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COURSE HOURS:

DESCRIFTION:

OBJECTIVES:

GRANDE PRAIRIE REGIONAL COLLEGE
BUSINESS ADMINISTRA TION
COORER DUTLINE
FALL 1993

INTRODUCTION TO COMFPUTING - BA 1150

Scott Hwuter-Moffatt
Office; A141
Tel: $49-8633

Mony, Wed, Fri - 845 am. 10 10:15 am., room AZ25

Computing Essentials, (Anmual Edition, 1993-94), T.J. O'Leary, BX.
Willisms, L. O'Leary; Mitchell McGraw Hill: 1993,

Wond Processing: WordPerfoct Vemion 5.1, Nicole Benolt, Plerretts
m;nmmmmmﬂ: 1994,

1-2-3 Workbook (To Be Announced)
3= 3.3 inch, 144 Meogabyic diskottes
Mil

Thiz courne it intended to introduce the stadent to the fisld of
microcompulers snd develop student skills with two widely vsed
softwarc packages. In Section one of the course, we will focus on basic
compuler sconcepix M well a5 DOS. The second section will be an
quﬁusamma. The third scction will be on Lotus 1-2-3

By the end of the course, the student will be ablo to:

1) discuns basic microcomputers concepts and lssues,

2) describe microcomputer hardware,

3) wse WordPerfeot 5.1 for DOS to crvats businosa reports, research
papers, and other documents with basic formatting feamres, and

4) uae Lotua 1-2-3 to solve basic business problems that require
quantitative analysis,

Students will learn how to produce, format and ofit doouments and
spreadshests, In addition, you will Icam the and theory
related to the vee of those software packages and in the microcomputers
field in general.
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BA 1150 - Introduction to Computers”

Computer litoracy and basic computer skills are cesential in todsy's
‘business world, The skills that students develop in this course will put
them in a position &0 wee compubers dght mow, The knowledge that
stodants acquine will allow them 10 leam more - and more quickly -
sbout somuputon in the Fohurs,

Final Exam

hid Term #1
Mid Torm #2
m

2 Quuzzes

1 Clasa Report
Participation

She3385Y

Your percetitage grade will be translated to a score on & 9 point scale
sccording 1o the following schedule:

20% or above
BO0% 10 §%%
T2% 1o 79%
65% 1o T1%
§7% o 64%
50% to 36%
43% 1o 49%
409 to 44%
25% to 39%

PASS
FAIL

—Hulnmm-ln*ﬁ

Assignments must be submitied uting WordPerfoct 5.1 or Lotus 1-2-3
solers otherwise noled.

Section 1: Introduction to Microcomputers

A range of practical topica will be coversd including compuber
hardwars, common torminclogy, computer parchase criteria, and DOS,
Basic DOS commands mnd its tole in a computer system will bo
covered, Approximately three woeks will be spent on this segmem at
the end of which thore will be the fimst Mid Term Examination.
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BA 1150 - Introduction to Compters

Section 2; WordPerfect 5.1 for DOS

Major fonctions including creating, editing, and enhancing documents
will be covered.  Approximately 5 wesks will be spent on this segment.
There will be a qoiz mid-way through this section. The second Mid
Term Exam will come at the end of this section.

Section 3: Lotus 1-2-3 Reloase 2.3

The bulk of this section will be spent leaming how to create
spreadihocts, Basic commands will be emphasized. At the end of the
course, graphics concopts will be introduced.  Approximately § woeks
will be spent on this sepment. There will be a quiz mid-way through
this soction. The final exam will come after this section has been
completed and will cover Lotus 1-2-3 ondy.

COMMENTS: It will often bo neocssary for studenis to share computers during
classroom sctivities. 1 encowurage you io halp sach other learn how to
use these software packages. At the sams time, it is Imperitive that
students completa thelr essignmens individeslly. Remember, your
goals for the course are 10 loarn how fo ves WordPerfiot 5.1 and Loom
1-2-3, and overrcliance on peers will not halp you achiove this goal.

The exses will not be cumulative. The WordPerfect and Lotus 1-2-3
exams will be in two parts, The first part will be a pen and paper,
theoretical test. The second part will be a practical, hands on test at the
computer. Each part will be weighed cqualty when it comes 1o
defermining your test grade.

The Class Reporis will bo given vorbally ot tho start of class and the
report will be handed in for marking, Starting in mid-October, one
atudent will give her report per clasa. This should give you ensugh
Gme 10 gain somo confidence and knowledge about the Held.

Tho Participation mark will be determined in consuliation with cach

In the past thore have been problems created when studenin who were
absent dalny the clase bocanse:
1) they do not know the material presented in their absence,

2) they do not have a noceasary handout, o
3) they &d not know about on assignment.
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BA 1150 - Introduction to Compuicrs -

10.

To minimize thess problems:
1) students having more than 6 incxousable abscnces may not be
permitted to write the final exam,
2) students are expested to be in class ON TIME,
3) all assighments must bo submitted on time,

4) a final grade will ot be given until all sssigrments have been
submitiod.

COMPUTER LAB RULES

Only studenls registered in microcompoting courses will be permitied in the 1ab or
nocess to the equipment and materials, Exceptions will be made only vpon prior
written approval of sn instructor teaching a microcemputing course,

Becauss the hard disk drives ure prone to being casily damaged, systom units mnst not
be moved arcund on the desk.

Eating, drinking, snd smoking are expressly forbidden in the lab. Anyons ignoring
this rule may be asked to leave.

mwmmmmwﬂﬂwﬂmmdﬁpﬂnﬂﬂlﬁm
trash.
Bﬂlﬂﬂhlﬂ:hhﬂﬂdﬂdhlﬂﬂﬂtﬂlﬂﬁrfm“;mmu
quiet and kept to & minimum,

ﬂmdnﬂmmﬂulnbulnﬁmmmfuhhh@mgnhw
clngg.

Equipment problems should be reported immediately to Cotaguter Services or an
instructor,
MﬂhmfﬂmmmmﬁﬂﬁMMMﬂwhﬂ
disk must not bo copied for tranafer to other computing systems.

Matarinls, manuals end cquipment mmt not be removed from the Isb without
permisaion from the instrector or semeone from Compater Services,

Violation of Inb rules may rosnlt in the loss of lab priviloges.



