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RUTGERS - CAMDEN

Fall Semester, 2010
09/01/2010 – 12/20/2010

Course:

52:135:201 Introduction to Business Computing  

Texts:

Evans,  Technology in Action, latest edition, Prentice Hall  


Grauer,  Office 2007 , Prentice Hall  


                  
Professor:
Edward McHugh 

Office hours:
Monday, 5:00 p.m.– 6:00 p.m., BSB 124  

e-mail: 

mchugh@crab.rutgers.edu


Crs.  Dscrptn:     Introduction to personal computer hardware, software; spreadsheet development; 

word processing; presentation graphics; LANs, WANs, and the Internet.

Course Objectives: 

· To introduce the student to the art of communicating successfully using computer-driven technology; 

· To provide the student with "hands-on" experience composing clear, concise, and meaningful business - related written communications using a computer;

· To familiarize the student with the fundamental concepts, functions, and hardware of a personal computer;

· To provide the student with a working knowledge of computer-enhanced problem solving techniques; 

· To provide the student with a working knowledge of selected computer software programs including but not limited to Microsoft® Windows; Microsoft® Word; Microsoft® Excel; Microsoft® PowerPoint; 
MS® Access; MS®  Publisher ; and Statistical Program for the Social Sciences (SPSS).   

Teaching "Style":
· Computer-related concepts are introduced by instructor and are followed by instructor/class discussion thereof to ensure student understanding. Discussions include relevant, practical examples of concept application borrowed from instructor’s work-related experience. 

· Instructor-facilitated, “hands-on” application. Student exercises/projects, designed to develop student proficiency in the use of selected computer software programs, are initiated in class and completed by students during other than class time. Skills gained as a result of this practicum are transferable to various coursework at the School of Business and future occupations.    

Projects:
Students are required to complete all assigned projects and submit each on the date due. Projects submitted after the due date will not be considered.

Please Note:

Disabled students in need of classroom accommodations must contact Dean Barbara Detterline in the Office of Student Life to make arrangements. She can be reached at 856-225-6043.
Evaluative Technique:  Mid term exam 35%; Final exam 35%; Projects 30% 

Grading Methodology:  [100-90 = A; 89-80 = B; 79-70 = C; etc.]

Introduction to Business Computing

	Week
	DATES
	Technology
	I.C. LABS

(CD-ROM)

	1
	09/08 
	Chapter 1
	Appropriate

Lab(s) for

Chapter 

being studied.

	2
	09/13 
	Chapter 2
	

	3
	09/20 
	
	

	4
	09/27 
	Chapter 3
	

	5
	10/04 
	
	

	6
	10/11
	Chapter 4
	

	7
	10/18  
	
	

	8
	10/25 
	Exam
	

	9
	11/01 
	Chapter 5
	

	10
	11/08 
	Chapter 6
	

	11
	11/15
	Chapter 7
	

	12
	11/29
	Chapter 8
	

	13
	12/06
	Chapter 9 
	

	14
	12/13
	
	

	15
	12/20
	Exam
	


Technology in Action
Proposed Schedule of Assignments
Introduction to Business Computing

 Office 2007
Proposed Schedule of Assignments

	 Day
	DATES
	AREA OF

CONCENTRATION
	OFFICE 2007

	1
	09/08
	Orient./MS Win. OS
	xxi ; xl

	
	
	
	WN0  ; WN1

	2
	09/13
	MS Windows OS
	WN2  ; WN3

	
	
	
	WNW

	3
	09/20
	MS Word
	WD0  ;  WD1

	
	
	
	WD2  ;  WD3

	4
	09/27
	MS Word
	WD3   ;  WDW

	
	
	
	WDW

	5
	10/04
	MS Excel
	EX Menus

	
	
	
	EX0  ;  EX1

	6
	10/11
	MS Excel
	EX1  ;  EX2

	
	
	
	EX2  ;  EX3

	7
	10/18  
	MS Excel/Publisher*
	EX3  ;  EXW

	
	
	
	EXW

	8
	10/25 
	
	EXW ; AC0

	
	
	
	AC0  ;  AC1

	9
	11/01
	MS Excel/MS Access
	AC1  ;  AC2

	
	
	
	AC2  ;  AC3  

	10
	11/08
	MS Access
	AC3  ;  ACW

	
	
	
	ACW

	11
	11/15
	PowerPoint/ MS Excel
	pppry

	
	
	
	PPO  ;  PP1

	12
	11/29
	MS PowerPoint
	PP1  ;  PP2

	
	
	
	PP2  ;  PP3

	13
	10/06
	SPSS*/ MS Excel
	PPW

	
	
	
	

	14
	12/13
	WEB Taxes/ PP Report
	TBA

	15
	12/20
	
	TBA


* Not part of Microsoft® Office 2007 text

