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Required Textbooks and CD-ROM:
Items 1) and 2) below are available at the school bookstore used, or as a package of books labeled with this unique ISBN number: 1428373438
1) “Microsoft Office Excel Comprehensive Concepts and Techniques 2003”, Course Technology, Gary B. Shelly, Thomas J. Cashman & James S. Quasney 

2) “Microsoft Office Access  Complete Concepts and Techniques 2003”, Course Technology, Gary B. Shelly, Thomas J. Cashman & Philip J. Pratt

3) “Management Information Systems” for the Information Age, Seventh Edition,  McGraw-Hill / Stephen Haag, Maeve Cummings, Amy Phillips [ISBN: 007724059]

4) This item is available at the school store in the Course Technology Bundle with the first two books above.  If you did not purchase it in the bundle, you’ll have to find this elsewhere.  “SAM 2003 Assessment and Training for Microsoft Office 2003” Version 3.1 (or later) CD-ROM, Course Technology.

Required Supplies and Facilities:
· Laptop 

· Windows XP 

· Microsoft Office 2003 (Word, Excel, Access, PowerPoint), FrontPage 2003 

· Access to the Internet 

· A FOLDER for your Excel and Access homework assignments

· Stapler and staples!  

In general, you will need your laptops in class only on the specific days that I tell you.  Your textbook should be brought to class on days where cases from the book are to be reviewed and discussed.

Course Description:
This course serves as an introduction to management information systems (MIS), including both theoretical and practical issues. The theoretical issues will focus on fundamental MIS concepts such as what is a computer system, how is data represented and communicated, what types of information systems are available, how they are developed, and what impacts they have on the organization that employs them. Current concepts and issues related to digital firms and management of information will also be explored.  The practical aspects of this course include an introduction to concepts, terminology and use of Microsoft Excel and Access.  The textbook materials will also be applied to contemporary information technology (IT) practices and issues in the real world through the use of cases from the textbook and other sources. Discussion of these topics will help encourage students to think creatively about how information systems can be used to support managerial decision-making.

Course Objectives:
By completing this course, students will be able to:

· describe the components of a computer and its functions 

· explain why data should be managed and how database management is done 

· understand basic computer networks, their importance and application to business for global commerce 

· describe categories, uses and applications of computer software 

· explain the process of developing information systems 

· describe the basic concepts of enterprise resource planning software, supply chain management software and customer relationship management software 

· understand the impact of the internet, electronic commerce and digital firms 

· express issues facing management related to IT, business value and change management 

· explore the ethical and social issues of IT systems confronting business managers 

· explain and use Excel and Access at a practitioner level 

· understand basic concepts of Microsoft FrontPage 

Method of Instruction:
· PowerPoint presentations facilitate discussion of assigned reading topics from the textbook.  All students are required to read the assigned chapters.
· Written mid-term and final examinations that cover the textbook materials, the slides, AND the in-class discussions of current industry trends, articles, case studies, and practical/professional issues.

· Textbook exercises, examples and cases and the Wall Street Journal will be used to draw out real-world global, ethical and technology issues in the practical application and management of information systems. 

· Lab assignments further develop basic PC skills, specifically in Excel and Access. 
Schedule of Topical Coverage (First week is listed; updates will be provided):

	 
	Week 1 & 2: Course Introduction, The Information Age in Which You Live, Excel Projects 1 & 2 

NOTE: Bring your laptop computer, the Haag textbook, and the Excel Project book each day.

Topics:              

· Introduction 

· Overview of syllabus/course 

· Introduction to WebCT, SAM 

· Lecture:  Haag Chapter 1 --  The Information Age in Which You Live

· Download the slides from the MIS 1006 link at my web site in advance, www.homepage.villanova.edu/elliot.sloane; also, read my CV at web site, which will help you understand a lot more about my background and biases! 
· Introduction to Microsoft Excel – Projects 1 & 2                 

Focus:  How this class will be conducted; why MIS is so important to your college education AND to your career; what FUNDAMENTAL skills you need in this global economy.


Course Requirements and Grading Scheme:
1.  Attendance/Participation, Quizzes, and Assignments:   [25%] 

Attendance/participation is worth 10% of the percentage.  You start with a 95 for attendance/participation and are allowed one unexcused absence.  Thereafter, every absence results in a 5 point deduction in your attendance/ participation grade.  If you ACTIVELY listen and participate in class, you can earn 5 points back which will be added into your final class attendance/participation grade.   Likewise, 5 points can be deducted from your final class attendance/participation grade for consistent lack of interest and inattentiveness.  Please note that 95 is the highest grade awarded for class attendance/participation.

Graded quizzes and homework will be worth 15%.  You will be given approximately 15 homework assignments of varying difficulty over the course of the semester.  The assignments will NOT be graded and returned, as they can only be done exactly as described in the Access and Excel textbook. 
NOTES:  These assignments must be printed with the pages in order and stapled and with your name on all pages or 5 points will be deducted from the grade.  (This is why a stapler and staples are required supplies!)  BLACK AND WHITE printouts are PERFECT.  Unless otherwise instructed, you do not need to waste money or time printing color copies.  IMPORTANT:  Late assignments will incur a serious penalty: If they are not turned in, they receive a “0” score.  If they are late (i.e., beyond the morning they are due), they automatically will receive a “C.”  On time, correct assignments will receive an “A.”
2.  Exam/Projects:   In addition to the 25% of your grade that I have described above, the remaining breakdown of grading for exams and projects is as follows:

Midterm:
MIS textbook:

25%

Midterm:
Excel hands-on: 
10%

Final:

MIS textbook: 
30%

Final:

Access hands-on:
10%

3. Grading:

A:
93-100

A-:
90-93

B+:
87-90

B:
83-87

B-:
80-83

C+:
77-80

C:
73-77

C-:
70-73

D+:
67-70

D:
63-67

D-:
60-63

F:
Below 60

Applicable Policies:
Attendance Policy:  You can earn participation points by attending class and actively participating in class work and discussions. Any unexcused absence will lower your participation score. Your absence is considered ‘excused’ if you have an authorized excuse form from the Dean’s Office or a pass from the infirmary. If your absence is excused, you will neither earn nor lose participation points.

Course Content: Additional readings and/or assignments may be assigned throughout the semester. Please remember the course outline is TENTATIVE. We will follow the schedule as a guide, but alterations may take place during the semester. You will be informed, in advance, of any changes.  Please plan accordingly and check your email regularly for any course updates!
Content of Exams: Lectures supplement, but do not replace reading assignments. You are responsible for assigned reading material, even if it is not specifically and/or fully covered in lectures. Some of the material presented in the classroom may not be in the textbook. Questions for exams will be drawn from lectures, the textbooks, readings, handouts, videos, etc.

Make-up Exam Policy: No make-up exams will be given.  Should extreme circumstances in accordance with University policy arise, advance notification must be given at least 1 day (24 hours) prior to the exam date. Written evidence in support of the extreme circumstances must be provided. 

Late Submission Policy: Assignments are due at the beginning of class.  Any assignment submitted after this time will receive a maximum grade of “C.”  Assignments submitted beyond this one week period receive an “F,” and assignments that are not turned in will receive a “0.” Should problems with your laptop occur, please go to the computer support center immediately to resolve the problem.  You can download the homework files from the publisher on any other computer at any time, so by using one of the computer labs on campus or a friend’s computer, there is no reason you cannot complete the assignment requirements on time.  No e-mailed assignments are accepted unless explicitly requested by me.
Extra Credit:  No extra credit work will be given.  However, if you are struggling in the class, you should make an appointment to see me.

Disability Fairness Policy: It is the policy of Villanova to make reasonable academic accommodations for qualified individuals with disabilities. If you are a person with a disability, please contact me after class or during office hours and make arrangements to register with the Learning Support Office by contacting 610-519-5636 or nancy.mott@villanova.edu as soon as possible. Registration is needed in order to receive accommodations.

Academic Integrity Policy: The Code of Academic Integrity of Villanova University addresses cheating, fabrication of submitted work, plagiarism, handing in work completed for another course without the instructor’s approval, and other forms of dishonesty. For the first offense, a student who violates the Code of Villanova University will receive 0 points for the assignment. The violation will be reported by instructor to the Dean’s Office and recorded in the student’s file. In addition, the student will be expected to complete an education program. For the second offense, the student will be dismissed from the University and the reason noted on the student’s official transcript.
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