MOHAWK VALLEY COMMUNITY COLLEGE

UTICA AND ROME, NEW YORK
COURSE OUTLINE

IS 140 Electronic Business Presentations




C-2, P-2, Cr-3

Course Description:
This course will focus on the development and delivery of effective electronic presentations.  Students will prepare, organize, and deliver business presentations using Microsoft PowerPoint 2002.  Discussion topics will include gathering supporting material, outlining, appropriate use of visual materials, and elements of interpersonal communication.  Several presentations will be designed and given.  Topics may include business performance reports, training workshops, and sales presentations.  Techniques will include linking and embedding objects from spreadsheets, charts, word processing documents, and databases.  The course will be taught in a lecture and laboratory format.

Prerequisites: EN101, and either BM 121 or IS101

Student Learning Outcomes:

Upon completion of this course, the successful student should be able to:

Speech Component:

1.    Describe the elements of the Speech Communication process

2. Describe how people make themselves understood when participating in different communication models.

3. Demonstrate methods of finding materials efficiently

4. Determine the considerations necessary so that people will listen to a speech.

5. Demonstrate the use and importance of visual aids.

6. Describe the importance of listening from the perspectives of both the speaker and the audience.

7. Describe the key considerations involved in determining the topic, purpose and contents of speeches to inform, persuade, motivate, and entertain.

8. Describe how to organize a speech including the introduction, body and conclusion.

9. Demonstrate the ability to prepare and deliver an effective speech using a well designed electronic presentation.



Presentation Software Component:

1. Design, organize and deliver electronic presentations, using wizards, design templates and auto layout functions.

2. Use the slide master to establish layout, animation effects, color, font types, and image placement for an entire presentation.

3. Insert and manipulate objects such as clip art, pictures, movies, and sound.

4. Create custom backgrounds using pictures, gradients and textures.

5. Create internal and external hyperlinks, add action buttons and determine appropriate action settings.

6. Change slide layout in an existing presentation, and add slides from another presentation.

7. Utilize advanced software features including object linking and embedding, macros and toolbars.

8. Create Web pages and self-running presentations.

9. Function as a resource person within an organization and provide training and assistance in the use of presentation graphics software.

Major Topics:

1. Intro to Public Speaking

2. Controlling nervousness (Introductory Speech)
3. Listening

4. Reaching the Audience

5. Select topic, purpose and idea

6. Use Information Wisely, visual aids

7. The Body of the Speech-Introduction & Conclusion

8. Outlining the Speech

9. Speaking to Inform

10. Speaking to Persuade

11. Wording the Speech

12. Delivering the speech

13. Final Business Project and Presentations
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