	Course title
	Information Technology

	Lecturer
	dr Jędrzej Wasiak-Poniatowski

	Level
	bachelor

	Length
	30 / L:15 W:15

	Type
	major course

	Form
	lecture and laboratory

	Content
	1. Information. Function and features of information. Information Society. Role of the Internet and communication infrastructure in economy.

	
	2. Sources of information. Methods for information access.  Information resources. Maintenance of information resources.

	
	3. Communication technologies. Integrated communication platforms. Communication devices. Communication software.

	
	4. Computer networks. Categories of networks. Data transmission technologies. Methods for access to computer networks.

	
	5. IT Security. Threats of attacks on the network. Methods for cyber-attack. Methods of protection against attacks on the network.

	
	6. Effective information searching. Using advanced searching. Methods for verifying of information quality.

	
	7. Introduction to multimedia presentation tools. Different approaches to multimedia presentations. Features of a good multimedia presentation.

	
	8. Working with multimedia presentation tools. Embedding different types of content into presentation. Sharing presentations on the web. Alternative ways of making presentation.

	
	9. Public speech with the use of a multimedia presentation (examples). The discussion on strengths and weaknesses of presentations.

	
	10. Introduction to word processor tool. Principles of creating good quality document. The importance of selecting the font, size, etc.

	
	11. Working with large documents, formatting content, generating graphs, lists, embedding different content.

	
	12. Working with Merge Tool. Creating database of clients. Creating content using merge fields (dynamic content).

	
	13. Introduction to spreadsheet tool. Principles of operation on a spreadsheet. Content formatting. Basic functions.

	
	14. Working with data in a spreadsheet. Basic data analysis. Creating and working with charts. 

	
	15. Working with data in a spreadsheet. Nesting functions. Creating conditional formulas. Using conditional formatting.

	Prerequisites
	· English language proficiency
· basic computer skills

	Learning outcomes
	Knowledge: Student knows the importance of information, threats of information exchange using global networks, presentation techniques and office tools used in the field of management.

	
	Skills: Student is able to use basic office applications, such as word processing, multimedia presentation and spreadsheet using functions supporting management

	
	Competences: Student is able to effectively and safely search information, use it in his work with office tools and resolve problems.

	Selected literature
	1. Markey K., Online Searching. A Guide to Finding Quality Information Efficiently and Effectively, Rowman & Littlefield Publishers 2015

	
	2. Walkenbach J., Microsoft Excel 2013 Bible, Wiley Publishing, Indianapolis 2013

	
	3. Bucki L., Microsoft Word 2013 Bible, Wiley Publishing, Indianapolis 2013

	
	4. Miller M., Next Series: Introduction to Google Apps, Personal Apps, Prentice Hall 2011

	Teaching tools
	lecture, practical examples, group discussions, individual assignments, individual presentations, group work

	Form of examination
	individual home assignment, practical test with exam


