


Business Administration 1800
Computers and Information Systems

Skills Driven Syllabus
Fall 2008


Course Description:
This course covers the basic concepts of networked microcomputers including the basics of file management on local and remote computers, electronic mail, Internet browsers, and web page development.  Students are also exposed to applications used in problem solving, communication, and making informed decisions, including word processors, presentation software, electronic spreadsheets, and databases.  The characteristics of computer hardware and software used in implementing various applications are considered.  Students will develop skills in utilizing applications that run on familiar computer platforms.

Course Objectives:
· Access and/or generate information using a variety of technological information sources, including personal productivity tools (word processing, presentation packages, electronic spreadsheets, and databases) and information on public networks, such as the Internet
· Create and evaluate information for its currency, usefulness, truthfulness, and accuracy using electronic spreadsheet and database management systems.
· Organize, store, and retrieve information effectively using personal productivity tools, including electronic spreadsheets, database management systems, and file transfer protocols
· Present information clearly and concisely, using contemporary technologies such as the graphics features of an electronic spreadsheet, presentation software, and reporting facilities of a database management system.
· Effective communication using computer technologies including electronic mail.


Course Materials:
Required Books:	texts may change from semester to semester
Recommended:	flash drive or thumb drive to ease file portability

General Information:

Course Coordinator:  Mimi Duncan         225 CCB	516.6282
	 Office hours:  9:45 until 10:45 a.m. T/R or by appointment during Fall and Winter semesters
E-mail:  duncan@umsl.edu   web page:  www.umsl.edu/~mduncan 

Business School/Second Floor Secretary:
Karen Walsh    211 CCB	516.6267  E‑mail:  karen_walsh@umsl.edu	
Fax Number:  516.6827	Mail Room:  210 CCB     
BA 1800 web page link:  BA 1800 web page (This page contains Instructors’ information, tutor office hours, and e-mail links.)



Exams:
The exams given during the semester and the final exam will cover material from the texts, lectures, handouts, and assignments.  A grade of 0 will be given for any exam missed without the instructor's consent.  Makeup exams may only be given to students who have contacted the instructor prior to the published date of the exam.  Permission to take a make-up exam is based on documented proof and is at the instructor's discretion.  The Final Exam is comprehensive.  There will be review sessions for the Final Exam. The Final Exams will follow the schedule listed in the Finals Schedule in the official campus calendar.   


Assignments:
Assignments will be given periodically during the semester.  The due dates are listed by each instructor, but may be subject to change as course work proceeds.  Each assignment must be turned in with the proper format.  Assignments should reflect the student's own work.  There are many ways that an instructor can verify a student's work.

Disability statement:  
If anyone has a health condition or disability, which may require accommodations in order to effectively participate in this class, please contact the Disability Access Services Office in 144 Millennium Student Center at 516.6554. Information about your disability will be regarded as confidential. 


Class participation:
It is essential that you come to class prepared with the proper text and other necessary materials.  You should be ready to take part in class discussions.  During almost every class period, hands-on computer time will be allocated to practice what has been taught.  In addition to class participation, you will spend time outside of class to complete your assignments and to build skills.  You must practice in order to achieve proficiency in the software packages.


Policy Statements:
University policy clearly defines the requirements for academic honesty and defines disciplinary actions to which a student may be subject if these requirements are violated.  All students are expected to respect their classmates, the instructor and the university.  Civility is a basic requirement.  
This syllabus may be revised at the discretion of the instructor without prior notification or consent of the student.




Semester Schedule with Topics/Skills Covered


	Week
	Topic/Skill

	1
	· Syllabus discussion
· Network access and storage
· E-mail setup
· On-line resources 
· Optional BA 1800 placement exam

	2
	· Computer fundamentals
· Bits, bytes and binary number system
· Types of computers
· Ethics
· Netiquette
· Acceptable use policy
· Plagiarism, fair use, etc.

	3
	· File management with Office Fundamentals
· My Computer
· Windows Explorer
· File naming and folders
· E-mail
· Professional usage
· Management
· Attachments and signatures

	4
	· System Software and Application Software
· The System Unit
· Input/Output and Storage

	5
	· Word  
· Document organization
· Formatting
· Styles, paragraphs, headers/footers, page #’s
· Table of Contents and Index
· Desktop publishing

	6
	· PowerPoint
· Create, modify and enhance presentations
· Inserting graphics
· Inserting tables
· Templates and styles
· Animations and transitions
· Printing
· Rehearsing the presentation

	7
	· The Internet and the WWW
· History
· Usage
· Searches
· Wired and Wireless Communication
· Devices
· New technologies

	8
	· Networks and Networking
· LANs
· WANs
· Topologies




	
9
	· Begin Web Page Development
· Graphics and lines
· Tables and links
· Enhancements
· Documentation 
· FTP

	10
	· Excel 
· Worksheets
· Formatting choices

	11
	· Excel continues
· Formulas and functions
· Charts and OLE

	12
	· Access
· Relational databases
· Tables (design and use)
· Forms (design and use)
· Reports (design and use)
· Queries (design and use)

	13
	· Privacy
· Cyber Crime and Identity Theft
· Security
· Authentication approaches
· New technologies
· Hackers
· Profiles
· Recent cases
· Viruses
· Defined
· Types
· Combating

	14
	· E-Commerce:
· B2B
·  C2C
·  B2C
· Clicks and Bricks
· Successful E-Commerce sites

	15
	· Current IS/IT topics



Individual instructors may spend different amounts of time on specific topics and teach the topics/skills in a different order..  The above table is meant to be a general guideline for a semester-long class. 
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