BS1904    Computer Applications for Business 

P.S.I.M

Semester 1 2003/4

Welcome to this module; your course tutors will be Mike Davies.  
Aims and Objectives

My aim is to focus on how the available packages can help you to communicate.  Wherever possible, we’ll try to develop reusable skills – not only those you’ll need when working after graduation, but those that will be valuable for producing reports during your student career.  Content matters at least as much as the package used to deliver it, which is why I’ve put Edmund Weiner’s book on the reading list.

By the end of the module, you should be able to produce convincing written materials in a variety of different styles appropriate to the business environment, using tools within Microsoft Office.

You will need regular access to the recommended text book, which I expect to use fairly heavily.  It covers most of the main areas of interest to Business students, and although it’s not specifically geared to the software in use at KAC, most of the concepts are readily applicable to Excel, Word and Access.

Lectures and Seminars

Each session will start with a lecture, moving on to a workshop or seminar.  The normal pattern of weekly sessions will be as follows:

	Thursday 
	

	13.30 – 14.00
	Lecture

	14.00 – 15.00
	Workshop


Lectures are intended to provide students with some theoretical background and framework of the topics.  Further reading and research is required for greater understanding and clarification.

Workshops and Seminars will be used to gain practical experience, and to evaluate useful case studies.  They will also be used to help you make progress on your assignment, and to discuss any issues surrounding the subject.  

You are expected to attend these learning sessions. Please make use of the VLE to catch up on any sessions you miss.  Precise timings will vary from week to week to suit course content and activity.  You will also be expected to do practical work between sessions.

Resources

· Lectures; Seminars, Reading list.

· Business Management web-site (main site home page http://www.wkac.ac.uk/bm/  and you can go straight to the guide for this module at http://www.wkac.ac.uk/bm/courses/bs1904/). The site will be updated as the course progresses.

· Materials will also be found on the VLE under the module code BS1904

· Internet in general.

· KAC training on Essay-writing and use of specific software.

· Materials available in resource room (bibliographies/references, tips on writing assignments, notes on writing a report, spare hand-outs).

.

Reading List

Recommended textbooks: one of: Knight, Jane (1999) Computing for Business (Financial Times), or Knight, Jane (1995) Personal Computing for Business (Pitman).

A very useful book to help you write good English is Weiner, Edmund (1983) Oxford Guide to English Usage (Oxford University Press).  Please also visit the web-site http://www.apostrophe.fsnet.co.uk to learn how not to get marked down for “greengrocers’ apostrophes.”

Other potential sources, which you should “try before you buy” are:

· Adams, Scott (1996) The Dilbert Principle (Boxtree)

· Adams, Scott (1997) Dogbert’s Management Handbook (Boxtree)

· Borland, R (1997) MS Word 97 Advanced Topics (Microsoft Press)

· Crumlish, C (1997) Word 97 for Busy People (Osborne/McGraw Hill)

· Jacobsson, R (1997) MS Excel 97 (Microsoft Press)

· Perspection (1997) MS Access at a Glance (Microsoft Press)

· Viescas, J (1997) Running MS Access 97 (Microsoft Press)

Assessment

This module is assessed with an integrative assignment carrying 75% of the module marks.  The other 25% come from a “time-constrained exercise” on computers. 

The assignment is your chance to demonstrate that you can integrate word-processing and spreadsheets to produce a convincing business case document.  The workload is intended to be the equivalent of researching and writing a 3,000 word essay, but the total word-count will be reduced to around 1000-2000 words by the effort you put into the spreadsheet.  The students who scored first-class marks last year wrote reports with between 900 and 2200 words.  Unusually for my assessments, quality of expression does carry marks in this assignment. You will be asked to make a 10 minute verbal presentation of your findings to the class at a time to be arranged later in the semester. 

The “exercise” tests the other main topics covered (including database and mail-merge).

General

If you have concerns about the course, or anything you might wish to discuss, please raise it with me or anyone in the Business group.  The sooner an issue is raised, the easier it is to deal with it.

I am looking forward to working with you on this course.

Mike Davies
21 September 2003

BS1904 Course Programme
2003
Computer Applications for Business
	Week 1
	Goals and structure of the course 

Place of IT in Business – Operational, Production and Management use of IT; Communications; Decision Support; 

Terminology; Using Windows Explorer; Using Internet Explorer to get information

	Week 2
	Getting and presenting Business information;

Introduction to spreadsheets and Excel practical.

	Week 3
	Practical Aspects of WORD

	Week 4
	Introduction to Spreadsheet modelling- Excel

	Week 5
	Spreadsheet  Functions

	Week 6
	Business Graphics & Presentational packages-PowerPoint

	Week 7
	An Introduction to Databases

	Week 8
	Relational Databases

	Week 9
	Student Presentations

	Week 10
	Mail-Merging & Student Presentations

	Week 11
	Mail Merging

	Week 12
	Revision

	
	

	Week 14
	Mail-Merge Test


Helpful Materials

One of: Knight, Jane (1999) Computing for Business (Financial Times), or Knight, Jane (1995) Personal Computing for Business (Pitman).

Business Management web-site (main site home page http://www.wkac.ac.uk/bm/  and you can go straight to the guide for this module at http://www.wkac.ac.uk/bm/courses/bs1904/). 

BS1904 Assignment

Computer Applications for Business 

Due Date: Thursday 27th November 2003                      Moderator: Eric Bodger
The goal of the assignment is to simulate the kind of Business Proposal that you might be asked to produce in a real company, although this exercise should be far less complex.  You need to produce a document of 1000 to 2000 words plus a spreadsheet, making a case for or against the following business opportunity:  

You have a successful software product that allows a modem to receive incoming faxes, then routes them to users of the customer’s local area network as e-mail attachments.  Your customers are asking for the product to be extended so that it can convert e-mail messages into outgoing faxes for recipients who don’t have an e-mail address.

At present, you sell 300 licences a month at £50 each, and the market seems fairly steady.  Market research indicates that you’d sell 400 copies a month if you had the new feature, with a probable jump to 500 for the first few months after it becomes available.  It costs you £10 to produce each package (books, CD-ROM and packaging).  You also have to pay £1000 per month for the management and support costs of the product, but this is not sensitive to sales volume.

You estimate that the proposed enhancement will take two programmers and a writer six months to complete, at a cost of £5000 per month (£30,000 total).  Promoting the new version will cost another £4000 and take a further month, bringing the cost of development up to exactly £34,000.

A suggested approach:

a) Develop a simple spreadsheet to support your exploration of the business opportunity.

Think how your decision on whether to develop a new version is likely to affect the timing of future sales.  On this basis, make justifiable assumptions about sales, then use these assumptions to enhance your spreadsheet to project cash-flow over the next 18 months for each of these two scenarios: 

1) where you develop the new version;  2) where you just continue “business as usual.” 

b) Contingencies: What if it actually took eight months to complete the development, instead of six?  Consider the potential impact on sales of your current product when you announce the new version.  What if you could raise the price to £60 to reflect the higher product value?  (how many of your customers would perceive higher value?).

c) On the basis of the figures, decide which way you want senior management to go – to make the proposed investment or not.  You then need to construct a report to convince them (and the assessor!).  

You obviously can’t do a full report for a project as sketchily described as this, but what you produce should contain at least the following elements:

Management Summary:  The intuitive stuff, right at the front (though you’ll probably write it last), to tell top management what you are recommending, and what the chief benefits will be (for example, “the investment will break-even in xx months and protect our market share”).  This section is vital, and carries 20% to 25% of the marks.

Body of the report: Brief statement of the current situation, what changes are proposed, and what you expect to be the effect of the changes.  State and justify your assumptions (for example, you might forecast declining sales if you do nothing, because some of your customers will switch to competitors who do offer the proposed function).  State the main actions required, but don’t go into too much detail (we don’t expect you to know how to run a software development project).
Embed your spreadsheet(s) into the report at an appropriate point, to demonstrate how and when the proposed benefits will be obtained.

List risks such as delay, and “up-side” opportunities such as a possible price rise.  It may be appropriate to insert the spreadsheets covering these contingencies.

The Appendix can be omitted for the purpose of this assignment.  It would include any market research results, and the proposed development schedule.

Note – It’s highly unlikely that you’ll write the report in sequence.  A suggested approach is to start with an outline made up of main headings, then go round filling in and expanding the text.

Please attach a copy of this page to your assignment before you hand it in, and please remember to attach a diskette containing your spreadsheet.
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