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Syllabus – Introduction to Information Technology in Organizations 
BCIS 2610.002 –– Fall 2015–– v23Aug15 

 

This syllabus, like most everything else in life, is subject to change and errors.  It is your responsibility to attend class and check 
your official UNT email account (EagleConnect) and the course BlackBoard account to learn of schedule and course changes, 
corrections and updates, campus closings, grade postings, and other important announcements from UNT and your professor. 

 BLACKBOARD IS ONLY FOR ME TO POST MATERIAL FOR YOU – Exam study guides, grades, lecture notes, etc.  If 
you have trouble accessing BlackBoard, please contact helpdesk@unt.edu or (940) 565-2324. 

 FOR TWO-WAY COMMUNICATIONS WITH ME PLEASE USE EMAIL, TEXT, PHONE, OR AN OFFICE VISIT.   

 Get quick campus-wide updates via Eagle Alert: sign up for alerts at http://www.unt.edu/eaglealert/.   
 PLEASE BACK UP YOUR WORK TO A DEVICE OTHER THAN THE ONE YOU WORK ON (e.g., TO A JUMP DRIVE, CLOUD DRIVE). 

INSTRUCTOR 
Leon A. Kappelman, BA, MBIS, Ph.D., Professor of Information Systems 

 Director Emeritus, IS Research Center   -   Fellow, Texas Center for Digital Knowledge 

 Email kapp@unt.edu   -   Phones: (o) 940-565-4698   -   (m) 940-367-0405 (okay to text too) 

 Office: BLB 312M   -   Hours: Thursday 12:45-1:45 pm and 5:00-6:00 pm, and by appointment. 

 ITDS Office: Mon. to Fri. 8:00 am - 5:00 pm   -   Phone: 940-565-3110   -   UNT metro: 817-267-3731 

COURSE OBJECTIVES 
This course examines the fundamental concepts of computing in various business disciplines.  It also provides an 
introduction to software programs you will use in later courses and in your career.  Course objectives include: 

• Learning basic computer concepts, such as cyberspace, privacy, security, ethics, emerging issues, etc. 
• Become aware of some of the ways that information technology continues to change everything 
• Learning how to create electronic presentations using MS POWER POINT 2013. 
• Learning how to develop useful spreadsheets with MS EXCEL 2013. 
• Learning how to manage projects using MS PROJECT 2010. 

IMPORTANT INFORMATION ABOUT REQUIRED TEXT BUNDLE FOR BCIS 2610 
We use two custom books (“Understanding Computers” and “Microsoft PowerPoint 2013, Excel 2013 & Project 
2010” made from selected chapters from five textbooks.  This saves you $!  These two books are only sold as a 
bundle that is only available (for $135 or less) at UNT campus bookstores or online directly from the publisher at 
http://www.cengagebrain.com/course/1-23T9FSF (link on 2610 website too).  

 

PURCHASE ONLY THE CUSTOMIZED BUNDLE FOR THIS CLASS.  BOOKS ARE NOT AVAILABLE SEPARATELY!  OLD 
EDITIONS WILL NOT WORK.  BUY TEXTBOOKS ASAP: YOU NEED THEM FOR ASSIGNMENTS!   

WE WILL USE TURNINGPOINT “CLICKERS” IN CLASS JUST ABOUT EVERY WEEK FOR QUIZZES.  THE MOBILE APP 
SHOULD WORK TOO.  GET AND REGISTER YOUR CLICKER IN BLACKBOARD ASAP.  TESTING BEGINS WEEK 2. 

BCIS 2610 COURSE WEBSITE 

The course website is: www.COB.unt.edu/itds/courses/bcis2610/.  You MUST download the data files for 
each assignment from there.  Each data file is in a compressed zip-file format; just download each file to your 
personal 2610 folder (on your own storage media) and (using a Windows machine) double-click on the file to 
decompress the contents.  Make note of where the unzipped files will be saved and change that location if you 
wish.  You might want to create separate folders for each zip file before unzipping them.  Please note that the 
data files may contain more items than you need.  These zip files can only be unzipped on a PC. 

mailto:helpdesk@unt.edu
http://www.unt.edu/eaglealert/
http://www.cengagebrain.com/course/1-23T9FSF
http://www.cob.unt.edu/itds/courses/bcis2610/
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What are Information Systems, and why are they important to organizations? 

The term Information Systems [IS] describes the combination of information and communication 
technologies with human activities to support, among other things, the decision making, operations, and 
general management of industries, government agencies, and not-for-profit organizations.  Information 
systems exist within an organization for the purpose of improving the effectiveness and efficiency of that 
organization.  Access to current, complete and accurate information is vital for success in today’s 
competitive and global, business environment.  Therefore, a critical mission for Information Systems is 
designing and operating solutions that enable humans to perform tasks for which their brains are not well 
suited, such as: handling large amounts of information, performing complex calculations, controlling many 
simultaneous processes, and doing it all and more very quickly.  Depending on the required task, these 
solutions can take many forms, such as enterprise information systems, transaction processing systems, 
database management systems, social networking systems, business analytics systems, project 
management systems, e-business systems, and many more 

BCIS 2610 POLICIES AND PROCEDURES 
Syllabus Form:  

If you do not complete and turn in the form at the end of this syllabus you either will be administratively dropped 
from the course with a grade of W or you will receive an F in the course. 

Acceptable Student Behavior 
 Student behavior that interferes with an instructor’s ability to conduct class or other students' opportunity to learn 

is unacceptable and disruptive and will not be tolerated in any instructional forum at UNT.  Students engaging in 
unacceptable behavior will be directed to leave the classroom and the instructor may refer the student to the 
Center for Student Rights and Responsibilities to consider whether the student's conduct violated the Code of 
Student Conduct.  The university's expectations for student conduct apply to all instructional forums, including 
university and electronic classroom, labs, discussion groups, field trips, etc.  The Code of Student Conduct can be 
found at http://www.unt.edu/csrr.  Cheating in any form will not be tolerated.  Your instructor has the right to have 
you removed from class for ANY BEHAVIOR THAT HE DEEMS INAPPROPRIATE.  That includes such behavior as:  

1. Talking during lecture or exam or disturbing others in any manner whatsoever. 
2. Eating in class.  But quietly having a soft drink is fine so long as it does not violate UNT policy. 
3. Non-class related use of your computer or mobile device during lectures, discussions, movies, or video clips. 

 All electronic devices (cell phones, pagers, tape recorder, computers unless you’re taking notes with them, etc.) 
must be turned off before class begins.   

 Tape recording of class lectures is NOT permitted (except for ADA accommodation and then only with your 
instructor’s written knowledge and consent).  It is a violation of the UNT Code of Student Conduct to record without 
permission and action will be taken if violations occur.  

Attendance  
1. If you miss any part of two classes you may be administratively dropped from the course with a W or WF without 

further notice. 
2. Regular and punctual attendance for the full class period is expected.  Absences and tardiness can lower your grade.  

Pop quizzes or other assignments will be given at the instructor’s discretion and cannot be made up.  
3. Students who will miss class because of a university-sponsored activity must arrange with the instructor to complete 

and turn in any work scheduled before their absence rather than after the absence.  
4. For UNT administrative purposes, we will take attendance daily until the 12th-day when class rolls are finalized.  
5. Family events, weddings, ski trips, car trouble, car wrecks, being sick, etc. are not what the university considers a 

"university authorized absence" or a "state law exception".  If you have any questions ask the DEAN OF STUDENTS 
before you miss class.  

6. It is the student's responsibility to execute the proper drop procedures for a grade of ’W’ should they need to do so.  
Failure to execute the drop procedure will result in an automatic grade of 'F' which cannot be changed.  

7. CAMPUS CLOSURES: Should UNT close campus, it is your responsibility to check your official UNT e-mail account 
(EagleConnect) and BlackBoard to learn if your instructor plans to modify class activities, and how. 

http://www.unt.edu/csrr
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Disabilities  
The College of Business complies with the Americans with Disabilities Act in making reasonable accommodations for 
qualified students with disabilities.  If you have an established disability as defined in the Americans with Disabilities Act 
and would like to request accommodation, please contact your instructor as soon as possible.  

Code of Conduct and Ethics 
Academic integrity must be exhibited in your academic work, methods, and conduct.  Course work for which you receive 
an individual grade must be your original, individual effort.  If any evidence exists of copying, cheating, or any other 
forms of academic dishonesty on all, or part, of your graded course work, you (and any others involved) will be awarded 
a zero for that work.  A second incident will result in a grade of F in this course and a recommendation for further action 
by the office of the Vice President for Student Development.  This course adheres to the UNT policy on academic 
integrity.  The policy can be found at http://vpaa.unt.edu/academic-integrity.htm.  

Exams  
1. BCIS 2610 study guides are available for review on Blackboard.   
2. We will test your knowledge of all material assigned or taught in this course.  THERE WILL BE EXAM QUESTIONS 

ABOUT THE POWERPOINT, PROJECT, AND EXCEL ASSIGNMENTS. 
3. There will be THREE exams and a comprehensive final exam.   

a. It’s best 3 out of 4 so if you are pleased with the 3 exam grades you DO NOT have to take the final exam. 
b. If you do not take the final exam we will use the 3 other exam grades as the basis for your course grade.   
c. If you take all four exams, your lowest grade will be dropped. 

4. THERE ARE NO MAKE-UP EXAMS.   
a. If you miss one of the 3 exams, take the final.   
b. If you want to improve your grade on one of the 3 exams, take the final.  You may elect to take the 

comprehensive final exam and SUBSTITUTE the final exam grade for your lowest regular exam grade. 
5. You must bring your UNT PHOTO ID TO ALL EXAMS.  You’ll need a pencil and eraser too. 
6. No electronic devices can be used during the exams.  
7. All exams will be CLOSED BOOKS and CLOSED NOTES.  The use of any books or notes during the exams will be 

considered cheating and will result in an ‘F’ grade for the exam and possibly the course. 
8. Exams will take about 45 minutes so plan on also having class after exams on exam nights. 

Assignments 
Complete and submit ALL software assignments.  These assignments are designed to help you learn the course material 
and to prepare for the exams.  THERE WILL BE QUESTIONS ON EACH EXAM ABOUT THE SOFTWARE ASSIGNMENTS.   

 ALL HOMEWORK ASSIGNMENTS IN THIS CLASS WILL BE DUE BEFORE CLASS BEGINS ON THE DUE 
DATE.  Additional details will be provided on turning in each of the three assignments.  Submit whatever you have 
done, even if it is not finished – you may still earn some credit.  

o Late assignments will not be accepted. 
o All assignments require turning in a completed coversheet at the beginning of class on the due date.  

  At least 25% deducted if you don’t turn in coversheet even if you complete the assignment on time. 
  If you are late to class on the due date and turn in your coversheet late, a lateness deduction is still 

applied even if you turn in the rest of your assignment on time that day. 
o All three software application assignments also require sending an email.  If the email is sent after 

class begins on the due date the assignment is late and will not be accepted.   
 When your assignment is submitted properly by email the email system will issue an email receipt, so save it just in 

case.  If you do not receive an email receipt within one hour CAREFULLY CHECK THE EMAIL ADDRESS YOU SENT IT 
TO FOR ERRORS.  If no address errors, then contact the grader or instructor immediately. 

 All assignments have coversheets.  These recap the basic requirements, explain the grading scale, and provide a 
simple means to communicate the specifics of your grade to you.  Keep the coversheet after it is returned to you In 
case of an error in the grade spreadsheet – it is your best record that you earned a grade (SO FOR THE SAME 
REASON, KEEP ALL EXAM SCANTRONS RETURNED TO YOU TOO). 

  

http://vpaa.unt.edu/academic-integrity.htm
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Course Grading: 
 Assignments and exams are usually returned by the following class.  Keep these to verify that your grade was 

recorded correctly.  As soon as possible after each exam, we will post all grades on BlackBoard and notify you by 
email.  If you find that there is no grade (or an erroneous grade) recorded for your work, or if you want to dispute a 
grade, you must contact your instructor about it NO LATER THAN TWO WEEKS after the grade posting or the 
assignment is returned (whichever happens first).  Beyond that time, we will no longer deal with such problems. 

 The semester grade will be computed on the following basis: 
 
 
 
 
 
 
 
 

 Grades will be assigned as follows: 
 
 
 

 

 

 

 
 
 

 INCOMPLETE GRADES: A grade of “I” will be given only in fully documented exceptional circumstances to passing 
students, and only for circumstances occurring during the last week of regular class meetings.  That is, only 
emergency situations such as a grave illness or death in your immediate family constitute exceptional circumstances.  

 Grades will be posted on BlackBoard.  Grades cannot be given out over telephone or email (unless you send the 
request from your myunt.edu email address). 

 You have two weeks after grades are posted or an assignment or exam returned (whichever comes first) to request 
a review of its grade.  The instructor has final authority to determine the credit for an assignment or examination. 

 NO EXTRA CREDIT, NO MAKE UPS, 
NO DO OVERS, NO ROUNDING, 
AND NO CURVES IN THIS COURSE! 
PROBLEM RESOLUTION – IF YOU HAVE A PROBLEM OR WANT TO APPEAL SOME ISSUE, UNT and ITDS have a 
process that you must follow it – NO SHORT CUTS ARE ALLOWED: 
1. Discuss the problem with your section’s grader.  If you are not satisfied, then 
2. Discuss the problem with your section’s teacher.  If you are not satisfied, then 
3. Discuss the problem with the BCIS 2610 Course Coordinator.  If you are not satisfied, then  
4. Contact the UNT Center for Student Rights and Responsibilities.  DO NOT CONTACT THE ITDS DEPARTMENT CHAIR.  

  POINTS % of FINAL GRADE 
POWER POINT ASSIGNMENT  15 

 
2.73% 

EXCEL ASSIGNMENT 25 4.55% 
PROJECT ASSIGNMENT  40 7.27% 
EXAM ONE [PP, etc] or final (best 3 of 4) 140 25.45% 
EXAM TWO [Excel etc]  or final (best 3 of 4) 140 25.45% 
EXAM THREE [Project, etc] or final (best 3 of 4) 140 25.45% 
Other – Mostly in-class pop quizzes 50 9.09% 

TOTAL 550 100.00% 

Grading Scale: No Rounding! 

Percent Grade 

90.0 % or above A 
80.0% or above B 

70.0 % or above C 

60.0 % or above D 

Lower than 60.0 % F 
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This syllabus and course schedule are subject to change. 

 
Attend class and check BlackBoard and your official UNT e-mail account to stay informed. 

Weeks Dates Topics Reading 
Assignment 

Due 

1 27 Aug 

 Course Overview 

 PowerPoint 2010 Tutorials 1, 2, 3 

 Computers in Business 
 

 
PPT 1, 2, 3 
Amer 1 

 

2 3 Sep 
 Computers in Government 

 

Amer 2  

3 10 Sep 
 Computers in Science 

 

Amer 3  

4 17 Sep 
 Ch. 1, 2, 3, 4, 6, & 11 of Excel 2010 

 Review for Exam 1 
 

XL 1, 2, 3, 4, 6, 
11 

PowerPoint 
Due 

5 24 Sep 

EXAM 1 – covers PPT and Amer  1, 2, 3 

 Computers in Entertainment Amer 4  

6 1 Oct 
 Computers in Transportation Amer 5  

7 8 Oct 
 Law and Ethics 
 

Amer 8  

8 15 Oct 

 Tutorials 1, 2, and 3 of Project text 

 Review for Exam 2 
  

Project 1,2,3 Excel Due 

9 22 Oct EXAM 2 – covers Excel and Amer 4, 5, 8 

10 29 Oct  Network and Internet Security Morley 4  

11 5 Nov 
 Computer Security and Privacy 

 

Morley 5  

12 12 Nov 
 Emerging Technologies 

 Review for Exam 3 

Morley 8 Project Due 

13 19 Nov EXAM 3 – covers Project and Morley 4, 5, 8 

14 26 Nov Thanksgiving – No class 

15 3 Dec 

 First hour:  
o Connecting the dots, last thoughts, and a special class about your future.  
o College of Business’ pencil/paper course evaluations to be completed today too: 

PLEASE ATTEND AND FILL OUT THE COURSE EVALUATION – YOUR FEEDBACK 
ON THIS FORM REALLY HELPS ME IMPROVE MY TEACHING. 

 Then: Review for the Final 
o Students must declare if they are going to take the Final (so I don’t print too many).   
o If not taking the final, you do not need to stay for review. 

 Please complete UNT’s online course evaluation this week too. STUDENT FEEDBACK IS VERY 
IMPORTANT & VALUABLE TO ME. 

16 10 Dec 
1:30 – 3:30 pm Final Exam – covers everything – PP, XL, Project, Amer 1, 2, 3, 4, 

5, 8, and Morley 4, 5, 8 
 

? 
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GENERAL INFORMATION ABOUT BCIS 2610 SOFTWARE 
 

1) We will test you on your knowledge of Microsoft PowerPoint 2013, Microsoft Excel 2013, 
and Microsoft Project 2010, operating under Windows 7 – not Apple’s OS X.  You may be 
able to use PowerPoint 2007 or 2010 and Excel 2007 or 2010 in this class, BUT you will be tested 
on the 2013 versions.  Although Office 2013 works fine under Windows 10, COB does not support 
Windows 10 and all COB PCs use Windows 7, so there will be differences in behavior.  The Apple 
versions, when available, are not identical to the Windows versions.  The same problem may exist 
with the EagleConnect SkyDrive and Office 365 cloud-based versions of Excel and PowerPoint. 

2) THE LEAST-EXPENSIVE THING TO DO IS TO USE THE COB Business Leadership 
Building’s First Floor computer labs in rooms 185 and 190 (next to BizCafe).  Remote 
access to the labs is also available via laptops you can checkout from COB lab. 

3) If you only have a Mac, you are probably going to have to take the Windows plunge at some point 
because the vast majority of companies use Microsoft products, or products that depend on 
Windows.  The question is when.  You have the following options: 

i) If you want to save money now, follow item #2 above for this course. 
ii) You can create a virtual Windows machine on your Mac with special software (VM or 

Parallels), get and install a copy of Windows on it, and then install whatever other software 
you want.  That is what I (Professor Kappelman) do and my Mac and Windows software 
run side-by-side seamlessly.  You can do it without buying special software, but you have 
to reboot your Mac to switch between Mac and Windows. 

iii) You can buy a Windows machine (many sell for < $500) and install the required software. 

4) You may be able to get all the Windows software you need for this course for free: 

 The 2610 website has a FREE WinZip download and a 60-day free trial for Project 2010, and a 
Project CD with a 60-day free trial also comes in your book bundle. 

 UNT students can download a FREE copies of Windows and Office 2013.  Go to 
https://untsystem.onthehub.com/, login with your EUID and password, click on the “Students” 
tab, click on “Microsoft”, and select what you need 

 Information about getting free Microsoft software is at 
http://www.COB.unt.edu/current_students/software/microsoft_software.php 

 You may be able to get free Microsoft products at 
http://www.microsoft.com/student/discounts/theultimatesteal-us/default.aspx or trial versions at 
http://microsoft-office.en.softonic.com/.   

5) 2610 tutors work only in BLB room 131.  COB posts their office hours at the COB labs, on 
hallway bulletin boards, and online at the COB site (http://www.COBa.unt.edu/lab). 

6) Contact the UNT Computing Support Helpdesk for general computing problems or 
problems with your EUID account via Sage Hall, Room 130, helpdesk@unt.edu, 
http://www.unt.edu/helpdesk, or 940-565-2324. 

 

For completing your assignments you will generally need: 
1. “Microsoft PowerPoint 2013, Excel 2013 & Project 2010” book from bundle, the latest edition. 
2. Computers with respective software packages installed (COB labs have those) 
3. Assignment data files (download from 2610 site to your portable drive).  Details below. 
4. WinZip utility for zipping your assignment files.  Download the WinZip Utility [if you do not already 

have it on your computer] from the link found on the course Website. 
5. Portable storage (e.g., a jump drive), for backup and transport of your work. 
6. The cover sheet for the assignment.  Get those in class or on Blackboard. 

https://untsystem.onthehub.com/
http://www.cob.unt.edu/current_students/software/microsoft_software.php
http://www.microsoft.com/student/discounts/theultimatesteal-us/default.aspx
http://microsoft-office.en.softonic.com/
http://www.coba.unt.edu/lab
mailto:helpdesk@unt.edu
http://www.unt.edu/helpdesk
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HOW TO DOWNLOAD THE DATA FILES FOR THE ASSIGNMENTS 
1. Good idea to make your target data folder(s) first.  Suggest you create a folder on your own storage 

media for each assignment (e.g., first one could be called “PowerPoint 2610” or something like that). 

2. Go to http://www.COBa.unt.edu/itds/courses/bcis2610.  Click on the link for the corresponding file to 

download (the links are on the left side of the page, you may need to scroll down to find them). 

3. On the dialog box that appears click Run in response to a question “Do you want to run or save this 
file?” 

4. If necessary, on the next dialog box click Run in response to the question “The publisher could not be 
verified.  Are you sure you want to run this software?” 

5. You will now see the WinZip Self-Extractor Dialog Box: 

6. Select the folder where you want to save the files by clicking on Browse button, then click Unzip.  

7. Go to the folder where you saved the files, to make sure they are there.  Close the WinZip Self-
Extractor dialog box.    

 

A WORD OF CAUTION ABOUT SAVING YOUR WORK!! 
If you lose you work, you lose.  Sad, but simple.  So always save all of your work on a storage device you 
own and always back it up too.  Store it on the web too so you have another readily available copy from 
anywhere.  If both your copies are in the same physical location, even if they are on different devices, you 
don’t have a very good backup plan (fires and thefts happen).  Computers crash, storage breaks, devices get 
lost, stolen, burned, electrified, and worse.  If you haven’t experienced any of this yet, you will.  It will suck.  It 
will suck much much worse if you don’t have a back up.  So get some storage media of your own to store and 
backup your work.  Some suggestions -- CD-R, CD-RW, flash, floppy, network space (e.g., icloud, dropbox.com, 
idrive.com), portable hard drive, hard drive on your own machine).  If you do your work on a friend’s machine, 
be sure to have two backups of your own.  If you use a COB lab machine, it will not save a copy of your work 
either since lab machines are wiped clean at least once a day, sometimes more frequently – So have two 
copies of your work then too.   

 

2610 ASSIGNMENTS FOR FALL 2015 
 

GENERAL GUIDELINES FOR POWER POINT, EXCEL, AND PROJECT ASSIGNMENTS 
 

STEPS TO COMPLETION OF THE ASSIGNMENTS 
1. Buy and read the textbooks.  If you wish bring them to class and make notes in them. 

2. Start early and work through the chapter tutorials.  Some assignments may take students who are 
not familiar with the software 20+ hours to complete.  Allow yourself plenty of time to get help. 

3. Read the instructions for a specific assignment (below) completely and carefully before starting 
your assignment.  Keep it handy, so you can refer to it when needed.  Bring the instructions with you to 
the lab tutors, if you decide to seek help.   

4. Learn the software!  Work through the chapter tutorials, paying close attention to what you are doing.  
The chapter tutorials are EASY and can be done by ANYONE willing to invest some time and effort.   

5. Solve and complete the assignments. 

6. Submit your completed homework using the instructions given for the assignment in the textbook, 
this syllabus, and the “coversheet” that is provided for each assignment – If you do not turn in a 
coversheet you may not get a grade.  UNLESS SPECIFICALLY TOLD TO DO SO IN AN 
ASSIGNMENT, DO NOT SUBMIT THE RESULTS OF YOUR TUTORIAL WORK.  DO SUBMIT WHAT 
THE ASSIGNMENT’S INSTRUCTIONS REQUEST AND EXACTLY HOW IT’S REQUESTED. 

http://www.coba.unt.edu/itds/courses/bcis2610
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7. If you have trouble with solving tutorial or assignment problems, go to the BCIS 2610 tutors.  You must 
bring your textbook and the results of your tutorial or case work OR THE LAB TUTORS MAY NOT 
HELP YOU!  You will not receive HELP from the tutors unless you can show them your work and the 
specific problem.  Don’t ask the tutors to do your work – they may mess it up, destroy your data, and/or 
get fired.  HAVE A BACK UP OF YOUR DATA BEFORE YOU LET THE TUTOR OPEN IT ON THEIR 
MACHINE – IF THEIR MACHINE MESSES IT UP, IT IS YOUR PROBLEM. 

BCIS 2610 is not a difficult course if you follow the above steps.  Buy the books, 
do the chapter tutorials, ready and study the Amer/Morely text, attend class, and 
learn how you best learn new things (a skill that will help you the rest of your 
life).  Students that follow the steps above, attend class, and study for exams 
should make an A or B in the course.  Be smart – make an A! 
   

AND DID I MENTION THAT YOU SHOULD BACK UP YOUR WORK TO A DEVICE OTHER THAN 
THE ONE YOU WORK ON (e.g., TO A JUMP DRIVE OR CLOUD DRIVE).  IF YOU WORK IN THE 
LABS OR ON A BORROWED MACHINE, MAKE SURE YOU TAKE YOUR WORK WITH YOU.  
THE UNT LAB MACHINES DELETE ALL WORK FILES AT LEAST ONCE A DAY.  IF YOU LOSE 
YOUR WORK, YOU LOSE.  DON’T BE A LOSER, BACK UP YOUR WORK!! 
 

CORRECTIONS TO THE EXCEL 2013 TEXTBOOK 

Page # Change 

EX 183  In the Review Assignments, Step 6, the range O8:Q12 has been corrected to O8:P12. 

EX 193  Step 2 has been corrected to read as follows: 

 “In the Documentation sheet, enter your name in cell B3 and the date in cell B4.” 

EX 206  In Step 9, the reference to the button to click has been corrected to: Offset Diagonal Bottom 
Right.  

EX 387  In Case Problem 4, Step 5-b, the first sentence has been revised to read as follows: 

 5-b. Change the subheading (Salesperson name) to Summary to indicate this is a summary 
worksheet.  

 In Step 5-d, the missing word “Amount” has been added so that the end of this step reads: 
“…and Bonus Amount.” 

 In Step 5-e, the following new sentence has been added at the very end of the step: “Widen 
columns as needed so you can see the totals.” 

EX 388  In Case Problem 4, Step 12, both instances of the Gross Sales amount $5,155,415 have been 
corrected to $5,365,465.  

 

CORRECTIONS TO THE POWERPOINT 2013 TEXTBOOK 

Page # Change 

PPT 126  The specific search criteria used to find online pictures on Office.com in Step 16 in this exercise 
(the Review Assignments) are no longer valid in each instance. Step 16 has been rewritten and 
now reads as follows: 

 16. Insert a new column to the left of the Location column. Use online pictures on Office.com to 

fill each cell in the new column with a picture of the flag of the country listed in the Location 

column. To locate each flag, enter appropriate keywords in the box next to Office.com in the 

Insert Pictures window. If you cannot find an image of a particular flag on Office.com, try 

searching Bing images from the Insert Pictures window.  
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POWER POINT 2013 ASSIGNMENT FALL 2015 

THE ASSIGNMENT AND/OR THE SUBMISSION PROCEDURES 

SEE COVERSHEET AND ATTEND CLASS FOR DETAILS! 
 

What will you need to complete the assignment? 

 Access to a computer with PowerPoint 2013 installed (all UNT computer labs have it). 

 PowerPoint data files (download them from the BCIS 2610 website). 

 PowerPoint 2013 textbook from custom, bundled BCIS 2610 textbook. 

 Storage medium (see notes above about backing up your work).  
 
Mastering PowerPoint is an important skill for business students to learn.  The Tutorials (chapters) 
teach you everything you need to complete the work.  Complete them BEFORE doing the cases! 
 
Description:  1. Complete the tasks below from your POWERPOINT 2013 textbook. 

   2. Put your name and section (BCIS 2610.002) on the title slide of every slidedeck. 
   3. SAVE ALL YOUR WORK FILES FOR YOUR RECORDS.  BACK THEM UP TOO. 
   4. Submit your work (coversheet and printouts) in class and by email (4 files in 1 zip) 
   5 ALL FILES YOU SUBMIT ELECTRONICALLY MUST BE IN A SINGLE ZIP FILE 
 

Tutorial 1:  

 Complete all steps on pages 1 thru 56, keep Membership Info.pptx & CSA New 
Member.pptx 

 Complete steps 1 thru 17 on pages 63-64 for Case 1, "Wind Lake” --  
 Submit by email (and keep) Employee Orientation.pptx 
 Staple the three printouts (black and white is fine) in step 17 to coversheet and 

submit it in class on the due date.  Your full name and section (BCIS 2610.002) must 
appear in the footer on every printed page you turn in.  To accomplish this modify 
your “handout master” and “notes master.”  You’ll need to “insert” the footer into 
the slides from the normal view or can also do this from the print menu. 

 
Tutorial 2:  

 Complete all steps on pages 69 thru 124, keep Essential Norway.pptx 

 Complete steps 1  thru 14 on page 127-128  for Case 1, "Ottawa Childrens” 
 Submit by email (and keep) Childrens Theater.pptx.  Make sure it runs properly.  

 
Tutorial 3:  

 Complete all steps on pages 137 thru 181, keep New Marketing Presentation.pptx 

 Complete steps 1-14 on page 184 for Case 1, " Blue Blazes” 

 Add footer with your name to all slides in your slidedeck. 

 Submit by email (and keep) Testing Centers.pptx.  Be sure to include audio file for 
the case in your zip file. 

 

Electronic and hardcopy submission will be utilized.  It is also required that you fill out and 
turn in the printed coversheet that is provided with attachments as required. 

1. Zip your three PowerPoint files (+ one audio) from the three cases into a single zip file named with your 
name as follows YourFirstname-YourLastname-Excel.zip. 

2. Addresses an email to the address provided on your coversheet and attach your ZIP file to your email. 
3. Put “BCIS 2610 PowerPoint Assignment by [Insert your first and last name]” in the subject line. 
4. Put “Please accept my PowerPoint assignment” in the body of the message. 
5. Send the email, with your zipped file attached, to the address provided on the coversheet before the 

due date/time it specifies.  CC yourself and make sure you get a receipt - Save both for your records. 
6. Turn in your coversheet before class on the due date with the three attachments from Tutorial 1.   
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EXCEL 2013 ASSIGNMENT FALL 2015 

YOUR INSTRUCTOR MAY MODIFY BOTH THE ASSIGNMENT AND THE SUBMISSION 
PROCEDURES – SEE COVERSHEET AND ATTEND CLASS FOR DETAILS. 

 

Mastering Excel is an important skill for business students to learn.  Complete all Tutorials (Chapters) 
BEFORE working on your assignment.  They will teach you what you need to know to complete your work. 
 

What will you need to complete the assignment? 

 Access to a computer with Excel 2013 installed (all UNT computer labs have it). 

 Excel tutorial files (download them from the BCIS 2610 website). 

 The Excel 2013 textbook from custom, bundled BCIS 2610 textbook. 

 Storage medium (e.g., CD-R, CD-RW, flash, floppy, network space, hard drive of your own) 
 

How to complete the Excel Assignments: 
1. Download from the 2610 website the Excel data files, and save to a storage medium of your choice.  

2. Complete Tutorials 1, 2 & 4 for background if needed.  
 

Description:  1 Complete the tasks below from your Excel 2013 textbook. 
   2 ELECTRONIC SUBMISSION WILL BE UTILIZED.   
   3 ALL FILES YOU SUBMIT ELECTRONICALLY MUST BE IN A SINGLE ZIP FILE 
   4 DO NOT SUBMIT ANY PRINTOUTS EXCEPT YOUR COMPLETED COVERSHEET 
   5 SAVE ALL PRINTOUTS AND WORK FILES FOR YOUR RECORDS.  BACK IT UP! 
 

Tutorial 3:  

 Complete all steps on pages 131 thru 181 - Add your name to the header of your 
worksheet.  Keep Fitness Tracker.xlsx 

 Complete steps 1 thru 15 on pages 184-185 for Case 1, "Hernandez Family.”   

 Add your name and “BCIS 2610.002” to the header of your worksheet.   

 Zip and keep Hernandez Budget.xlsx. Rename the zip file with your name as follows 
YourFirstname-YourLastname-Excel.zip  

 

Tutorial 6:  

 Complete all steps on pages 327 thru 382 – keep all the work for your records 
 Complete steps 1-13 on pages 384-385 for Case 1, "Cheese Plus Pizzeria” 

 Add a footer with your name and “BCIS 2610.002” to all worksheets.  
 Put all three files in a separate folder named T6.  Copy that folder in your zip file. 

 

Tutorial 11:  
 Complete all steps on pages 657 thru 688 & 702 thru 711 - “Chalcedony Fund”  

 Add a footer with your name and “BCIS 2610.002” to all worksheets. 

 USE THE REVISED TEXT PAGES FOR 707-711 (in BlackBoard). 
 Copy your Chalcedony Fund.xlsx to your zip file (be sure all the data is in it). 

 

Submit by email and keep all your work, just in case. 
 

Electronic submission will be utilized for this assignment.  It is also required that you fill out 
and turn in the printed coversheet that is provided. 

1. Zip your Excel files from tutorials 3, 6, and 11 into a single zip file (containing 2 files and 1 folder) 
named with your name as follows YourFirstname-YourLastname-Excel.zip. 

2. Address an email to the address provided on your coversheet. 
3. Put “BCIS 2610 Excel Assignment submission [Insert your first and last name]” in the subject line. 
4. Put “Please accept my Excel assignment.” in the body of the message. 
5. Attach your Zip files to your e-mail.  
6. Send the email to the address provided on the coversheet before the due date/time specified in the 

coversheet.  CC yourself and make sure you get a receipt - Save both for your records. 
7. Turn in your coversheet before class on the due date.  No other papers should be turned in.    
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PROJECT ASSIGNMENT, FALL 2015 

YOUR INSTRUCTOR MAY MODIFY BOTH THE ASSIGNMENT AND THE SUBMISSION 
PROCEDURES – SEE COVERSHEET AND ATTEND CLASS FOR DETAILS. 

 
Mastering PROJECT is an important skill for business students to learn.  Complete the Tutorials (Chapters) 
BEFORE working on your Cases.  They will teach you everything you need to know to complete your work. 

 
What will you need to complete the assignment? 

 Access to a computer with PROJECT 2010 installed (all UNT computer labs have it). 

 PROJECT DATA FILES (download them from the BCIS 2610 website) and the custom, bundled BCIS 
2610 PROJECT 2010 textbook. 

 Storage medium (CD-RW, flash,, network space, or access to hard drive) 
 
How to complete the PROJECT Assignments: 

1. Download from the 2610 website the PROJECT data files, and save to a storage medium of your choice, 
as described in General Assignment Guidelines.  

2. Complete the Tutorial 1, 2 & 3 assignments. Make sure to put your name and ID on the EVERY project. 
Save your .mpp projects in a storage medium of your choice creating a separate folder for each tutorial. 

 
Description: 
For this assignment you will need to complete the following tasks from your PROJECT 2010 textbook: 
******* SUBMIT ONE PRINTOUT (T1C1#9) – SAVE ALL OTHER PRINTOUTS FOR YOUR RECORDS ****** 
 

Tutorial 1 assignments:  

 Complete all steps on pages 13 thru 27 – keep Rooms.mpp 

 Complete all steps on pages 30 thru 51 – keep NewAV-1.mpp 

 Complete steps 1 thru 15 on page 54 for Case 1, "RIVER DELL/HOMES” 

 Submit & keep NewHome-1.mpp (Step #9: Print Gantt, attach to coversheet. Steps #11 & 
14: Keep notes, no deliverables.) 

 
Tutorial 2 assignments:  

 Complete all steps on pages 63 thru 96 – keep VPInstall-2.mpp 

 Complete all steps on pages 101 thru 125 – keep NewAV-2.mpp 

 Complete steps 1 thru 19 on page 127-128 for Case 1, "RIVER DELL/HOMES” 

 Submit & keep NewHome-2.mpp (Step #9: Keep notes. No deliverables for explanation.) 
 

Tutorial 3 assignments:  

 Complete all steps on pages 136  thru 160  – keep NewAV-3.mpp 

 Complete all steps on pages 164  thru 190 – keep MyAVPath-3.mpp  

 Complete steps 1 thru 24 on page 194-195 for Case 1, "RIVER DELL/HOMES” 

 Submit & keep NewHome-3.mpp (Steps #9, #10, & #14: Color changes optional. No 
deliverables for this.) 

 

Electronic submission will be utilized for this assignment: Send your completed assignments in 

an email to the specified address and fill out and turn in the printed coversheet that will be provided. 
1. Address an email to the email address provided in your coversheet. 
2. Put “BCIS 2610 Project Assignment submission [Insert your first and last name]” in the subject. 
3. Put “Please accept my Project assignment.” in the body of the message. 
4. Zip your Project files from Tutorials 1, 2, and 3 into a single zip file named with your name as follows 

YourFirstname-YourLastname-Excel.zip.and attach it to your email.  
5. Send the email with zipped file attached to the address provided on the coversheet before the due 

date/time specified in the coversheet.  Make sure you get a receipt and keep it.  
6. Turn in your coversheet before class on the due date.  
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BCIS 2610.002 Information Form 
Please complete and return this form to your instructor after you have studied the syllabus. 

You will be administratively dropped from the course if you do not turn in this form. 

 

Print Name: _____________________________________________ 
(required) 

 

Home/Cell phone (optional): _____________________________________  
 

Personal email (optional): ______________@_________________________  
 

 

Statement on understanding BCIS 2610 Syllabus & Policies and Procedures 
 

REQUIRED: PICK ONE OF THE FOLLOWING CHOICES AND INITIAL IT.   

I have read and agree to abide by the COURSE SYLLABUS and all of the above 

Policies and Procedures including those regarding “Code of Conduct and Ethics”   
(Initial) 

I am going to drop this course immediately. (Initial) 

 

 

 

 

STATEMENT ON POSTING GRADES (REQUIRED)  

Initial one of the following two choices and sign below:  

Recognizing the privacy in education provisions, I hereby request that my grades for 

this course (initial one of the choices):  

1. __________ be posted by the last four digits of my student ID (not EUID) 

OR this secret code ____ ____ ____ ____.  Secret code is optional 

      OR 

2. __________ DO NOT POST MY GRADES       
          .  . 

 
 

PLEASE SIGN AND DATE BELOW (required): 

 

          

 

                                

Signature Date 
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