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Required Resources 

Williams, B. K., & Sawyer, S. C. (2007). Using information technology: A practical introduction to computers and communications. (7th ed.). Boston: McGraw-Hill.

Readings from Microsoft (www.microsoft.com) as assigned by instructor.

Research paper guide (2004). Trencin, Slovakia: City University of Seattle. Available online at www.cutn.sk/sh or for purchase in the university library.
Access to a personal computer and the Internet is required. All written assignments must be word-processed.
Copyright 2006-2007 by City University of Seattle

All rights reserved

CS 201

Information Technologies for Managers

This document provides an overview of the course foundation elements, assignments, schedules, and activities. For information about general City University of Seattle policies, please see the City University of Seattle catalog. If you have additional questions about the course, please contact your instructor.
Notification to Students with Disabilities

If you are a student with a disability and you require certain help, please contact the associate dean as soon as possible. 

Scholastic Honesty

City University of Seattle expects each student to do his/her own work.  The University has "zero tolerance" for cheating, plagiarism, unauthorized collaboration on assignments and papers, using "notes" during exams, submitting someone else's work as one's own, submitting work previously submitted for another course, or facilitating acts of academic dishonesty by others. The penalties are severe!  A first offense can result in a zero grade for the assignment or for the course; a second offense can result in a zero grade for the course and suspension for one or more quarters; a third offense can result in expulsion from the University.  The Policy and Procedures may be found at www.cutn.sk/SH
In addition to providing your work to the instructor for grading, you must also submit an electronic copy for the City University of Seattle archives (unless the work is specifically exempted by the instructor). You will not receive a grade for particular work until and unless you submit this electronic copy. The procedure for submitting work to the archives is to upload it via the website www.cutn.sk/Upload.   Files should include the cover page of the work with the student name, instructor name, course name and number, and date.  File names should indicate the type of assignment, such as “researchpaper.doc”, “casestudy.doc” or “thesis.doc” (student name should not be a part of the file name because the system adds it).  All files received into the archives are submitted to www.TurnItIn.com for plagiarism checking.

Course Description 
This course provides an introduction to the world of information technology, including the Internet, software and hardware, telecommunications, databases, and e-commerce. It examines the opportunities, challenges, and ethical questions brought by the digital age. As a preparatory course for the bachelor’s degree programs in management, it develops students’ skills in commonly used applications.
Learning Goals 
Upon the successful completion of this course, you will be able to:

1. Explain how information technologies can be effectively used by an individual for communication, organization, and research; 

2. Explain how computers can be applied to the information needs of organizations;

3. Discuss the impact of advances in information technologies on society and business;

4. Describe the components of a computer and how they interact;

5. Define components of Information Systems;

6. Compare and contrast the activities performed in each phase of the system;

7. Create professional MS Word documents;

8. Create professional MS Excel worksheets;

9. Develop professional MS PowerPoint slides;

10. Deliver an organized and effective MS PowerPoint presentation.

Core Concepts 

To achieve the goals of this course, you will need to master the following core concepts:

1. Basic Information Technology concepts;

2. Internet and the World Wide Web;

3. Application software;

4. System software;

5. Hardware: Input and Output;

6. Telecommunications;

7. Personal Technology;

8. E-Commerce;

9. Challenges of the Digital Age.

Recommended Supplementary Resources 
As a City University student, you have access to library resources regardless of where and how you are taking this class. To access the resources necessary to complete your coursework and assignments, visit the library menu in the My.CityU portal at http://my.cityu.edu, and the CU Slovakia library home page at http://www.cutn.sk/ or the CU Bulgaria library home page at http://www.cityu.bg/default.asp?show=29  
A good place to begin your research is through the program or course resource sections that provide links to relevant journals, books, and Web sites. Search your local library's online catalog to locate books. Search the online databases for journal, magazine, and newspaper articles. Articles that are not available full text in the library's collection can be requested from other libraries and delivered to you electronically.

For additional help, visit the library or submit your question via the Ask a Librarian e-mail service available through the portal, the Contact Us section of the Slovakia library’s web site or the Ask a Librarian section of the Bulgaria library web site.

Print Resources
Business 2.0*

Business Communication Review*


Computerworld*

Datamation

Forbes*


Harvard Business Review*


Inc. Technology*

Information Week*

Internet World*


MIT Sloan Management Review*

Modern Office Technology

PC/Computing

PC Magazine*


PC Week


PC World*

Systems Integration


Technology Review


Wall Street Journal*

(*available in CU/VSM library)

Electronic Resources 
The following Internet resources may be of use to you in this course. Please be aware that Web addresses may change from time to time. Consult your instructor if you have questions about electronic resources.

Business Research in Information and Technology 

http://www.brint.com

City University of Seattle



http://my.cityu.edu
City University of Seattle Library, Slovakia – Recommended Websites for Computing and IT

http://www.cutn.sk/Websites/computin.htm
CNET Central 

http://www.cnet.com/
How Stuff Works


http://www.howstuffworks.com
Microsoft


http://www.microsoft.com
Webopedia – Online Computer Dictionary



http://www.webopedia.com
ZD NET  

http://www.zdnet.com

Overview of Course Activities and Grading 
The grade you receive for the course will be derived using City University of Seattle’s decimal grading system, based on the following:

Assignments

	Practical Assignments (three, equally weighted)
	30%

	Research Paper
	15%

	Research Paper Presentation
	10%

	Participation
	10%

	Midterm Examination
	15%

	Final Examination
	20%

	
	

	TOTAL
	100%


Please see the current City University of Seattle catalog or consult your instructor for guidance in determining your decimal grade.

Explanation of Assignments and Grading 

Practical Assignments

You will be asked to complete three practical assignments, which will help you sharpen your knowledge of and ability to use the applications MS Word, MS Excel, and MS PowerPoint. You will be asked to follow instructions to create MS Word and MS Excel documents. You will also develop a PowerPoint slide show which should demonstrate high quality design and have at least 10 slides. You will need to incorporate bulleted lists, a table, a chart, pictures and other graphics, and automatic slide transition (timing). The topic may be your research paper presentation, a presentation for another course, or another topic as assigned by your instructor. Completing these assignments will help ensure that you successfully master the practical concepts in this course.
Your instructor will provide you with more information about the assignment requirements. If possible, some class time will be designated for working on these assignments.

Grading Criteria for MS Word and MS Excel Practical Assignments 
	Clear demonstration of grasp of major issues
	25%

	Following the given instructions
	20%

	Professionalism and appearance
	25%

	Validity and completeness
	30%

	
	

	TOTAL
	100%


Grading Criteria for PowerPoint Practical Assignment

	Clear demonstration of grasp of major issues
	15%

	Following the given instructions
	10%

	Professionalism, design, and appearance
	30%

	Validity & completeness 
	30%

	Organization
	15%

	
	

	TOTAL
	100%


Research Paper 
In your research paper, you will investigate, compare, and evaluate a current issue in information technologies, and describe its impact on personal, social, political, or business life. (Possible topics may include, for example, Wireless data transmission, Operating systems, DBMS, Internet addiction, E-commerce, etc.).  

Begin doing some preliminary reading for your paper early in the quarter. During the fourth week of the course, you will submit to your instructor a one- to two-page proposal for your research paper. The proposal should suggest your topic, propose an arguable thesis, and give your instructor some idea of how you intend to research and develop your thesis. This proposal is not graded, but you should approach it seriously; it can greatly enhance your chances for writing a successful essay.

For guidance in how to prepare a research paper, consult City University of Seattle’s Research Paper Guide. While there are literally dozens of guides available to assist students in the research process, City University of Seattle has adopted Research Paper Guide to enhance your research and writing skills.

As you prepare your research paper, you also will want to be mindful of the following guidelines:

· Supporting your thesis is central to the task of writing a research paper. In scholarly writing, you are not merely copying information from another author, but using evidence to support the contentions you have drawn from your findings and critical analysis of related literature. Keep in mind, that this is to be an analytical or argumentative paper, not simply a summary of your reading. 

· You must cite the sources of all ideas, facts, and information used that are not your own, even if you have put the information into your own words. Failure to do so is plagiarism, even if the oversight is unintentional. See Research Paper Guide pp. 14-19 for a detailed explanation of proper citation within your text.

· Your paper should be written according to APA guidelines as described in Research Paper Guide on pages 20-42.

· Your research paper must be word-processed. It should have 4-7 pages and be supported by at least four sources (preferably, no older than two years). Two of the sources must be from City University of Seattle’s online databases. Your instructor will provide more information on requirements and expectations for this assignment. 

· Retain your research notes and rough notes so that if a question arises as to the actual source and its location, you will be able to address that question in a timely manner. In addition, you should retain one electronic copy of your final research project in case the first copy is lost or misplaced.

Grading Criteria for Research Paper

	Appropriate format and reference methods (title page, text, reference page, in-text citations)
	15%

	Clear objectives and thesis
	15%

	Logical analysis of new technology
	25%

	Logical analysis of impact on environment
	25%

	Grammar, spelling, punctuation, syntax, and clarity
	20%

	TOTAL
	100%


Research Paper Presentation

In a 10- to 15-minute presentation, you will orally present your research paper findings. You should be dressed professionally, incorporate the use of at least one visual aid, and be ready to answer any questions from your audience. Presentations will be given in the eighth week.

Grading Criteria for Research Paper Presentation
	Persuasiveness (logic, support, analysis, adaptation to audience)
	40%

	Organization (simplicity, timing, clarity, use of visual aid)
	40%

	Verbal communication skills (voice, volume, pace)
	10%

	Non-verbal cues (body language, eye contact, appearance)
	10%

	TOTAL
	100%


Participation

You will be expected to participate fully in each class. This will include taking an active part in class discussions and other activities, asking questions, and submitting ideas. This area will be measured by both the quantity and quality of questions and discussion that you bring to the class. Demonstrating familiarity with the reading assignments, asking questions from previous class material and/or challenging points from the reading and/or lecture are examples that indicate class contribution. Contribution is also measured by your timely completion of reading assignments, in-class exercises, and homework (your instructor may assign exercises from your textbook). You cannot earn participation points for in-class activities if you are absent. Your instructor will also look at your attendance, attitude, respect shown to fellow students, and classroom behavior when assessing your participation.

Grading Criteria for Participation
	Demonstration of timely preparation
	20%

	Relevance and depth of comments in discussion
	30%

	Demonstrated familiarity with course content
	30%

	Demonstrated respect to instructor and fellow students
	20%

	TOTAL
	100%


Examinations 

You should be prepared to answer a variety of types of questions (true/false, multiple choice, fill-in-the-blank, short answer, and essay) pertinent to the concepts covered in or suggested by the course materials, assignments, and activities. Your instructor may provide you with additional information regarding the content, style and grading criteria for exams in this course. 

Grading Criteria for Essay Questions on Examinations
	Clear grasp of major issues posed by the question
	20%

	Valid arguments; appropriate supportive detail
	20%

	Appropriate analysis, evaluation and synthesis
	20%

	Demonstrated ability to employ terms, concepts and frames of reference from texts, lectures, and other course materials
	20%

	Proper organization and logical flow of responses
	20%

	
	

	TOTAL
	100%


Recommended Course Schedule 
The schedule for course activities and assignments is below. If you find you are unable to complete the assignments as scheduled, contact your instructor. Your instructor may elect to adjust the outline to meet the unique needs of the class.

	Session
	Topics and Assignments
	Readings

	1


	Introduction to Information Technology

MS Windows


	Williams & Sawyer Ch. 1

MS Windows reading

	2


	The Internet and the World Wide Web

MS Word
	Williams & Sawyer Ch. 2

MS Word reading

	3


	Software

MS Word, continued

DUE: MS Word Practical Assignment 

	Williams & Sawyer Ch. 3



	4


	Hardware: The CPU & Storage

Hardware: Input and Output

MS PowerPoint

DUE: Research Paper Proposal


	Williams & Sawyer Ch. 4, 5

MS PowerPoint reading



	5


	Communications, Networks and Safeguards

MS PowerPoint, continued
Midterm Examination
	 Williams & Sawyer Ch. 6

	6


	Personal Technology

DUE: MS PowerPoint Practical Assignment


	Williams & Sawyer Ch. 7

	7


	Databases and Information Systems

MS Excel
	Williams & Sawyer, Ch. 8

MS Excel reading

 

	8


	Challenges of the Digital Age

MS Excel continued

DUE: Research Paper

DUE: Research Paper Presentation

	Williams & Sawyer Ch. 9

	9


	Systems Analysis and Programming

DUE: MS Excel Practical Assignment


	Williams & Sawyer, Ch. 10

	10
	Final Examination 
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