pages using styles and other special features. Keyboarding skills required. Out-of-class lab work required.


Prerequisite: Take BIS-M21 


BIS M31
Introduction to Access




1 Cr. Hr.


Introduction to basic database features of Microsoft Access. Skills and activities used to create databases and tables, enter and update data, display and print records, create forms and queries, and create reports. Assumes experience with computers and Microsoft Windows. Keyboarding skills required. Out-of-class lab work required.



BIS M32
Intermediate Access




1 Cr. Hr.


Intermediate database features and applications used to search through databases, create reports, create subforms and update forms and report designs. assumes experience with computers and Microsoft Windows. Keyboarding skills necessary. Out-of-class lab work required.


Prerequisite: Take BIS-M31 OIS-M68 or CIS-M68 


BIS M33
Advanced Access





1 Cr. Hr.


Advanced competencies associated with Microsoft Access. Skills and activities include integration of Microsoft Access with other programs, creating advanced queries, adding complex objects to forms, and creating advanced forms and reports. This module builds on the introductory and intermediate skills and competencies covered in the prerequisites.

Prerequisite: Take BIS-M32 OIS-M69 or CIS-M69 


BIS M34
Expert Access





1 Cr. Hr.


Expert competencies associated with Microsoft Access. Skills and activities include managing database objects, creating, running, and troubleshooting macros; creating modules using Visual Basic; and managing the database through backup procedures, password, and security issues. This course builds on the introductory, intermediate, and advanced skills and competencies covered in the prerequisites.


Prerequisite: Take BIS-M33 


BIS M41
Introduction to Excel




1 Cr. Hr.

Basic spreadsheet applications emphasizing formatting procedures in generating reports; fundamentals of creating, entering data into spreadsheet, storing, using formulas, and printing a spreadsheet. Keyboarding skills necessary. Assumes experience with computers and Microsoft Windows. Out-of-class lab work required.



BIS M42
Intermediate Excel





1 Cr. Hr.

Spreadsheet applications emphasizing formatting procedures in generating reports; fundamentals of creating, entering data into spreadsheets, storing, using formulas, printing a spreadsheet, creating charts, sorting and filtering lists, developing macros, and linking workbooks. Assumes experience with computers and Microsoft Windows. Keyboarding skills necessary. Out-of-class lab work required.


Prerequisite: Take BIS-M41 BIS-160 OIS-M64 or OIS-160 


BIS M43
Advanced Excel





1 Cr. Hr.


Advanced competencies associated with Microsoft Excel. Skills and activities include analyzing list data, enhancing charts, incorporating Word Art and data tables, and mapping data. Also includes using the What-if Analysis through creating scenarios and data tables, as well as working with pivot tables. This module builds on the introductory and intermediate skills and competencies covered in the prerequisites.


Prerequisite: Take BIS-M42 BIS-161 or OIS-M65


BIS M44
Expert Excel






1 Cr. Hr.


Expert competencies associated with Microsoft Excel. Skills and activities include advanced spreadsheet applications emphasizing generating reports and charts with enhancements, as well as incorporating worksheets in other applications, and linking worksheets to the Internet. This module builds on the introductory, intermediate, and advanced skills and competencies covered in the prerequisite.


Prerequisite: Take BIS-M43 


BIS M51
Introduction to PowerPoint




1 Cr. Hr.


Basic features, commands, and capabilities of PowerPoint; fundamentals of creating business presentations for delivery via overhead transparencies, electronic slide shows and paper-based printouts. Assumes experience with computers and Microsoft Windows. Keyboarding skills necessary. Out-of-class lab work required.



BIS M52
Intermediate PowerPoint




1 Cr. Hr.


Intermediate features, commands, and capabilities of PowerPoint; fundamentals of creating business presentations for delivery via overhead transparencies, electronic slide shows, paper-based printouts, 35mm slides, and the Internet. Assumes experience with computer and Microsoft Windows. Keyboarding skills necessary. Out-of-class lab work required.


Prerequisite: Take BIS-M51 BIS-160 OIS-M66 or OIS-160 


BIS M53
Advanced PowerPoint




1 Cr. Hr.


Enhance presentation skills in three areas: animation, PowerPoint on the Web, and customization features. Develop skills using the newest animation features, adding movies and sound, and incorporating clip art from the Web. Also develop skills using PowerPoint's Web features, Office integration, PowerPoint macros, and add-in programs.

Prerequisite: Take BIS-M52 BIS-161 or OIS-M67


BIS M61
Introduction to Word




1 Cr. Hr.


Fundamental concepts and applications of Microsoft Word for windows for professional and/or personal use emphasizing commonly-used commands and strategies for formatting, editing, and revising text. Keyboarding skills necessary and assumes experience with computers and Microsoft Windows. Out-of-class lab work required.

BIS M62
Intermediate Word





1 Cr. Hr.


Intermediate concepts and applications of Microsoft Word for Windows for professional and/or personal use emphasizing intermediate commands and strategies for formatting, editing, and revising text. Assumes experience with computers and Microsoft Windows. Keyboarding skills necessary. Out-of-class lab work required.


Prerequisite: BIS M61 or BIS 160


BIS M63
Advanced Word





1 Cr. Hr.


Advanced concepts and applications of Microsoft Word for Windows for professional and/or personal use emphasizing advanced commands and strategies for formatting, editing, and revising text. Assumes experience with computers and Microsoft Windows. Keyboarding skills necessary. Out-of-class lab work required.


Prerequisite: Take BIS-M62 OIS-M62 or BIS-161


BIS M64
Expert Word






1 Cr. Hr.


Expert concepts and applications of Microsoft Word for Windows for professional and/or personal use emphasizing advanced/expert commands and strategies for formatting, working with graphics, sharing information with other programs, and working with long documents. Assumes experience with computers and Microsoft Windows. Keyboarding skills necessary. Out-of-class lab work required.


Prerequisite: Take BIS-M63 or OIS-M63 

BIS M70
Introduction to the Internet




1 Cr. Hr.


Introduction for beginners in navigation through the Internet and the World Wide Web. Includes electronic communication with others, terminology, concepts, and applications. Assumes experience with computers and Microsoft windows. Keyboarding skills necessary. Out-of-class lab work required.



BIS M71
Intermediate Internet




1 Cr. Hr.


Intermediate and advanced uses of the Internet in finding information, transferring files, modifying files, utilizing on-line services, attaching files to email, basic web page building, and Internet security issues. Assumes experience with computers and Microsoft Windows. Keyboarding skills necessary. Out-of-class lab work required.


Prerequisite: Take BIS-M70 OIS-M70 or CIS-M70 


BIS M81
Introduction to Microsoft Project



1 Cr. Hr.


Basic skills and competencies of the Microsoft Project software: managing tasks, time management, management of resources, handling multiple projects, tracking, graphics, and customizing.



BIS M82
Intermediate Microsoft Project



1 Cr. Hr.


Intermediate skills and competencies of the Microsoft Project software: Project Family Management, Labor Overtime and Interim Plans, Macros, and Consolidating Projects.

Prerequisite: Take BIS-M81 
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Clock
Credit


Hours
Hours

	Course No.
	Course Title
	Class
	Lab
	Basic
	Non
Tech
	Tech

	     
	First Quarter
	
	
	
	
	

	ENG 131 or
ENG 111
	Business Communications I or
English Composition I
	3


	
	
	3
	

	BIS M61 
	Introduction to Word
	1
	
	
	
	1

	BIS M62
	Intermediate Word
	1
	
	
	
	1

	MAN 205
	Principles of Management
	3
	
	
	3
	

	COM 206 or
COM 285
	Interpersonal Communication or
Business & Professional Communication
	3


	
	
	3


	

	BIS 105
	Computer Concepts
	3
	
	
	
	3

	
	
TOTAL 14
	
	
	
	9
	5

	
	Second Quarter
	
	
	
	
	

	ENG 132or 
ENG 112
	Business Communications II or
English Composition II
	3
	
	
	3
	

	ECO 105 or
ECO 201
	General Economics or
Principles of Economics I
	3
	
	
	3
	

	LAW 101
	Business Law I
	4
	
	
	4
	

	BIS 102
	Document Formatting
	2
	
	
	
	2

	BIS M70
	Introduction to the Internet
	1
	
	
	
	1

	BIS M71
	Intermediate Internet
	1
	
	
	
	1

	BIS M41
	Introduction to Excel
	1
	
	
	
	1

	BIS M42
	Intermediate Excel
	1
	
	
	
	1

	
	
TOTAL 16
	
	
	
	  10
	6

	
	Third Quarter
	
	
	
	
	

	ENG 199
	Text Editing
	3
	
	
	3
	

	ACC 111
	Principles of Accounting I
	3
	
	
	3
	

	BIS M51
	Introduction to PowerPoint
	1
	
	
	
	1

	BIS M52
	Intermediate PowerPoint
	1
	
	
	
	1

	BIS M63
	Advanced Word
	1
	
	
	
	1

	BIS M64
	Expert Word
	1
	
	
	
	1

	BIS M21
	Introduction to Desktop Publishing
	1
	
	
	
	1

	BIS M22
	Intermediate Desktop Publishing
	1
	
	
	
	1

	MAT 105 
	Business Mathematics
	4
	
	
	4
	

	
	
TOTAL 16
	
	
	
	10
	6

	
	Fourth Quarter
	
	
	
	
	

	BIS 115
	Work Place Technology
	2
	
	
	
	2

	BIS M31
	Introduction to Access
	1
	
	
	
	1

	BIS M32
	Intermediate Access
	1
	
	
	
	1

	BIS M53
	Advanced PowerPoint
	1
	
	
	
	1

	BIS 103
	Advanced Document Formatting / Skillbuilding
	4
	
	
	
	4

	CIS 130
	Introduction to Web Development
	3
	
	
	3
	

	CIS M72 or

CIS M73
	Cyber Security:  Tools or

Cyber Security:  Information & Identity Security
	1
	
	
	
	1

	___ ___
	Humanities Elective
	3
	
	
	3
	

	
	
TOTAL 16
	
	
	
	6
	10

	
	Fifth Quarter
	
	
	
	
	

	BIS 215
	Office Applications Practicum / Seminar
	4
	
	
	
	4

	BIS 201
	Customer Service
	3
	
	
	
	3

	BIS M43
	Advanced Excel
	1
	
	
	
	1

	BIS M44
	Expert Excel
	1
	
	
	
	1

	BIS M33
	Advanced Access
	1
	
	
	
	1

	BIS M34
	Expert Access
	1
	
	
	
	1

	BIS 207
	Telecommunications
	2
	
	
	
	2

	BUS ___*
	Business Elective
	3
	
	
	3
	

	
	
TOTAL 16
	
	
	
	3
	13

	
	Sixth Quarter
	
	
	
	
	

	BIS 172
	Integrated Solutions
	2
	
	
	
	2

	BIS 202
	Advanced Customer Service Techniques
	3
	
	
	
	3

	BIS 114
	Records Management and Electronic Files
	3
	
	
	
	3

	BIS 270
	Office Technology Applications Internship
	3
	
	
	
	3

	BUS ___*
	Business Elective
	3
	
	
	3
	

	___ ____
	General Education Elective
	3
	
	
	3
	

	
	
TOTAL 17
	
	
	
	6
	11

	
	
	
	
	
	
	

	
	
TOTAL 95
	
	
	
	44
	51
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	Institution:

Sinclair Community College

	Summary and Classification of Courses
Program:  Business Information Systems

Accounting Office Option
	Date:

2/15/04

	
Clock
Credit/


Hours
Hours

	Course No.
	Course Title
	Class
	Lab
	Basic
	Non
Tech
	Tech

	
	First Quarter
	
	
	
	
	

	ENG 131 or 
ENG 111
	Business Communications I or
English Composition I
	3
	
	
	3
	

	BIS M61 
	Introduction to Word
	1
	
	
	
	1

	BIS M62
	Intermediate Word
	1
	
	
	
	1

	MAN 205
	Principles of Management
	3
	
	
	3
	

	COM 206 or 
COM 285
	Interpersonal Communication or
Business and Professional Communication
	3
	
	
	3
	

	MAT 105
	Business Mathematics
	4
	
	
	4
	

	
	
TOTAL 15
	
	
	
	13
	2

	
	Second Quarter
	
	
	
	
	

	ENG 132  or ENG 112
	Business Communications II or
English Composition II
	3
	
	
	3
	

	ECO 105 or
ECO 201
	General Economics or
Principles of Economics I
	3
	
	
	3
	

	ACC 111
	Principles of Accounting I
	3
	
	
	3
	

	BIS 102
	Document Formatting
	2
	
	
	
	2

	BIS M70
	Introduction to the Internet
	1
	
	
	
	1

	BIS M71
	Intermediate Internet
	1
	
	
	
	1

	BIS M41
	Introduction to Excel
	1
	
	
	
	1

	BIS M42
	Intermediate Excel
	1
	
	
	
	1

	
	
TOTAL 15
	
	
	
	9
	6


	
	Third Quarter
	
	
	
	
	

	ENG 199
	Text Editing
	3
	
	
	3
	

	ACC 112
	Principles of Accounting II
	3
	
	
	3
	

	BIS M51
	Introduction to PowerPoint
	1
	
	
	
	1

	BIS M52
	Intermediate PowerPoint
	1
	
	
	
	1

	BIS 114
	Records Management and Electronic Files
	3
	
	
	3
	

	BIS M63
	Advanced Word
	1
	
	
	
	1

	BIS M64
	Expert Word
	1
	
	
	
	1

	LAW 101
	Business Law 1
	4
	
	
	4
	

	
	
TOTAL 17
	
	
	
	13
	4

	
	Fourth Quarter
	
	
	
	
	

	BIS 115
	Workplace Technology
	2
	
	
	
	2

	BIS M31
	Introduction to Access
	1
	
	
	
	1

	BIS M32
	Intermediate Access
	1
	
	
	
	1

	ACC 113
	Principles of Accounting III
	3
	
	
	3
	

	BIS 103
	Advanced Document Formatting/Skillbuilding
	4
	
	
	
	4

	---
	Humanities Elective
	3
	
	
	3
	

	---
	Business Elective
	3
	
	
	3
	

	
	
TOTAL 17
	
	
	
	9
	8

	
	Fifth Quarter
	
	
	
	
	

	BIS 215
	Office Applications Practicum/Seminar
	4
	
	
	
	4

	BIS 201
	Customer Service
	3
	
	
	3
	

	BIS M43
	Advanced Excel
	1
	
	
	
	1

	BIS M44
	Expert Excel
	1
	
	
	
	1

	ACC 115
	Personal Computer Applications in Accounting
	3
	
	
	
	3

	ACC ___
	Accounting Elective
	3
	
	
	3
	

	
	
TOTAL 15
	
	
	
	6
	9

	
	Sixth Quarter
	
	
	
	
	

	BIS 172
	Integrated Solutions
	2
	
	
	
	2

	BIS 202
	Advanced Customer Service Techniques
	3
	
	
	
	3

	BIS 207
	Telecommunications
	2
	
	
	
	2

	BIS 270
	Office Technology Applications Internship
	3
	
	
	
	3

	---
	General Education Electives
	3
	
	
	3
	

	BUS ___
	Business Elective
	3
	
	
	3
	

	
	
TOTAL. 16
	
	
	
	6
	10

	
	
	
	
	
	
	

	
	
TOTAL DEGREE - 95
	
	
	
	56
	39
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	Institution:

Sinclair Community College

	Summary and Classification of Courses
Program:  Business Information Systems

Legal Office Option
	Date:

2/15/04

	
Clock
Credit


Hours
Hours

	Course No.
	Course Title
	Class
	Lab
	Basic
	Non
Tech
	Tech

	
	First Quarter
	
	
	
	
	

	ENG 131  or 
ENG 111
	Business Communications I  or
English Composition I
	3
	
	
	3
	

	BIS M61
	Introduction to Word
	1
	
	
	
	1

	BIS M62
	Intermediate Word
	1
	
	
	
	1

	MAN 205
	Principles of Management
	3
	
	
	3
	

	COM 206  or
COM 285
	Interpersonal Communication  or 
Business and Professional Communication
	3
	
	
	3
	

	MAT 105
	Business Mathematics
	4
	
	
	4
	

	ECO 105  or 
ECO 201
	General Economics  or 
Principles of Economics I
	3
	
	
	3
	

	
	TOTAL 18
	
	
	
	16
	2

	
	Second Quarter
	
	
	
	
	

	ENG 132 or 
ENG 112
	Business Communications II  or 
English Composition II
	3
	
	
	3
	

	BIS 143
	Introduction to Legal Terminology & Machine Transcription
	4
	
	
	4
	

	LAW 101
	Business Law I
	4
	
	
	4
	

	BIS 102
	Document Formatting
	2
	
	
	
	2

	BIS M70
	Introduction to the Internet
	1
	
	
	
	1

	BIS M71
	Intermediate Internet
	1
	
	
	
	1

	BIS M41
	Introduction to Excel
	1
	
	
	
	1

	BIS M42
	Intermediate Excel
	1
	
	
	
	1

	
	TOTAL 17
	
	
	
	11
	6

	
	Third Quarter
	
	
	
	
	

	ENG 199*
	Text Editing
	3
	
	
	3
	

	ACC 111
	Principles of Accounting I
	3
	
	
	3
	

	BIS M51
	Introduction to PowerPoint
	1
	
	
	
	1

	BIS M52
	Intermediate PowerPoint
	1
	
	
	
	1

	PAR 106
	Paralegal Principles Technologies
	2
	
	
	2
	

	PAR 105**
	Paralegal Principles
	4
	
	
	4
	

	BIS 114
	Records Management and Electronic Files
	3
	
	
	
	3

	
	TOTAL 17
	
	
	
	12
	5

	
	Fourth Quarter
	
	
	
	
	

	BIS 115
	Workplace Technology
	2
	
	
	
	2

	BIS M31
	Introduction to Access
	1
	
	
	
	1

	BIS M32
	Intermediate Access
	1
	
	
	
	1

	PAR 220
	Legal Ethics
	3
	
	
	
	3

	LAW
	Law Elective
	3
	
	
	3
	

	---
	General Education Elective
	3
	
	
	3
	

	---
	Humanities Elective
	3
	
	
	3
	

	
	TOTAL 16
	
	
	
	9
	7

	
	Fifth Quarter
	
	
	
	
	

	BIS 215
	Office Applications Practicum/Seminar
	4
	
	
	
	4

	BIS 201
	Customer Service
	3
	
	
	3
	

	BIS M43
	Advanced Excel
	1
	
	
	
	1

	BIS M44
	Expert Excel
	1
	
	
	
	1

	BIS M33
	Advanced Access
	1
	
	
	
	1

	BIS M34
	Expert Access
	1
	
	
	
	1

	BIS M63
	Advanced Word
	1
	
	
	
	1

	BIS M64
	Expert Word
	1
	
	
	
	1

	PAR 247
	Legal Technology Resources
	1.5
	
	
	
	1.5

	
	TOTAL 14.5
	
	
	
	3
	11.5

	
	Sixth Quarter
	
	
	
	
	

	BIS 172
	Integrated Solutions
	2
	
	
	
	2

	BIS 202
	Advanced Customer Service Techniques
	3
	
	
	
	3

	BIS 207
	Telecommunications
	2
	
	
	
	2

	BIS 270
	Office Technology Applications Internship
	3
	
	
	
	3

	BUS
	Business Elective
	3
	
	
	3
	

	
	TOTAL 13
	
	
	
	3
	10

	
	
	
	
	
	
	

	
	TOTAL – 95.5 
	
	
	
	54
	41.5


** Requires signature of LAP Department Chairperson
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	Institution:

Sinclair Community College

	Summary and Classification of Courses
Program:  Business Information Systems

Medical Office Option
	Date:

2/15/04

	
Clock
Credit


Hours
Hours

	

	Course No.
	Course Title
	Class
	Lab
	Basic
	Non
Tech
	Tech

	
	First Quarter
	
	
	
	
	

	ENG 131 or
ENG 111
	Business Communications I or 

English Composition I
	3
	
	
	3
	

	BIS M61 
	Introduction to Word
	1
	
	
	
	1

	BIS M62
	Intermediate Word
	1
	
	
	
	1

	MAN 205
	Principles of Management
	3
	
	
	3
	

	COM 206 or COM 285
	Interpersonal Communication or
Business and Professional Communication
	3
	
	
	3
	

	BIS 136
	Introduction to Medical Terminology
	4
	
	
	4
	

	
	TOTAL  15
	
	
	
	13
	2

	
	Second Quarter
	
	
	
	
	

	ENG 132  or 
ENG 112
	Business Communications II or
English Composition II
	3
	
	
	3
	

	ECO 105 or
ECO 201
	General Economics or
Principles of Economics I
	3
	
	
	3
	

	BIS 137
	Intermediate Medical Terminology
	4
	
	
	4
	

	BIS 102
	Document Formatting
	2
	
	
	
	2

	BIS M70
	Introduction to the Internet
	1
	
	
	
	1

	BIS M71
	Intermediate Internet
	1
	
	
	
	1

	BIS M41
	Introduction to Excel
	1
	
	
	
	1

	BIS M42
	Intermediate Excel
	1
	
	
	
	1

	
	TOTAL 16
	
	
	
	10
	6

	
	Third Quarter
	
	
	
	
	

	ACC 111
	Principles of Accounting I
	3
	
	
	3
	

	BIS M51
	Introduction to PowerPoint
	1
	
	
	
	1

	BIS M52
	Intermediate PowerPoint
	1
	
	
	
	1

	BIS 114
	Records Management and Electronic Files
	3
	
	
	3
	

	MAT 105 
	Business Mathematics
	4
	
	
	4
	

	BIS M63
	Advanced Word
	1
	
	
	
	1

	BIS M64
	Expert Word
	1
	
	
	
	1

	BIS 138
	Advanced Medical Terminology
	4
	
	
	4
	

	
	TOTAL 18
	
	
	
	14
	4

	
	Fourth Quarter
	
	
	
	
	

	BIS 201
	Customer Service
	3
	
	
	3
	

	BIS 115
	Workplace Technology
	2
	
	
	
	2

	BIS M31
	Introduction to Access
	1
	
	
	
	1

	BIS M32
	Intermediate Access
	1
	
	
	
	1

	BIS 251
	Medical Transcription I
	4
	
	
	
	4

	HIM 260
	ICD-9-CM Medical Office Coding
	3
	
	
	
	3

	---
	Humanities Elective
	3
	
	
	3
	

	
	TOTAL 17
	
	
	
	3
	14

	
	Fifth Quarter
	
	
	
	
	

	BIS 215
	Office Applications Practicum/Seminar
	4
	
	
	
	4

	BIS 252
	Medical Transcription II 
	4
	
	
	
	4

	BIS 116
	Medical Office Procedures
	4
	
	
	
	4

	HIM 261
	CPT Medical Office Coding
	3
	
	
	
	3

	
	TOTAL 15
	
	
	
	
	15

	
	Sixth Quarter
	
	
	
	
	

	BIS 202
	Advanced Customer Service Techniques
	3
	
	
	
	3

	BIS 270
	Office Technology Applications Internship
	3
	
	
	
	3

	---
	General Education Electives
	3
	
	
	3
	

	BUS ___
	Business Elective
	3
	
	
	3
	

	BIS 207
	Telecommunications
	2
	
	
	
	2

	LAW 101
	Business Law
	4
	
	
	4
	

	
	TOTAL 18
	
	
	
	10
	8

	
	
	
	
	
	
	

	
	TOTAL DEGREE - 99
	
	
	
	50
	49


	Current


X




	OHIO BOARD OF REGENTS

Operating Manual for Two-Year

Campus Programs
	
Certificate




Technical Major




Associate Degree

X


	Institution:

Sinclair Community College

	Summary and Classification of Courses
Program:

Business Information Systems

Personal Computer Applications
	Date:

2/15/04

	
Clock
Credit


Hours
Hours

	Course No.
	Course Title
	Class
	Lab
	Basic
	Non

Tech
	Tech

	
	First Quarter
	
	
	
	
	

	ENG 131 or
ENG 111
	Business Communications I or English Composition I
	3
	
	
	3
	

	BIS M61
	Introduction to Word
	1
	
	
	
	1

	BIS M62 
	Intermediate Word
	1
	
	
	
	1

	BIS M70
	Introduction to the Internet
	1
	
	
	
	1

	BIS M71
	Intermediate Internet
	1
	
	
	
	1

	MAN 205
	Principles of Management
	3
	
	
	3
	

	COM 206 or 
COM 285
	Interpersonal Communication or 
Business and Professional Communications
	3
	
	
	3
	

	BIS 105
	Computer Concepts
	3
	
	
	
	3

	
	TOTAL  16
	
	
	
	9
	7

	
	Second Quarter
	
	
	
	
	

	BIS 102
	Document Formatting
	2
	
	
	
	2

	ENG 132 or
ENG 112
	Business Communications II or English Composition II
	3
	
	
	3
	

	ECO 105 or
ECO 201
	General Economics or  Principles of Economics I
	3
	
	
	3
	

	LAW 101
	Business Law I
	4
	
	
	4
	

	BIS M41
	Introduction to Excel
	1
	
	
	
	1

	BIS M42
	Intermediate Excel
	1
	
	
	
	1

	MAT 105
	Business Mathematics
	4
	
	
	4
	

	
	TOTAL 18
	
	
	
	14
	4

	
	Third Quarter
	
	
	
	
	

	ACC 111
	Principles of Accounting I
	3
	
	
	3
	

	BIS M63
	Advanced Word
	1
	
	
	
	1

	BIS M51
	Introduction to PowerPoint
	1
	
	
	
	1

	BIS M52
	Intermediate PowerPoint
	1
	
	
	
	1

	BIS 115
	Workplace Technology
	2
	
	
	
	2

	CIS 107
	Intro to Operating Systems
	3
	
	
	
	3

	---
	Humanities Elective
	3
	
	
	3
	

	BIS M21
	Introduction to Desktop Publishing
	1
	
	
	
	1

	BIS M22
	Intermediate Desktop Publishing
	1
	
	
	
	1

	
	TOTAL 16
	
	
	
	6
	10

	
	Fourth Quarter
	
	
	
	
	

	CIS 130
	Intro to Web Development
	3
	
	
	
	3

	CIS 108
	Windows NT Workstation
	3
	
	
	
	3

	BIS M53
	Advanced PowerPoint
	1
	
	
	
	1

	BIS M31
	Introduction to Access
	1
	
	
	
	1

	BIS M32
	Intermediate Access
	1
	
	
	
	1

	BIS M81
	Introduction to MS Project
	1
	
	
	
	1

	BIS M82
	Intermediate MS Project
	1
	
	
	
	1

	ACC 115
	Personal Computer Applications in Accounting
	3
	
	
	
	3

	
	TOTAL 14
	
	
	
	3
	11

	
	Fifth Quarter
	
	
	
	
	

	CIS     
	CIS elective
	3
	
	
	3
	

	BIS M64
	Expert Word
	1
	
	
	
	1

	BIS 201
	Customer Service
	3
	
	
	3
	

	BIS 114
	Records Management and Electronic Files
	3
	
	
	
	3

	BIS M43
	Advanced Excel
	1
	
	
	
	1

	BIS M44
	Expert Excel
	1
	
	
	
	1

	BIS 207
	Telecommunications
	2
	
	
	
	2

	---
	General Education Electives
	3
	
	
	3
	

	
	TOTAL 17
	
	
	
	9
	8

	
	
	
	
	
	
	

	
	Sixth Quarter
	
	
	
	
	

	CIS 265
	Database Management Systems
	3
	
	
	3
	

	BIS M33
	Advanced Access
	1
	
	
	
	1

	BIS M34
	Expert Access
	1
	
	
	
	1

	BIS 172
	Integrated Solutions
	2
	
	
	
	2

	BIS 202
	Advanced Customer Service Techniques
	3
	
	
	
	3

	BIS 270
	Personal Computer Applications Internship
	3
	
	
	3
	

	CIS 162
	MS Office Installation and Troubleshooting
	3
	
	
	
	3

	
	TOTAL  16
	
	
	
	6
	10

	
	TOTAL DEGREE  -  97
	
	
	
	47
	50


	
Current

X


Proposed



	OHIO BOARD OF REGENTS

Operating Manual for Two-Year

Campus Programs
	
Certificate

X


Technical Major

     


Associate Degree

     


	Institution:

Sinclair Community College
	Summary and Classification of Courses
Program:

Call Center Certificate
	Date:

2/15/04

	
Clock
Credit


Hours
Hours

	Course No.
	Course Title
	Class
	Lab
	Basic
	Non
Tech
	Tech

	
	First Quarter
	
	
	
	
	

	BIS 101
	Personal Computer Keyboarding
	2
	
	
	
	2

	BIS 104
	Introduction to PC Usage
	2
	
	
	
	2

	BIS 160
	Introduction to Word, Excel, PowerPoint
	3
	
	
	
	3

	BIS 201
	Customer Service
	3
	
	3
	
	

	MRK 201
	Marketing I
	3
	
	3
	
	

	
	Total:  13
	
	
	6
	
	7

	
	Second Quarter
	
	
	
	
	

	ENG131
	Business Communications I
	3
	
	3
	
	

	BIS 202
	Advanced Customer Service Techniques
	3
	
	3
	
	

	COM 285
	Business & Professional Communications
	3
	
	3
	
	

	BIS M70
	Introduction to the Internet
	1
	
	
	
	1

	MAN 265
	Introduction to E-Commerce
	3
	
	3
	
	

	
	Total:  13
	
	
	12
	
	

	
	
	
	
	
	
	

	
	Total Certificate:  26
	
	
	18
	
	8

	
	
	
	
	
	
	


	
Current

X



Proposed




	OHIO BOARD OF REGENTS

Operating Manual for Two-Year

Campus Programs
	
Certificate

X


Technical Major

     


Associate Degree

     


	Institution:

Sinclair Community College

	Summary and Classification of Courses
Program:

Information Processing Certificate
	Date:

2/15/04

	
Clock
Credit


Hours
Hours

	Course No.
	Course Title
	Class
	Lab
	Basic
	Non
Tech
	Tech

	     
	First Quarter
	
	
	
	
	

	ENG 131 or
ENG 111
	Business Communications I or
English Composition I
	3
	0
	
	3
	

	MAT 105
	Business Mathematics
	4
	0
	
	4
	

	BIS 101
	Personal Computer Keyboarding
	2
	
	
	
	2

	BIS 105
	Computer Concepts
	3
	0
	
	3
	

	BIS M61
	Introduction to Word
	1
	0
	
	
	1

	BIS M62
	Intermediate Word
	1
	0
	
	
	1

	
	TOTAL 14
	
	
	
	10
	4

	
	Second Quarter
	
	
	
	
	

	ENG 132 or  

ENG 112
	Business Communications II or 
English Composition II
	3
	0
	
	3
	

	BIS 102
	Document Formatting
	2
	0
	
	
	2

	COM 206
	Interpersonal Communications
	3
	0
	
	3
	

	BIS M70
	Introduction to the Internet
	1
	0
	
	
	1

	BIS M71
	Intermediate Internet
	1
	0
	
	
	1

	BIS 114
	Records Management and Electronic Files
	3
	0
	
	3
	

	BIS M63
	Advanced Word
	1
	0
	
	
	1

	BIS M64
	Expert Word
	1
	0
	
	
	1

	
	TOTAL 15
	
	
	
	9
	6

	
	Third Quarter
	
	
	
	
	

	BIS 103
	Advanced Document Formatting/Skillbuilding
	4
	0
	
	
	4

	BIS M41
	Introduction to Excel
	1
	0
	
	
	1

	BIS M42
	Intermediate Excel
	1
	0
	
	
	1

	BIS M21
	Introduction to Desktop Publishing
	1
	0
	
	
	1

	BIS M22
	Intermediate Desktop Publishing
	1
	0
	
	
	1

	BIS M51
	Introduction to PowerPoint
	1
	0
	
	
	1

	BIS M52
	Intermediate PowerPoint
	1
	0
	
	
	1

	BIS 201
	Customer Service
	3
	0
	
	3
	

	
	TOTAL 13
	
	
	
	3
	10

	
	Fourth Quarter
	
	
	
	
	

	BIS 202
	Advanced Customer Service Techniques
	3
	0
	
	
	3

	BIS 115
	Workplace Technology
	2
	0
	
	
	2

	ENG 199
	Text Editing
	3
	0
	
	3
	

	BIS M31
	Introduction to Access
	1
	0
	
	
	1

	BIS M32
	Intermediate Access
	1
	0
	
	
	1

	
	TOTAL 10
	
	
	
	3
	7

	
	
	
	
	
	
	

	
	TOTAL 52
	
	
	
	25
	27


	
Current

X


Proposed



	OHIO BOARD OF REGENTS

Operating Manual for Two-Year

Campus Programs
	
Certificate

X


Technical Major

     


Associate Degree

     


	Institution:

Sinclair Community College
	Summary and Classification of Courses
Program:

Medical Office Specialist Certificate
	Date:

11/4/03

	
Clock
Credit


Hours
Hours

	Course No.
	Course Title
	Class
	Lab
	Basic
	Non
Tech
	Tech

	
	First Quarter
	
	
	
	
	

	ENG 131
	Business Communications I
	3
	
	
	3
	

	MAT 105
	Business Mathematics
	4
	
	
	4
	

	BIS 136
	Introduction to Medical Terminology
	4
	
	
	4
	

	BIS M61
	Introduction to Word
	1
	
	
	
	1

	BIS M62
	Intermediate Word
	1
	
	
	
	1

	
	TOTAL 13
	
	
	
	11
	2

	
	Second Quarter
	
	
	
	
	

	BIS 102
	Document Formatting
	2
	
	
	
	2

	ENG 132
	Business Communications II
	3
	
	
	3
	

	MAN 205
	Principles of Management
	3
	
	
	3
	

	BIS 137
	Intermediate Medical Terminology
	4
	
	
	4
	

	BIS M41
	Introduction to Excel
	1
	
	
	
	1

	
	TOTAL 13
	
	
	
	10
	3

	
	Third Quarter
	
	
	
	
	

	BIS M63
	Advanced Word
	1
	
	
	
	1

	BIS M42
	Intermediate Excel
	1
	
	
	
	1

	BIS 138
	Advanced Medical Terminology
	4
	
	
	4
	

	HIM 260
	ICD-9-CM Medical Office Coding
	3
	
	
	
	3

	BIS 251
	Introduction to Medical Transcription
	4
	
	
	
	4

	
	
TOTAL 13
	
	
	
	4
	9

	
	Fourth Quarter
	
	
	
	
	

	HIM 261
	CPT Medical Office Coding
	3
	
	
	
	3

	BIS 201
	Customer Service
	3
	
	
	
	3

	BIS 116
	Medical Office Procedures
	4
	
	
	
	4

	BIS 252
	Advanced Medical Transcription
	4
	
	
	
	4

	
	TOTAL 14
	
	
	
	
	14

	
	TOTAL 53
	
	
	
	25
	28


	
Current

X


	OHIO BOARD OF REGENTS

Operating Manual for Two-Year

Campus Programs
	
Certificate

X


Technical Major

     

Associate Degree

     

	Institution:

Sinclair Community College

	Summary and Classification of Courses
Program:

Personal Computers for Business Certificate
	Date:

2/15/04

	
Clock
Credit


Hours
Hours

	Course/

Module No.
	Course/Module Title
	Class
	Lab
	Non

Technical
	Technical

	
	First Quarter
	
	
	
	

	ACC 111
	Principles of Accounting I
	3
	
	3
	

	ENG 131 or

ENG 111
	Business Communications I or

English Composition I
	3
	
	3
	

	BIS 105
	Computer Concepts
	3
	
	
	3

	MAN 105
	Introduction to Business
	3
	
	3
	

	BIS M61
	Introduction to Word
	1
	
	
	1

	BIS M62
	Intermediate Word
	1
	
	
	1

	BIS M70
	Introduction to Internet
	1
	
	
	1

	BIS M71
	Intermediate Internet
	1
	
	
	1

	
	TOTAL 16
	16
	
	9
	7

	
	Second Quarter
	
	
	
	

	BIS M41
	Introduction to Excel
	1
	
	
	1

	BIS M42
	Intermediate Excel
	1
	
	
	1

	BIS M31
	Introduction to Access
	1
	
	
	1

	BIS M32
	Intermediate Access
	1
	
	
	1

	BIS M51
	Introduction to PowerPoint
	1
	
	
	1

	BIS M52
	Intermediate PowerPoint
	1
	
	
	1

	BIS M63
	Advanced Word
	1
	
	
	1

	ACC 115
	Personal Computer Applications in Accounting
	3
	
	
	3

	BIS 115
	Workplace Technology
	2
	
	
	2

	CIS 107*
	Introduction to Operating Systems
	3
	
	
	3

	
	TOTAL 15
	15
	
	
	15

	
	Third Quarter
	
	
	
	

	BIS M33
	Advanced Access
	1
	
	
	1

	BIS M43
	Advanced Excel
	1
	
	
	1

	BIS M53
	Advanced PowerPoint
	1
	
	
	1

	BIS 172
	Integrated Solutions
	2
	
	
	2

	BIS 207
	Telecommunications
	2
	
	
	2

	CIS 130
	Web Page Development
	3
	
	
	3

	CIS 162
	MS Office Troubleshooting
	3
	
	
	3

	CIS --
	CIS Elective
	3
	
	
	3

	COM
	Communication Arts Elective
	3
	
	3
	

	
	TOTAL 19
	19
	
	3
	16

	
	
	
	
	
	

	
	TOTAL CERTIFICATE - 50
	
	
	12
	38


	
Current


X



Proposed





	OHIO BOARD OF REGENTS

Operating Manual for Two-Year

Campus Programs
	
Certificate  
Short-Term


Technical Major





Associate Degree 




	Institution:

Sinclair Community College
	Summary and Classification of Courses
Program:

Short-Term Certificate

Software Applications for the Professional
	Date:

2/15/04

	

Clock
Credit



Hours
Hours

	Course No.
	Course Title
	Class
	Lab
	Basic
	Non
Tech
	Tech

	
	FIRST QUARTER
	
	
	
	
	

	BIS 105
	Computer Concepts
	3
	
	
	
	3

	BIS M61
	Introduction to Word
	1
	
	
	
	1

	BIS M62
	Intermediate Word
	1
	
	
	
	1

	BIS M51
	Introduction to PowerPoint
	1
	
	 
	
	1

	BIS M52
	Intermediate PowerPoint
	1
	
	 
	
	1

	BIS M70
	Intro to the Internet
	1
	
	1
	
	

	BIS M71
	Intermediate Internet
	1
	
	1
	
	

	BIS M41
	Introduction to Excel
	1
	
	 
	
	1

	BIS M42
	Intermediate Excel
	1
	
	
	
	1

	BIS M31
	Introduction to Access
	1
	
	1
	
	

	BIS M32
	Intermediate Access
	1
	
	1
	
	

	
	TOTAL 13
	13
	
	 4
	
	9

	
	SECOND QUARTER
	
	
	
	
	

	BIS M21
	Introduction to Desktop Publishing
	1
	
	
	
	1

	BIS M22
	Intermediate Desktop Publishing
	1
	
	
	
	1

	BIS M53
	Advanced PowerPoint
	1
	
	
	
	1

	BIS M63
	Advanced Word
	1
	
	
	
	1

	BIS M64
	Expert Word
	1
	
	
	
	1

	BIS M43
	Advanced Excel
	1
	
	
	
	1

	BIS M44
	Expert Excel
	1
	
	
	
	1

	BIS M33
	Advanced Access
	1
	
	
	
	1

	BIS M34
	Expert Access
	1
	
	
	
	1

	BIS 172
	Integrated Solutions
	2
	
	
	
	1

	
	TOTAL 11
	11 
	
	 
	
	11

	
	TOTAL  24
	
	
	4
	
	20


PAGE  

