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	CLASS LANGUAGE
	English

	FORM 
	e-learning

	COURSE OBJECTIVES 
	Ability to operate office suite programmes, basic knowledge of the Windows operating system, basic computer graphics, operation of a mail client.

	COURSE CONTENT

(Division into contact hours and e-learning))


	1. Use of the mail client
2. Basic computer and operating system information
3. Computer networking, file sharing
4. Windows event logs
5. Basics of using GIMP
6. Use of Word
a. Serial correspondence

b. Creating tables, figures, captions 

c. Document formatting

d. Embedding objects
7. Handling Excel

a. Using formulas

b. Form controls

c. Pivot tables

d. Charts

e. Working with large amounts of data

8. Handling Power point

a. Creating an advanced multimedia presentation

1. working with a large MS Word document

2. advanced MS Powerpoint presentations

3 Internet services, computer networking

4 Computer hardware, computer components

5 Working with MS Excel worksheets

6. working in the public cloud

    Editing and processing raster graphics

	LITERATURE

(compulsory reading)
	· The Internet

· H. Borko, World information technology manual, vol. 1: Computers, telecommunications and information processing: A.E. Cawkell (Ed.). Elsevier Science Publishing Co., New York (1991) Volume 29, Issue 1, 1993, pages 149-150, ISSN 0306-4573, https://doi.org/10.1016/0306-4573(93)90034-B.
Literature available in WSB University Library:

· Demetriades, D., Information Technology Workshop, Oxford : University Press, 2003.

· Golwala, M. S., Information technology apparatuses, Journal of Modern Science. 1734-2031 2019, t. 3, s. 283-295, 2019

	OPTIONAL LITERATURE (including at least two items in English, either books or articles)
	·  E. Turban, Introduction to Information Technology, John Wiley & Sons, Inc.; 2nd Edition 2003 (January 1, 2003)
· R. Kelly Rainer, Introduction to Information Systems, John Wiley & Sons, Inc., 2014.
Literature available in WSB University Library:

· Mazur, J., Innovation in the information technology industry, HRM Human Resource Management. 1641-0882. 2009, iss. 2, s. 87-93, 2009.
· Mercier-Laurent, E., The contribution of information technology to the business success of todays enterprises, Informatyka Ekonomiczna. 1507-3858. Nr 21 (2011), s. 48-59, 2011.


