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CATALOG DESCRIPTION
This course aims to provide the students with insights on how information technology improves our lives and how computers work. In addition, the students are equipped with practical computer skills regarding Windows, Word, and PowerPoint. 

  

Course Description
This is a first-year introductory course on information technology. It introduces the students to topics such as hardware, software, input and output, networks, storage, and the internet. It also expands their PC skills in Windows, Word, and PowerPoint. The detailed course content is provided below. 

AIMS AND OBJECTIVES

The aim of the course is to provide you with a basic understanding and appreciation of the information systems and technologies in our personal, social, and professional lives and in businesses and industry. In addition, the students are equipped with practical computer skills regarding Windows, Word, and PowerPoint.  
GENERAL LEARNING OUTCOMES
On successful completion of this course, all students will have developed knowledge and understanding of:
· Information technologies and systems hardware, software, and networks
· Using IT for personal and business productivity
· Ethical and social issues relating to information and IT
· The Windows Office environment and Word and PowerPoint.
On successful completion of this course, all students will have developed their skills in:
· Identifying various types of IT hardware and software and related technologies
· Recognizing the various applications of IT in our personal, social, and business lives.

· Appreciating the ethical and social impact of IT

· Using Windows and Office software for personal productivity
On successful completion of this course, all students will have developed their appreciation of and respect for values and attitudes regarding the issues of:
· IT and its impact on our personal, social, and business lives
· Information systems and productivity
· Ethics and social issues regarding data and information
· Office software for personal and business productivity
RELATIONSHIP WITH OTHER COURSES
This is the first part of a two-part series of introductory courses in information technology for business.  Students who successfully complete MGMT 171 will take MGMT 172 – Introduction to Information Technology II. 
LEARNING/TEACHING METHOD
Lectures, class discussions, reading material from textbook, lecture notes on the Web, quizzes, exams, lab sessions and assignments.
ASSIGNMENTS

Assignments will be given to enhance the students’ understanding and practice of hands on lab sessions using Office software packages.   

INDICATIVE BASIC READING LIST

None

EXTENDED READING LIST

None
SEMESTER OFFERED
Fall and Spring Semesters
TENTATIVE SCHEDULE 
The detailed course content is provided below.   
	Week 
	Lecture Topic 

	1
	Ch.1 Computers and You

Ch.1  Introduction to Word: understanding and customizing word, using features that improve readability, checking spelling and grammar, displaying a document in different views, modifying document properties.

Ch.2  Document Presentation: applying font attributes, controlling word wrap, setting off  paragraphs with  tabs, borders, lists, and columns, applying paragraph formats, using styles, graphical objects, and symbols.

	2
	Ch.1 Computers and You

 Ch.3 Collaboration and Research: inserting comments, tracking changes, acknowledging a reference, creating and modifying footnotes and endnotes, inserting table of contents and index.

Ch.4 Document Productivity: inserting and formatting a table, sorting and applying formulas to table data, converting text to table.

	3
	Ch.3 Input/Output and Storage
Ch.5 Desktop Publishing and Graphic Design: inserting and manipulating graphical objects, using OLE to insert an object, updating a linked object.

Ch.6 Time Saving Tools: selecting a template from backstage view, creating a word template, viewing documents side by side, merging documents, using navigational tools, customizing theme colours, theme fonts, and effects.

	4
	Ch.3 Input/Output and Storage
Ch.7 Document Automation: creating an electronic form, inserting form controls, protecting a form, applying document restrictions, setting passwords, using digital signatures.

	5
	Ch.4 System Software
Ch.1 Introduction to PowerPoint: using powerpoint views, saving as a slide show, planning a presentation, assessing presentation content, using slide layouts, applying themes, reviewing the presentation, inserting media objects, adding a table, using animations and transitions, inserting a header or a footer, running and navigating a slide show.

Ch.2 Presentation Development: creating a presentation using a template, modifying a template, creating a presentation in outline view, modifying an outline structure, importing an outline, adding existing content to a presentation, using sections, examining slide show design principles, modifying a theme.

	6
	Ch.4 System Software

Ch.3 Presentation Design: creating shapes, applying quick styles and customizing shapes, creating  and modifying smartart and workart, modifying and arranging objects.

Ch.5   Inforgraphics: creating a poster or a banner, drawing a table, creating a table structure, formatting table components, changing table layout, sharing information between applications, identifying chart types and elements, creating and inserting a chart, changing a chart type and the chart layout, formatting chart elements.

	7
	Ch. 5Application Software   

Ch.6 Interactivity and Advanced Animation: inserting and using hyperlinks, adding action buttons, using a trigger, applying multiple animations to an object, applying a motion path animation, specifying animation settings and timing, animating text, using the animation pane.
 Ch.7 Customization: setting powerpoint options, customizing the ribbon, using combine shape commands, modifying handout and notes masters, modifying a slide master, saving a slide master as a template, creating a custom slide show, running and navigating a custom slide show, designating and displaying hidden slides. (T)
Ch.8 Collaboration and Distribution: showing and hiding markup, comparing and merging presentations, viewing presentation properties, checking and protecting a presentation, selecting a presentation file type, saving and sending a presentation.

	8-9
	Midterm Exams (24 April – 6 May)

	10


	Ch. 5Application Software 

Ch.1  Introduction to Excel: effective workbook and worksheet design, exploring excel window, entering and editing cell data, using symbols and the order of precedence, using auto fill, displaying cell formulas, managing worksheets, managing columns and rows, selecting, moving, copying, and pasting, applying alignment, font options, and number formats, selecting page setup options.

Ch.2  Formulas and Functions: using semi-selection to create a formula, using relative, absolute, and mixed cell references in formulas, avoiding circular references, inserting a function, using SUM function, inserting basic statistical functions, using date functions, using logical, IF, lookup, and financial functions, creating and maintaining range names and using range names in formulas

	11
	Ch.6 The Internet and the World Wide Web

Ch.3 Charts: deciding on chart types, creating a chart, changing a chart type, changing the data source and structure, applying a chart layout and a chart style, moving a chart, inserting and customizing a sparkline, selecting and formatting chart elements, customizing chart labels, formatting the axes and gridlines, adding a trendline.

	12-13
	Ch.7 Networks: Communicating and Sharing Resources

Ch.4 Datasets and Tables: freezing rows and columns, understanding table design, creating a table, applying a table style, sorting data, filtering data, using structured references and a total row, applying conditional formatting, creating a new rule, sorting and filtering using conditional formatting.

	14-15
	Ch.8 Wired and Wireless Communication

	16
	Final Exams (22 June – 4 July)

	
	Lecture Topic 
	Exam 

	
	Introduction to Information Technology (L)

Introduction to PC and Windows Environment (T) 
	  

	
	Ch.1 (Beekman and Beekman): Exploring Our Digital Planet (L) 

Introduction to Microsoft Word (T) 
	  

	
	Ch.2 (Beekman and Beekman): Hardware Basics: Inside the Box (L)

Word Basics: Creating, Formatting Saving, and Others (T) 
	  

	
	Ch.2 (Beekman and Beekman): Hardware Basics: Inside the Box (L)

(continued)

Proj.1 Word Int.: Intermediate Formatting Techniques (T) 

Including Using Single or Multiple Headers and Footers, Section and Page Breaks, Finding and Replacing Text, Moving to Specific Document Locations using GoTo. 
	  

	
	Ch.3 (Beekman and Beekman): Hardware Basics: Peripherals (L)

Proj.2 Word Int.: Using Styles (T) 

Including Creating, Modifying, Deleting Paragraph and Character Styles.
	  



	
	Ch. 4 (Beekman and Beekman): Software Basics: The Ghost in the Machine (L)

Proj.4 Word Int: Enhancing a Table (T) 

Including Moving rows& columns, sorting rows in alphabetical or numeric orders, merging cells, aligning cell entries, inserting formulas in tables, using predefined table formats, drawing a table which does not have a regular matrix shape, converting text to table or table to text.
	

	
	Ch. 4 (Beekman and Beekman): Software Basics: The Ghost in the Machine (L) (continued)

Proj.5 Word Int: Creating and Using Columns (T)

Including Designating, typing in, assigning, adjusting, viewing columns and inserting column and section breaks
	

	
	Midterm Exams (4-14 April)
	Midterm Exam30%

	
	Introduction to PowerPoint (L)

Introduction to PowerPoint (T)
	

	
	Ch.5 (Beekman and Beekman): Productivity Applications (L)

 Proj.1 PowerPoint Basic: Getting Started with PowerPoint(T) Including creating a new presentation and exploring PP window, and Proj.2 PPoint Basic: Creating Presentations (T) 

Including using templates, exploring PP's views, moving among slides in normal view, running an electronic slide show, and saving your presentation
	

	
	Ch.5(Beekman and Beekman): Productivity Applications (L) (continued)

Proj.3 PP Basic: Modifying Presentations (T) 

Including opening an existing presentation, adding and deleting slides, changing slide order, adding, demoting and promoting text, selecting and moving text, creating speaker notes
	

	30th April 
	Ch.6 (Beekman and Beekman): Graphics, Digital Media, and Multimedia (L)

Proj. 6 PP Basic: Changing a Presentation

Including using templates, working with colour schemes, changing the slide background, working with a Slide Master
	

	7th   May
	Ch.8 (Beekman and Beekman): Networking and Digital Communication (L)

Proj.7 PP Basic Automating Electronic Slide Shows (T)

Using Slide Transitions, Adding Text Animation, Timing the Slide Show Presentation.
	

	14th May
	Ch.8 (Beekman and Beekman): Networking and Digital Communication (L) (Continued)

Proj.7 PP Basic Automating Electronic Slide Shows (T) (Con.)

Using Slide Transitions, Adding Text Animation, Timing the Slide Show Presentation.
	

	21st May
	Review 
	

	
	24th May: Last Day of Classes;  28 May - 12June : Final Exams
	 Final Exam 40 %


The detailed course timetable may be modified to fit the needs and the pace of each group. 

This timetable DOES NOT SHOW official holidays.  Check university academic calendar for these.

GRADING CRITERIA

A: The student will have mastered all topics presented.  Assessment is mostly based on the student’s written work. All quizzes, assignments, and exams will be successfully completed. The student will also display an active level of participation    in the classroom.

B:  The student will have a solid understanding of the course material.  Exams, quizzes, and assignments will have mostly been completed.  Occasional class participation is expected.

C:  The student will have gained a rudimentary understanding of the topics presented.  Exams and most of the quizzes and assignments will be completed.  Minimal class participation is expected.

D:  The student will have limited knowledge of the class material.  Exams must be passed, and some quizzes and assignments must be completed.  Class participation is almost non-existent.

F :  The student does not display the necessary level of knowledge and learning to pass the course.  Essentially, some or all of the exams, quizzes, and assignment are not completed or do not meet course standards.  Class participation is totally or almost non-existent.
   METHOD OF ASSESSMENT
	Midterm Examination
	  30  %

	Final Examination
	  40  %

	Quizzes – short answer format

	  30  %

	                               TOTAL
	 100  %


COURSE POLICIES

	1.
	Regular class attendance is strictly required especially for lab sessions. You are also expected to be present on time. 

	2.
	Exams will include assigned readings in your text as well as material covered during the class meetings.

	3.
	During the course of the semester, you may be given some written assignments. There will also be at least two announced quizzes; both before and after the midterm exam.  

	4.
	You will be given one midterm exam during the midterm exam period and a final examination at the end of the semester. The final examination will include all topics covered during the semester.

	5.
	You are expected to take the exams on the days at which they are given. Therefore you should make every effort to take good care of yourselves in order not to get sick during the exam periods.

	6.
	Behavior befitting a mature university student is expected of you at all times. 

	7.
	Mobile phones should definitely be turned off during the class meetings, examinations, and quizzes.



Important note:

Plagiarism will not be tolerated under any circumstances.  Plagiarism is intentionally failing to give credit sources used in writing regardless of whether they are published or unpublished.  Plagiarism (which also includes any kind of cheating in exams) is a disciplinary offence and will be dealt with accordingly.
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