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I. COURSE DESCRIPTION: This course has been developed in order to give the
students hands-on practice with their presentation skillsthat will be required in the business
environment. Students will learn to be dynamic,powerful presenters using a holistic, entertaining,
value-added, and fully-documentedapproach. In this course, students will learn to run an
electronic slideshow and deliver their presentation.

D. LEARNINGOUTCOMESANDELEMENTSOF THE PERFORMANCE:
(GenericSkillsLearningOutcomesplacementonthe courseoutlinewillbe determined
andcommunicatedat a laterdate.)

Upon successfulcompletionof this course, the student will demonstrate the abilityto:

1) Develop and present an electronic slide show.

Potential Elements of the Performance:

-understand PowerPoint's basic features
-start and exit PowerPoint, use toolbars, buttons, menu bar, shortcut menus, and view
buttons
-get help
-use AutoContent wizard

-determine major points, replace suggested content, save, organize, modify, and print
presentation
-create a new presentation
-add!delete slides
-choose layout, add charts, organizationalcharts, clip art, tables and specialeffects
-work with clip art objects
-use drawing tools, autoshapes, colour, connectors, and lines
-create and Wordart text objects
-use grids, guides, and rulers
-align, group, and ungroup objects
-identify, select, enhance and format charts and structures, use datasheets,
-move informationnom one software to another
-rearrange slides, add transitions, apply layout and designfeatures, animateshows
-use hidden slides,headers and footers and master slide layout
-link to another slide, music world-wide-web site, Excel spreadsheet
-create note pages, print speaker notes, rehearse timing, use spellcheck and style checker
-utilize the Web Publishingwizard
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This learningoutcome will constitute 50% of the course.

2) Deliverbusinesspresentations.

Potential Elementsof the Performance:

-work with deliverytechniquesby reading ftom a manuscript, speak ftom memory,
impromtu, and note cards.
-use multimediato give a presentation
-analyzeyour fears, experiencenon-verbalcommunication,discover the audience, and
work on vocabularyskills
-learn a comfortablepresentation speed for differenttypes of speeches
-plan an oral presentation completewith title introduction, body, and conclusion
-use communicationfor telephone communication
-role-play positive and negative group behaviour
-use persuasion to influencethe audience
-use multimediain a businesspresentation
-evaluate the presentation

This learningoutcome will constitute 50% of the course

ID. TOPICS:

1) Getting Started
2) Creating a Presentation
3) Improving the Basic Presentation
4) IDustratinga Presentation
5) Communicatingwith Charts
6) Moving Informationto and ftom PowerPoint
7) Making Live Presentations More Effective
8) Creating a ProfessionalPresentation
9) Using PowerPoint on the Internet
10) It's Not as Bad as You Think
11) There is an Actor in All of us
12) Buildingfor Success
13) Sharing Your Skillswith Others
14) The Information Age is Now
15) Great Beginningsand Endings
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16) Cooperation is the Key
17) The Art of Persuasion
18) Picture This!
19) Before and After the Presentation

IV. REQUIRED RESOURCESITEXTSIMA TERIALS:

BUS 221
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Colorful Presentations, Marlene Lecompte, Norbry PublishingLtd.

SmartStart PowerPoint 97, Robert Ferrett/John Preston, Prentice Hall

V. EVALUATION PROCESS/GRADING SYSTEM

The followingsemester grades willbe assigned to students in postsecondary courses:

Grade
A+
A
B
C

R (Repeat)
CR (Credit)

S

x

NR

Definition
90-100%
80- 89%
70 - 79'110

60 - 69%
59% or below
Credit for diplomarequirementshas been
awarded.

Satisfactory achievementin field placement
or non-graded subject areas.
A temporary grade - limitedto situations
with extenuating circumstancesgivinga
student additional time to complete the
requirements for a course (see Policies&
Procedures Manual -Deferred Grades and
Make-up).
Grade not reported to Registrar's office.
This is used to facilitate transcript preparation
when, for extenuating circumstances, it has
been impossiblefor the facuhy member to
report grades.

Grade Point Equivalent
4.00
3.75
3.00
2.00
0.00
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EV ALUA TION

BusinessPresentations
PowerPoint Presentations
Project Presentation
Attendance

40%
25%
18%
17%

AssignedWork

Late work willnot be accepted by the professor, except in a case where the student has
experienced extenuating circumstancesand provided the professor with a keyed letter explaining
circumstanceswhen the work is submitted. The professor must receive an e-mailor voice-mail
prior to the deadline.

VI. SPECIAL NOTES:

SpecialNeeds
If you are a student with specialneeds (eg. physicallimitations,visual impairments,
hearing impairments,learningdisabilities),you are encouraged to discuss required
accommodationswith the instructor and/or contact the SpecialNeeds Office,Room
E1204, Ext. 493, 717,491 so that support services can be arranged for you.

Retention of Course Outlines

It is the responsibilityof the student to retain all course outlines for possible future use
in acquiringadvanced standing at other post-secondary institutions.

Course Modification

The instructor reserves the right to modify the course as deemed necessary to meet the
needs of students.

Disclaimerfor Meeting the Needs of the Learners

Substitute Course Informationis availableat the Registrar's Office.
,

AcademicDishonesty
Students should refer to the definitionof "academic dishonesty" in the "statement of
Student Rights and Responsibilities." Students who engage in "academic dishonesty"
will receive an automatic failure for that submissionand/or such other penalty, up to

-----
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and includingexpulsiontrom the course, as may be decided by the professor.

VD. PRIOR LEARNING ASSESSMENT

Students who wish to apply for advanced credit in the course should consult the
instructor. Credit for prior learningwin be given upon successfulcompletion of the
following:
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