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COURSE DESCRIPTION 

Introduces and develops foundational skills in applying essential and emerging business productivity 
information technology tools. The focus of this course is on business productivity software applications, 
including word processing, spreadsheets, databases, presentation graphics, data analytics, and business 
oriented utilization of the internet. 

STUDENT LEARNING OUTCOMES 

Upon successful completion of the course, students will be able to:  

• Describe the fundamentals of information technology concepts – hardware, software, security, 
and privacy.  

• Demonstrate proper file management techniques to manipulate electronic files and folders in 
local, network, and online environments.  

• Create business documents with word processing software using spelling and grammar check, 
format and layout, tables, citations, graphics, and mail merge. 

• Create business documents and analyze data with spreadsheet software using (1) tables, 
sorting, filtering, charts and graphics, pivot tables, macros; (2) statistical, financial, logical and 
look-up functions and formulas; and (3) add-ins. 

• Create business multimedia presentations with presentation software using templates, lists, 
groups, themes, colors, clip art, pictures, tables, transitions, animation, video, charts, and views.  

• Create databases and manage data with database software using tables, fields, relationships, 
indexes, keys, views, queries, forms, reports, and import/export functions. 

• Integrate business software applications. 
• Use web-based technologies to conduct ethical business research.  
• Use “goal seeking” and “what-if analysis” to solve problems and make 

adjustments/recommendations in a business environment. 

PARTICIPATION STATEMENT: Students must actively participate by completing an academic assignment 
by the official census date. Students who do not do so, may be dropped from the course.  

REQUIRED COURSE MATERIALS: Will be current. Students should contact their instructor prior to 
purchasing the text and supplies to confirm required course materials.  

STUDENT CONTRIBUTIONS, RESPONSIBILITES AND CLASS POLICIES: Will be posted by the instructor in 
individual course syllabus. Students should contact their instructor if they have any questions.  

ACADEMIC INTEGRITY: Refer to Midland College’s Scholastic Dishonesty and Academic Misconduct 
policy: https://www.midland.edu/about/public-info/scholastic-dishonesty.php   

https://midland.edu/about/media/documents/vitae/lumpkin-adriana.pdf
https://midland.edu/about/media/documents/vitae/shreves-shawn.pdf


HONORS PROGRAM: Students interested in taking a course for honors credit, should contact their 
instructor. Refer to the Midland College Honors Program webpage for more details: 
https://www.midland.edu/academics/honors.php   

DROPPING THE COURSE: Check the MC College Calendar for the last day to withdraw from the course 
and receive a “W.” Please talk to the instructor before withdrawing.  

EVALUATION OF STUDENTS: Will be posted by the instructor in individual course syllabus. Students 
should contact their instructor if they have any questions.  

NON-DISCRIMINATION STATEMENT: Midland College does not discriminate on the basis of race, color, 
national origin, sex, disability or age in its programs and activities. For information and inquiries 
regarding Midland College’s non-discrimination policies, go to: 
https://www.midland.edu/about/tix/index.php  

For further information on notice of non-discrimination, visit the ED.gov Office of Civil Rights website, or 
call 1 (800) 421-3481.  

DISABILITY SUPPORT SERVICES: Any student who, because of a disabling condition, may require some 
special arrangements to meet course requirements should contact disabilities support services as soon 
as possible at:  https://www.midland.edu/services-resources/accommodation-services.php  

Conditions may include documented physical or educational disabilities. Please be aware that services or 
accommodations are not automatic. Each student must request them and secure the proper 
authorizations/documentation. Accessibility Links can be found on the Pages tab in Canvas. 

BUSINESS & INFORMATION TECHNOLOGY DIVISION OFFICE CONTACT INFORMATION 

• Vice President of Instruction: Dr. Frank De La O  PAD-139 – 432-685-6812 
• Dean: Dr. Son Mai     TC-150 – 432-685-4611 
• Chair: Ms. Shawn Shreves    TC-109 – 432-685-4613 
• Division Secretary: Ms. Beronica Villagas  TC-152 – 432-685-4503 
• Division Coordinator: Ms. Angelina Dolaptchieva  MHAB-174 – 432-685-6830 

 


