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INTRODUCTION TO COMPUTERS IN BUSINESS

INSTRUCTOR:

OFFICE HOURS:

COURSE MATERIALS:

FREREQUISITES:

COURSE DESCRIPTION
AND OBJECTIVES:

COURSE OUTLINE
FALL 2001

Kamelia Djonova

{MTice: E 401 Station 3
Office telephome: 539-2232
Res. telephone #: 539-0224
E-mail: djonova@gpre.ab.ca

Friday 10:30 to 11:30 a.m. or by appointment

Notes & assignments (o be distributed in class
Two 1.44 MB Noppy diskettes

MNone

This course will introduce the most common computer
hardware and software related concepts and terminology,
thus providing the students with the necessary knowledge
and understanding of the role of microcomputers in
problem solving in business. The students wall be
familiarized with the basic characteristics and features of
PCs and how they relate to optimal computer performance
to meet specific business requirements.

System software covered in this course will consist of
Windews 98, application software will include Microseft
Word 2000, Microsoft Excel 2000, and Microsoft Power
Point 200, Students will be expected to gain and
demonstrate working knowledge in the above applications.
In addition, a brief coverage of the basics of the World
Wide Web and its accessing will be provided.



COURSE POLICIES:
Anendance:

Assigrments:

GRADING:

Students are expected to artend all classes [ a student
misses a parbcular class, he or she will be responsible tor
arranging to obtain any matenal or assignment that was
handed out during that class.

Every assignment is to be handed in at the beginning of the
class on the due date. Assignments handed in late withow
the instructor's permission being granted prior to the due
date will be marked with a penalty of 10% per day.

Word & Intermnet Assigament 10%
Excel Assignment 1074
PowerPoint Assignment 5%
2 Exams 20P% each 44
Final Exam 359
TOTAL 100%,

GPRC uses the following 9-point grading scale;
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