
card of course
	Subject name
	Information Technologies


1.  Location of the subject in the system of studies
	1.1. Programme
	Management

	1.2. Mode of study
	Full time studies/ Part time studies

	1.3. Level of degree
	Bachelor degree

	1.4. Profile
	Practical


	1.5. Speciality
	-

	1.6. Lecturer responsible for the subject 
	Monika Kłos


2. General characteristic of the subject
	2.1. Connection with a subject group
	general

	2.2. Total credits (ECTS)
	1

	2.3. Language of instruction
	English

	2.4. Semesters in which the subject is carried out
	I

	2.5. Criterion for selection of listeners
	-


3. Learning outcomes and method of conducting classes
3.1.  Aim of the subject
	Lp.
	Aim of the subject

	
	

	C1
	Acquainting with information technologies to a degree enabling independent use in practice and self-improvement of skills

	C2
	Develop skills in information technologies

	C3
	Practical skills in edition of text and data analysis

	C4
	Practical skills of integrated usage of Office


3.2. Learning outcomes, divided into KNOWLEDGE, SKILLS AND COMPETENCIES, with reference to learning outcomes for an area(s) and a field of study
	Lp.
	Description of learning outcomes
	Reference to the 
learning outcomes 
(symbols)
	Form of teaching 
(mark with a „X”)

	
	
	
	ST
	NST
	NST PUW

	
	
	
	Classes at the University
	Classes 
on a platform
	Classes at the University
	Classes 
on a platform
	Classes at the University
	Classes 
on a platform

	After completing the subject, student in the range of KNOWLEDGE, know and understand

	W1
	knows advanced mathematical and statistical methods as well as typical research methods used in individual areas of the company's activity and tools supporting decision-making processes, including IT tools for the collection, analysis and presentation of economic and social data
	Z1_W03
	
	
	
	
	
	

	After completing the subject, student in the range of SKILLS, can

	U1
	uses appropriate analytical methods and tools as well as IT systems supporting decision-making processes
	Z1_U05
	
	
	
	
	
	

	After completing the subject, student in the field of SOCIAL COMPETENCES, is able to

	K1
	is ready to critically evaluate the results of own work, understands the importance of knowledge in solving problems, in the event of difficulties, is able to turn to an expert in the field of information technology
	Z1_K01
	
	
	
	
	
	


3.3. Type of classes and number of hours - full time studies (ST), part time studies (NST) 
	Mode 
of study
	Lecture
	Exercises
	Project
	Workshops
	Lab
	Seminar
	Lectorate
	Using distance learning methods and techniques in the form of sending tasks, passing test
	Others
	ECTS

	ST
	
	
	
	
	15
	
	
	
	
	1

	NST
	
	
	
	
	
	
	
	
	
	

	NST PUW
	
	
	
	
	
	
	
	
	
	


3.4. Curriculum content (separately for each type of classes). Mark (X) how the content will be implemented (classes at the university or classes on the platform conducted using distance learning methods and techniques)
TYPE OF CLASSES: LAB
	Lp.
	Content of classes
	Form of teaching 
(mark with a „X”)

	
	
	ST
	NST
	NST PUW

	
	
	Classes at the University
	Classes 
on a platform
	Classes at the University
	Classes 
on a platform
	Classes at the University
	Classes 
on a platform

	1.
	Introduction to IT and definitions
	X
	X
	
	
	
	

	2.
	IT sectoral activities
	X
	X
	
	
	
	

	3.
	IT function
	X
	X
	
	
	
	

	4.
	IT Benefits
	X
	X
	
	
	
	

	5.
	Functionality of Office –work with Excel and Word documents – in case of functionality in studying and future work as a manager
	X
	X
	
	
	
	

	6
	Functionality of Office –work with Power Point -rules and practises of presentation preparation
	X
	X
	
	
	
	


3.5. Methods of evaluation of learning outcomes (describe the methods of teaching and verification of learning outcomes):
Methods of teaching:

Exercises: Discussion, exercises, case studies
Methods of verification of learning outcomes:

The condition for passing the course (laboratory) is obtaining the minimum number of 200 points:

60% -75% satisfactory grade (from 120-150 points)

76% -90% good (151-180 points)

91% -100% very good rating (more than 180 points)

Students can get the points by:

1. Participation in classes - 10 points x 5 meetings, 50 points in total

2. Completed 8 tasks+2 tests - 20 points for each task x 4 (total 80) and  10 points for test x 2 (total 20) - a total of 100 points

3. Final test and final task - 50 points

TOTAL 200 POINTS

For extra (additional) tasks (5 tasks) for volunteers, they can get 10 points for each task. Total - 50 extra points.
Subject for tasks:

1. mail merge (text editions, Word and Excel interaction)
2. Preparation of essay - editing headlines, editing references (footnote, endnote), creating a table of contents, a table of illustrations adding sections in the text page layout (vertical, horizontal) inserting tables, external objects
3. Preparation of short PowerPoint presentation

4. Pivot table and chart in Excel
3.6. Criteria for assessing the achieved learning outcomes
	Learning outcome
	For a grade of 3 student knows and understands/can/is able to:
	For a grade of 4 student knows and understands/can/is able to:
	For a grade of 5 student knows and understands/can/is able to:

	W
	60-75% of the knowledge indicated in the learning outcomes
	76-91% of the knowledge indicated in the learning outcomes
	91-100% of the knowledge indicated in the learning outcomes

	U
	60-75% of the skills indicated in the learning outcomes
	76-91% of the skills indicated in the learning outcomes
	91-100% of the skills indicated in the learning outcomes

	K
	60-75% of the skills indicated in the learning outcomes
	76-91% of the skills indicated in the learning outcomes
	91-100% of the skills indicated in the learning outcomes


3.7. Literature
Basic
Supplementary

Manual for Office
Office 2019 All-in-One For Dummies
4. Student’s workload – balance of credits (ects)
	Student’s activity
	Student’s workload

	
	ST
	NST
	NST PUW

	CONTACT HOURS (activities that require direct participation of an academic teacher)
	15
	
	

	Classes provided by the study plan
	15
	
	

	Consultation (min. 10% of  hours provided for any form of classes)
	2
	
	

	STUDENT’S OWN WORK
	10
	
	

	Preparation for class, preparation of project work/presentations/etc
	5
	
	

	Preparation for passing the classes
	5
	
	

	TOTAL STUDENT WORKLOAD
	25
	
	

	Credits (ECTS) for a subject
	1
	
	


	Date of last change 
	7 November 2022

	Changes introduced
	Monika Kłos

	Changes approved
	Anna Bielak




