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BUSINESS COMPUTER SYSTEMS DIPLOMA PROGRAM (BCS)

Length:

 6 Semesters  (3 Years) 

Campus:

 Newnham 

Start:


 Fall, Winter 

Credential Awarded: Diploma 

Faculty:

 Business 

School:

 Marketing and e-Business 

Optional Co-operative Education Program

YOUR CAREER

This program prepares you to enter the rapidly evolving world of modern business.  You will become a "power user" of computers.  You will be equipped to take advantage of the expanding Internet economy. Careers may be found in administration, production or technical support.  Graduates can look forward to participating in business teams as Production Planners, Loan Officers, Web Site Developers, Internet Access Specialists, Network Analysts, Business Systems Analysts, Software Support Analysts, and Software Trainers.

ADMISSION REQUIREMENTS

Program Eligibility:

· Ontario Secondary School Diploma, advanced or general level credits, or mature student status  (age 19 or older) 

· Grade 12 English 

· Grade 12 Mathematics

Applicant Selection:

Applicant grades in pre-requisite subjects (or their equivalents) may be used as a basis for the selection of candidates.

Desirable:

It is desirable that accepted students have a basic proficiency in personal computer applications, and possess an up-to-date computer.

PROGRAM DESCRIPTION

This is a business oriented program that provides equal exposure to business concepts and to computer concepts. It is designed to give you the widest choice of career options when you graduate, and to provide you with the skill sets needed for rapid advancement. When you are a member of a technical team, you will be the one with the business knowledge; when you are the member of a business team, you will be the one with the technical knowledge. In the workplace, graduates quickly become the people that others look to for leadership, training and assistance. This program will provide you with a unique blend of business knowledge and computer skills that will position you for an exciting career in the fast changing world of e-business.

CORE CURRICULUM

The schools of Marketing and e-Business, International Business, Accounting and Finance, and the Centre for Human Resources within the Faculty of Business have substantially common first year curriculum. This curriculum provides an overview of business and develops skills necessary for both program and career. Students have the opportunity to transfer most earned credits to another program.

CO-OPERATIVE EDUCATION OPTION 

In the third semester students will have the opportunity to apply for admission to the Co-op option. Acceptance to the Co-op option provides the student with the opportunity to secure a paid work-term between academic semesters. The student has shared responsibility for securing employment opportunities. The co-op option allows the student to combine classroom learning and real-world experience.

Admission to the Co-operative Education program is by application during the second academic semester. Note that he minimum G.P.A. of 3.0 is required to apply, but does not necessarily guarantee entry into the co-operative education option. As part of the selection process the Promotion Committee will play a key role in assessing the suitability of students to participate in co-operative education.
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TRANSFER 

Graduates of this program may be eligible for Transfer Opportunities with the following Universities: 

· Athabasca University 

· Lakehead University 

· Royal Roads University 

· Ryerson Polytechnic University 

· York University - Atkinson College (Evening Studies) 

For more information, refer to the Transfer Guide.

BCS 110     INTRODUCTION TO OPERATING SYSTEMS

This subject will give students an introduction to common business operating systems. Through a combination of lectures, demonstrations, and hands-on exercises, students will learn various features and functions of an operating system including management of files, folders and disks, installation of an operating system, and configuration of an operating system for different user's requirements. Students also learn techniques to optimize the system performance and safeguard data. 

Credit Status

This is a credit subject offered to students enrolled in the Business Computer Systems Program. 

Learning Outcomes

Upon successful completion of this subject the student will be able to: 

1. Explain the functions of an operating system including its interaction with application software and computer hardware. 

2. List the major operating systems in use by business today. 

3. Install an operating system. 

4. Manage disks, folders and files effectively. 

5. Customize an operating system to meet the needs of different users. 

6. Use system utilities to safeguard data, optimize disks, share data between applications and search for files/information. 

Cheating and Plagiarism

Each student should be aware of the College's policy regarding this subject. Seneca's Academic policy will be  strictly enforced. 

Discrimination/Harassment

All students and employees have the right to study and work in an environment that is free from discrimination and/or harassment. Language or activities that defeat this objective violate the College Policy on Discrimination/Harassment and shall not be tolerated. Information and assistance are available from the Centre for Equity and Human Rights, Room 3141, Newnham Campus.

Prerequisites

None  

Modes of Instruction

The modes of instruction include classroom lectures, demonstrations, assigned readings, topical discussions and a  variety of hands-on exercises. 

Prescribed Texts 

New Perspectives on Microsoft Windows 2000 Professional - Comprehensive, by Parsons, Oja and Carey, Course Technology, 2000.  ISBN 0-7600-7094-6. 

Required Supplies

A box of 10 3.5" IBM formatted floppy disks is to be brought to each class.  

Modes of Evaluation

Quizzes, Hands-On Assignments
40%

Midterm Test



25%

Final Exam



35%

Grading Policy




GPA

A+
90% - 100%
4.0 

A
80% -  89%
4.0 

B+
75% -  79%
3.5 

B
70% -  74%
3.0 

C+
65% -  69%
2.5 

C
60% -  64%
2.0 

D
55% -  59%
1.0 

F
0%   -  54%
0

Topic Outline

	Week
	Topic
	Chapter

	1
	Operating Systems Overview
	

	2
	Menus, windows, Help, Start-up, shutdown
	1

	3
	Managing Files, Folders, Disks
	2

	4
	Windows Explorer, Organizing Files & Folders
	3

	5
	Active Desktop
	4

	6
	E-mail Configuration
	5

	7
	Local Searching, Internet Searching
	6

	8
	Mid-Term Test
	

	9
	Networks, User and Group Accounts
	11.1

	10
	Hardware, Networking Case Study
	9

	11
	Local Devices, Printers, Disks
	10

	12
	Back-up Strategy
	11.3

	13
	Security, Performance Monitoring
	11.2

	14
	Exam Week
	


BUS 106     BUSINESS: ITS NATURE AND ENVIRONMENT 

This subject is designed to provide first semester students with an introduction to the Canadian business environment, business issues and functions, and the major forces at work in the global economy. It provides students with a perspective of business firms as integrated organizations composed of a number of specialized functions. The subject provides the students an opportunity to develop transferable skills for college and business life. 

Credit Status

One Credit 

Learning Outcomes

Upon successful completion of this subject the student will be able to: 

1. Describe the impact of major economic systems and current trends and challenges on Canadian business. 

2. Identify and describe ethical issues, social responsibility, and government legislation affecting Canadian  business. 

3. Compare and contrast various forms of business ownership and select appropriate structures for setting up  small business in Canada. 

4. Describe basic management functions of: planning, organizing, leading, and controlling in the areas of Human Relations, Operations, Marketing, Finance, and General Management. 

5. Discuss the significance of entrepreneurs, business owners, and franchisees in today's business environment. 

6. Analyze the dynamics and trends in global business. 

7. Describe the Canadian banking system, financing, risk management, the major securities markets, and investment functions and how they relate to Canadian business. 

8. Solve business problems/situations by demonstrating an organized approach that includes:  defining the problem or opportunity; creating alternative solutions; analyzing alternatives and selecting the optimum  solution.

9. Develop skills transferable to college and business life such as: 

a) demonstrating, individually and in groups, the ability to locate, research, and produce information, and  communicate for a given task; 

b) practicing effective individual time management techniques; 

c) using available resources to enhance the skills of listening, reading, note taking, studying, communicating, and  learning. 

Cheating and Plagiarism

Each student should be aware of the College's policy regarding this subject. Seneca's Academic policy will be  strictly enforced. 

Discrimination/Harassment

All students and employees have the right to study and work in an environment that is free from discrimination  and/or harassment. Language or activities that defeat this objective violate the College Policy on Discrimination/Harassment and shall not be tolerated. Information and assistance are available from the Centre for Equity and Human Rights, Room 3141, Newnham Campus.

Prerequisites

None

Prescribed Text

Business, Canadian Edition & Study Guide; Pride, William M., Hughes, Robert J.,  Kapoor, Jack R., & Canzer, Brahm M. (1999), Toronto.  Houghton Mifflin Company.  ISBN: 0-17615494-9. 

Reference Materials

Study Guide - Business - Canadian Edition; Heger, Kathryn W., & Allan, Laura (1999).

Houghton Mifflin Company.  Web site:  http://business.hmcanada.com 

Modes of Evaluation

Mid-Term Test


30%  

Term Work*



35%  

Comprehensive Examination

35%  

* Please Note: Term work is assigned by your professor at her/his discretion. It will include a written project. Other work could include: quizzes, oral presentations, workshops, field trips, team projects, homework, class attendance or any other assigned responsibility. 

All work must meet Seneca College's standards for English language skills and usage. Marks will be deducted for grammar and spelling errors. 

Grading Policy




GPA

A+
90% - 100%
4.0 

A
80% -  89%
4.0 

B+
75% -  79%
3.5 

B
70% -  74%
3.0 

C+
65% -  69%
2.5 

C
60% -  64%
2.0 

D
55% -  59%
1.0 

F
0%   -  54%
0

Topic Outline

	Week
	Topic
	Chapter

	1
	Foundations of Business and Economic Systems
	1

	2
	Business Ethics and Social Responsibility
	2

	3
	Forms of Business Ownership
	4

	4
	Small Business, Entrepreneurship and Franchises
	5

	5
	The Management Process
	6

	6
	Consolidation Week
	

	7
	Mid-term Test
	

	8
	Production and Operations Management
	8

	9
	Marketing, Human Relations and General Management
	10, 12, 21

	10
	Money, Banking and Credit
	18

	11
	Financial and Risk Management
	19

	12
	Securities Markets and Investments
	20

	13
	Global Business
	3

	14
	Exam Week
	


EAC 150     COLLEGE ENGLISH 

College English is an introductory college writing and reading subject. Students entering this subject will have competence in grammar, sentence structure, and paragraphing skills. Through a variety of assignments, successful students in College English develop the reading, writing, and analytical skills  essential to them as communicators in college and upon graduation. This subject teaches writing through the critical reading of fiction and/or non-fiction. 

Credit Status

EAC 150 is a compulsory credit for students in all Seneca College post-secondary diploma programs. 

Learning Outcomes

Upon successful completion of this subject the student will be able to: 

1. read fiction and non-fiction critically, identifying the thesis and the major themes 

2. write critically, developing paragraphs and essays that are coherent and unified, and contain appropriate and properly integrated support 

3. apply research and documentation skills using the most recent MLA Guidelines 

Cheating and Plagiarism

Each student should be aware of the College's policy regarding this subject. Seneca's Academic policy will be strictly enforced. 

Discrimination/Harassment

All students and employees have the right to study and work in an environment that is free from discrimination and/or harassment. Language or activities that defeat this objective violate the College Policy on Discrimination/Harassment and shall not be tolerated. Information and assistance are available from the Centre for Equity and Human Rights, Room 3141, Newnham Campus.

Modes of Instruction

To ensure that students are engaged as much as possible in the communication process, professors will use a variety of appropriate teaching modes, such as the following: lectures, question and answer techniques, tutorials, classroom discussion, group work, individual or group oral presentations, computer-aided instruction, computer conferencing, independent-learning materials printed or 

Reading Materials and Requirements 

Students will read a minimum of 100 pages (at least eight selections), chosen by the professor. Students will receive a list of assigned readings from their professor. 

Reference Materials

Students should possess an appropriate college-level English dictionary and a handbook or style guide.  

Modes Of Evaluation 

Students must pass their term work in order to write the final exam in EAC 150. They must also pass the final exam to receive a credit for the subject.  

1.  Term Work 

· The term work will constitute 80% of the final grade. The professor will provide a detailed breakdown of the nature of the assignments, the due dates, and the value of each assignment.  

· Students will complete a minimum of six written assignments. One of these assignments will be an analytical essay of  at least 1,000 words, analyzing subject readings and incorporating primary and/or secondary source material with appropriate documentation.  

2.   Final Examination 

· The final exam will constitute 20% of the subject grade. It will be a common exam in the form of a textual analysis.  

Format 

Only work with a neat, professional appearance will be accepted for grading. Out-of-class assignments must be word processed or typed.  

Late Assignments 

Unless a student has been granted an extension, late out-of-class assignments will be penalized at a reduction of  a half-letter grade per school day with a one week maximum for submission. 

Grading Policy




GPA

A+
90% - 100%
4.0 

A
80% -  89%
4.0 

B+
75% -  79%
3.5 

B
70% -  74%
3.0 

C+
65% -  69%
2.5 

C
60% -  64%
2.0 

D
55% -  59%
1.0 

F
0%   -  54%
0

Attendance 

Consistent attendance is important for success in this subject.  If you are absent from class, you are still responsible for the material and assignments. 

Dropping A Subject 

The last day to drop a subject with a final grade being recorded is November 15 in the Fall Semester, March 5 in the Winter Semester and July 15 in the Summer Semester.  It is the responsibility of the student who wishes to drop a subject to notify the instructor and the Office of the Registrar by this date.  The student must complete a  "Timetable Change Form", arrange it to be signed by an administrator of the School of General Education, and deliver it to the Registrar's Office by the deadline date. 

Student/Faculty Consultation Outside Classroom Hours 

Students are encouraged to consult the professor with subject-related questions outside class time. To arrange  a consultation at a mutually agreeable time, students should speak with the professor during regularly scheduled  classes or in the professor's office or via telephone. 

Academic Regulations 

Students are responsible for being aware of college regulations in the Academic Policy Handbook. 
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