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School of Management

MMG504 CL01 – Computer Applications for Business

Fall Semester 2008 - 3 Credits

"I think there is a world market for maybe five computers." ~Thomas Watson, Chairman of IBM, 1943
WELCOME
Welcome to Computer Applications for Business! I am excited about our professional collaboration in the exploration and discussions of technology, research, and Internet capabilities. In our current business environment of change, technology is playing a more significant role than ever before. I am looking forward to exploring the many facets of this topic with all of you. 

Instructor:
Catherine Seo, M.S.

Office: 617.868.1000 x1395

Cell: 617.721.9463

Fax:
617.547.4233


E-mail: catherine.seo@gmail.com or catherine.seo@cambridgecollege.edu


Office Hours: By appointment


I am available to ensure adequate understanding of course requirements and to offer assistance and suggestions.  I may be contacted between 9:00 am. and 9:00 pm., except on Sundays.  The use of e-mail is encouraged.  If possible, calls will be returned on the same day. I generally answer email within 24 -48 hours, oftentimes sooner.

Class Materials:  Class Website: http://www.inforesearching.com

Additional materials, handouts and on-line resources will be provided by instructor.

Required Text: Presentation Zen: Simple Ideas on Presentation Design and Delivery by Garr Reynolds, New Riders Press, 2008.

Course Dates and Time: (please note that ending times are approximate)

Friday evenings Sept 22, Oct 6 & 20, Nov 3 & 17, Dec 1 & 15


Time: 6:10 – 10:40 pm

Location: All classes will meet at School of Management/17MOB room #413
Additional Dates:

· October 6, 2008


Last day of add/drop

· October 13, 2008


Columbus Day, Offices closed, Classes held

· November 11 2008


Veterans Day Observed, Offices closed, Classes held 

· November 27-28, 2008

Thanksgiving Holiday, Offices closed, No Classes held

· December 1, 2008


Online Web Registration for Spring 2008 for continuing students

· December 12, 2008
ILP submission due date to faculty

· Dec 23, 2008 – Jan 2, 2009
Winter Recess, Offices Open, No Classes held

· January 16, 2009
Grades posted (due date – will most likely be posted earlier)

Course Catalog Description:  This course familiarizes learners with the personal computer, Windows, word processing (Microsoft Word), spreadsheet (EXCEL), presentations (PowerPoint), E-mail and the Internet (Internet Explorer and Mozilla Firefox). Also the Cambridge College online Library and CC Portal.

Students get hands-on experience with these applications and an overview of personal and professional uses. Students progress from a beginning level through an intermediate level. 
Course Outline

Purpose: The purpose of the course is to introduce participants to the components of computer applications. The course also provides a coherent overview of the philosophy of computer applications their benefits, rational and design features. Emphasis will be placed on students developing a specific set of skills as well as how to find answers and resources pertaining to the development of their specific skills. 
Students are required to create and participate in a dynamic learning environment and develop a skill set where they teach and learn form each other. The course will also provide an introduction to the Cambridge College computer system for communications, research and group work which will lay the foundation for future course work in the Management, Healthcare Management and Education Programs.
Students begin with the basics of each software application and progress beyond intermediate level and integrate their knowledge of software applications into their professional work and graduate study.

· Provides a hands-on introduction to the personal computer 

· Basic skills for Windows environment on PC

· Basic skills for word processing in Micro Soft WORD 2007 (MS Word)

· Basic skills for spread sheets in Micro Soft EXCEL 2007 (MS Excel)

· Basic skills for presentations in Micro Soft POWERPOINT 2007 (MS PowerPoint)

· Basic skills for use and research on the Internet

· Overview of Cambridge College technology

· Outlook Express email

· CCOL Cambridge College Online Library

· My CC Portal

Course Content and Design:  
Course Requirements: In order to receive a credit or a grade of B or better in this class, the following are required:

· Class participation: Students are required to participate in class discussions and learning activities and assessments.

· Attendance: Unless otherwise notified by the instructor, students are expected to attend all classes for the full time period.  If for some extenuating circumstances students are not able to attend class, the following make-up work will be required. If you have missed:

· One session (3 hrs., 20 mins.), select one (1) of the following:

1. A half-grade lower based on attendance

2. A 5-page written review of your learning from the required text

3. A 5-page written review of some other reading you have done that is relevant to your studies in this seminar

4. Leading a class discussion or learning activity on an issue relevant to 
the seminar (could be related to a work situation).  This option 
must be approved and scheduled by the seminar leader

· Two sessions (6 hrs. 40 mins), select one (1) of the following (in addition to the make up assignment for the first missed class)

1. A full grade lower based on attendance

2. A 5-page written review of your learning from the required text 

3. A 5-page written review of some other reading you have done that is relevant to your studies in this seminar

4. Leading a class discussion or learning activity on an issue relevant to the seminar (could be related to a work situation) This option must be approved and scheduled by the seminar leader.

· If it is necessary to miss more than two sessions, course credit may not be given for the seminar. See Seminar leader. 

Outcomes of the Course: Knowledge of computers and their application is used to transform organizations, create new opportunities, new structures and changes to how we learn, work and play. The outcome of the course is to provide the foundation of basic computer knowledge and software applications for use in school, work and play. At the end of the course the student will be able to apply their learning for completing future coursework

Students will:

· Develop fundamental concepts of Windows, Word, Excel, PowerPoint, E-mail, and the Internet and to learn to use them as tools in a variety of settings.

· Use MS Word, including templates and file management systems, as an infrastructure for written course work.

· Use MS Excel for spreadsheet functions and formulas.

· Use MS PowerPoint to create a professional or academic presentation.

· Use the Internet to support professional communication or academic research.

· Be familiar with computer terminology as it relates to basic software applications such as MS Word, PowerPoint and Excel.
· Overcome fears and imagined limitations, such as computer phobia, returning to school, and learning how to use the computer

· Design projects relevant to studies and professional and personal lives

· Use Internet search methods using different browsers including Internet Explorer (IE) and Microsoft Explorer to access search engines for searching the World Wide Web.
· Use email and be able to send attachments.
Strategies for Assessing Student Performance and Awarding a Letter Grade:

· Use MS Word, including templates and file management systems, as an infrastructure for written course work.

· Use MS Excel to develop spreadsheets and use formulas.

· Use MS PowerPoint to create a professional or academic presentation.

· Use the Internet to support professional communication or academic research.

· Students will use computer applications taught in this course to develop a paper and Power Point presentation.

Grading Policy:

The following standards will be applied to all assignments:

• Presentations must be well thought out and organized, and given within the time frame designated

• All written assignments must be carefully proofread, organized and well written; papers submitted that do not meet these standards must be rewritten

• It is also expected that each student will increase her/his knowledge and skill level, understanding of processes, and widen his/her perspective in each of the learning outcomes described above.

“Credit” will be given for class work that meets these requirements; “No Credit” will be given if a student misses more than one half of a class, or fails to complete assignments; an “Incomplete” will be submitted if assignments have been missed, but only when students arrange to complete the work within a reasonable, agreed-upon period, not to exceed the end of the following semester.

For students who request letter grades, “A” (the highest grade that will be awarded) represents a high level of involvement with and understanding of the concepts, processes and skills read, discussed and explored in this learning community, as demonstrated in class participation, a well-written Learning Log, and participation in small group or individual presentations.  “B” is the lowest grade that will be entered work is average work at the graduate level.  No other letter grades will be given.

Incompletes
Incompletes will be given only upon request and only for good cause.  Incompletes will not be given if a student has missed so much of the course that it is, in a practical sense, impossible to make up the work. An incomplete must be converted to a letter grade within one semester.  

Plagiarism

Plagiarism is the presentation of another person’s work as if it were your own.  It can take many forms.  The most obvious form is to turn in a paper that someone else wrote.  Or, you might copy material from a book or an article and present it as your own work.  When you use words that are directly copied from a source, you must place them in quotation marks and cite the source, using APA format.  You might make a few changes in the text, and then think that it is permissible to present the material without using quotation marks or without citing the source.  In this care, you are paraphrasing, and paraphrasing is still plagiarism.  You must explicitly say that you are paraphrasing and cite the source from which you took the original material.  Plagiarism is academic misconduct and will be severely penalized.  Do not plagiarize.  If you do, expect that if you are caught you will face disciplinary procedures that can include expulsion from the College and will almost certainly result in your receiving NO CREDIT in this class.

Need for Accommodation:  If you have a disability that may prevent you from fully participating and demonstrating your abilities, you should talk to me as soon as possible so that we can discuss accommodations necessary to facilitate your learning and academic success.  Accommodations are determined on an individual basis and include, but are not limited to, sign language interpreters, note takers, audio recording, tutorial services, priority registration, course modification, parking, and classroom modification. Please contact Cecelia Cull phone 617-873-0191, to discuss your disability. She can arrange for and monitor services you need in compliance with the Americans with Disabilities Act.

Online Library Services: (we will cover in detail during class)
For a description of all library services and resources, see “All About Library Services and Resources at Cambridge College” see http://www.cambridgecollege.edu/student/research.cfm
For instructions for using library services, see www.cambridgecollege.edu/student/research.cfm

We will cover this extensively in this course as well.
Cambridge College Online Library (CCOL) provides an extensive collection of full-text articles from thousands of scholarly journals and full-text books, live reference librarian support 24 hours every day, and instruction and resources for doing research in all our subject areas. It’s free, it’s always available, and it is at www.cambridgecollege.edu/library
For instructions and resources for researching and writing your research papers, see www.cambridgecollege.edu/student/research.cfm
CLASS AGENDA

TOPICS

Overview of the course

Computers - window into an entire universe 

How to navigate and discover new worlds

Getting Started

Computer Basics

- Introduction to computer systems

- Operating Systems & Windows

- Internet, E-mail & Browsers

- Cambridge College Portal and eLibrary

Possible topic depending on interest:

- Web 2.0 and social networking

- BLOGs

- WIKIs

Micro Soft WORD 2007

- Introduction to word processing and Micro Soft WORD

- Creating and Editing a Document

- Formatting a Document

- Creating a Report or Research Paper

- Creating Tables

- More Word & Email

Micro Soft EXCEL 2007

- Introduction to spreadsheets and EXCEL

- Creating a Worksheet

- Using Excel functions and formats

- Creating Charts

· Managing and Analyzing a Complex Workbook

Presentation ZEN/creating SPECTACULAR presentations
- Design is a big, big deal. We all have a responsibility to understand its potential and its power. You do not need to be a designer — but you do need to become more design sensitive or "design mindful." ~Garr Reynolds
Micro Soft POWERPOINT 2007

- Introduction to presentation software and Micro Soft PowerPoint

- Creating a Presentation

Bringing it all together

- Integration with Excel and Word

- Integration PowerPoint, Excel, and Word

Final Presentations

- Presentation of PowerPoint slideshows

Wrapping it all up

- Review & Course Evaluation
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