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COURSE SUBJECT & NUMBER: CA 221

COURSE NAME: *COMPUTER CONCEPTS AND APPLICATIONS IN BUSINESS
COURSE UNITS: 4

COURSE HOURS: 5

COURSE REQUISITES: (Follow format of similar courses in the college catalog.)
COURSE PRE-REQUISITES:

COURSE ADVISORY:
Completion of ACCT 201 and Eligibility for College Level Reading and ENGL 101 or satisfactory
completion of ENGL 101, and Eligibility for MATH 070.

COURSE DESCRIPTION: (Write a short paragraph providing an overview of topics covered. Be sure to identify target
audience--transfer, major, GE, degree/certificate, etc. If repeatable, state the number of times at end of description).

This course involves the study of computer concepts and computer skills needed to use computers effectively and
efficiently in business. Computer concepts covered include hardware and software operations, computer ethics and
security, utilization of computers for business tasks, Internet and WorldWideWeb tasks and resources, and
evaluation of hardware components and software capabilities. Introductory computer skills consist of care and
management of hardware, plus learning to use systems software, operating systems, utilities, and applications, such
as word processor, spreadsheet, database management, presentation graphics, Internet, WorldWideWeb and
telecommunication resources. Software used in the class includes an integrated productivity suite, Microsoft Office,
browsers, file compression and other special purpose applications, and telecommunication software such as Email,
discussion forums and assignments drop-box. Before enrolling students should have knowledge of the following
accounting concepts: accounting equation, debits and credits, journals and ledgers, transactions, depreciation,
financial statements, and the accounting cycle,

CA221 is designed for Business majors who have completed ACCT 201 with a grade of "C" or better, and plan to
transfer to a university.

COURSE OBJECTIVES: (Should be stated as performance-based, measurable, expected student outcomes. Use Bloom’s
taxonomy to help you formulate clear and concise objectives. These objectives are common to all students and should be
clearly related to course content and methods of evaluation.)

Upon completion of course, the successful student will be able to:

*1. Describe and compare the types and uses of computers within a business environment.

*2. Describe and compare the types and features of input, output, storage, and communication devices.

*3. Describe the functions of the system unit and processing devices.

*4. Discuss and describe communication and network systems including the use of the Internet and Web.

*5. Discuss and describe the types and features of systems and productivity applications software.

*6. Discuss and describe database management systems, systems development, programming languages.

*7. Understand, research and explain security, legal, and ethical issues related to computer systems,

*8. Use an operating system and system utilities for disk and file management, at introductory level.

*9. Use application software including word processors, spreadsheets, database managers, presentation managers,
at introductory level

*10.Incorporate Email, Discussion Forums and World Wide Web / Internet resources for communication and
assignment tasks

*Denotes SCANS competencies
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Course Subject & Number: CA 221
Course Name: *COMPUTER CONCEPTS AND APPLICATIONS IN BUSINESS

COURSE CONTENT: (Describe/list course content in terms of topics or a specific body of knowledge and (if desired) the
approximate number of weeks allotted to each part. A typical semester is 16 weeks long excluding the final exam. Put topics
in outline form with major and minor headings. Title 5 requires that each instructor covers all material listed here. )

Computer terminology and concepts of Information Processing Cycle
Computer hardware components, functions, variations, and proper use and care
System software features, functions, and types
Productivity applications features, functions, and types
Internet / WorldWideWeb and telecommunication applications
Networking and telecommunication systems
Management information systems, system development, and programming
Security, privacy, and ethics issues relating to computers
Use of computers at home, for education, entertainment, and business
. Systems analysis process to determine minimum requirements for a computer system
. Operating System skills and concepts
Operating System components, tools and menus
b. Device and file management including format, backup, scan, defrag, file compression
c. Software installation and file download and upload
d. Antivirus and security software
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12. Basic-level word processing, spreadsheet, presentation graphics, and database management skills and concepts
a. Software components, tools and menus
b. Data entry, edit, format, integration, manipulation, output and storage
c. Create basic webpages, utilizing accessibility techniques

13. Telecommunication technologies: Email, Discussion Forums and World Wide Web / Internet

a. Uses such as communication, research, download files and programs, upload web pages to publish
b. Copyright and plagiarism issues
c. Business use in a professional manner and Netiquette
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Course Subject & Number: CA 221
Course Name: *COMPUTER CONCEPTS AND APPLICATIONS IN BUSINESS

TYPICAL READING, WRITING, AND COMPUTATIONAL ASSIGNMENTS

This material is necessary for all credit courses. Assignments should be clearly related to course objectives, content, and
methods of evaluation. Please provide a minimum of three examples for each item completed. See sample of integrated
course outline in AP&P Standards & Practices.

1. Describe nature and frequency of required reading assignments if applicable:

*» Reading assignments from two textbooks — 50 pages per week — 800 pages per semester.
% Published course lessons and supplemental material — 3 pages per week — 48 pages per semester
% Assigned web-based material including forums and email messages. — 5 page per week — 80 pages per semester

2. Describe nature and frequency of required writing assignments if applicable:

«+ Regular, weekly writing assignments include responding to questions from textbook assignments, and responding to
discussion and email messages. — 4 pages per week — 64 pages per semester

< Written proposal for semester project, plus written comments supporting other students’ papers, as well as responses
to inquiries and support for their own project proposal. .1 page per week — 2 pages per semester

% Written research paper, following a systems analysis process, to analyze own computer needs, research, evaluate
and select appropriate software, determine hardware specifications, and develop minimum requirements for
computer system - .1 pages per week — 2 pages per semester.

% Written assignment to evaluate the validity of a web site, selected from specified list, and responses to other

students’ evaluations - .1 pages per week — 2 pages per semester.

Other writing assignments include responding to questions from assigned exams and documentation for computer

projects assignments, composing email and discussion messages for inquiry or as part of required assignments. .5

pages per week — 8 pages per semester

3. Describe nature and frequency of required computational assignments if applicable:
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%+ Computational assignments include ability to formulate spreadsheet and database management formulas, utilize
spreadsheet functions, and validate that results are reasonable and as expected, using computerized tools as well
mental computational abilities.

*+ Computer report requires analysis and computation of RAM and HDD minimum requirements

%+ Spreadsheet project requires use of functions and formulas to develop depreciation schedules and financial reports.

4. If course is degree applicable/transfer, describe those critical thinking skills that are required and how they will be

evaluated: (Title 5 requirements can be found in the AP&P Standards and Practices book.)

%+ Ciritical thinking is required at various levels.

a. Students gain knowledge from each textbook chapter and instructor-developed material, using hands-on
application of those lessons to reinforce understanding and comprehension

b. Each lesson provides exercises requiring students to utilize new material and skills to analyze and solve
problems in similar manner.

c. General class discussions and small group discussions require students to recall, illustrate, compare, and explain
what they’ve learned.

d. Students must synthesize the lessons and textbook assignments into projects which they propose, plan, design,
create, revise, and present to the entire class.

e. Students evaluate each others’ project proposals, providing support and constructive criticism.

5. Describe other types of assignments that may be required of students:

% Students perform online searches for resources, and evaluate and use them, to learn about current technologies and
concepts, and prepare special projects’ papers

% Students share new resources, tips, ideas, any other relevant information which support the objectives of the course

and/or seem useful in accomplishing our tasks and achieving our goals.

Students use hands-on computer skills, which involve reading and keyboarding, to complete text assignments, online

tasks, exams, special projects, and oral presentation of research project.
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6. Describe typical out-of-class assignment based on relationship to class time for one week (i.e. 1 hr. lecture =
2 hrs. homework, 2 hrs. lecture = 4 hrs. homework; 3 hrs. lecture = 6 hrs. homework, etc.):
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5 hrs. lecture per week / 80 hours lecture per semester = 15 hours homework per week / 240 hours homework per
semester

Reading — 5 hours per week / 80 hours per semester
Writing — 4 hour per week / 64 hours per semester
Hands-on computer assignments — 6 hours per week / 96 hours per semester
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