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1. COURSE DESCRIPTION 
 1.1. Course objectives 

The aim of the course is to familiarize students with basic concepts of information and 
communication technologies, parts of hardware and software they encounter when using 
computers in business environment so they could communicate directly with technical staff 
and business partners in charge of procurement, maintenance and implementation of new 
technologies or maintaining existing ICT infrastructure.  
 
The aim of the practical work is to prepare students for advanced use of MS Word and MS 
Excel as everyday tools in business environment. Emphasize in MS Word part is on elements 
that enable quality editing and shaping of paper assignments and final paper. Students are 
familiarized with videoconference calls, world wide web search technics, computer network 
architectures, web services, setting up email accounts, use of AAI electronic identities, basic 
tools for protection from malicious software. 

1.2. Conditions to enrol the course 

No prerequisites. 

1.3. Expected learning outcomes for the course 

1. Identify and recognize main concepts and parts within information and communication 

technologies 

2. Abstract and describe software 

3. Analyse network connections and network-based communications 

4. State security threats in computer systems, interpret legal regulation related to ICT 

5. Application of advanced text editing in MS Word 

6. Analysis and working with data in tabular calculator MS Excel 

 

1.4. Course content 

Weekly course schedule for lectures: 
1. Introduction to information and communication technologies  
2. Computer hardware, types of computers 
3. Main computer parts, input devices, output devices 
4. Storage devices, optical, magnetic, flash 
5. Software and applications 
6. Operation systems 
7. 1st midterm – learning outcomes 1 and 2 
8. Computer networks 



9. information and communication technology in everyday life 
10. Communications, virtual communities, health, environment 
11. Computer systems security, data security 
12. Malicious contents 
13. Legislation, copyright, personal data protection, general data protection regulation 
14. 2nd midterm – learning outcomes 3 and 4. 
15. Pre-examination period exam 

 
Weekly course schedule for exercises: 

1. MS word: getting familiar with menus and basic text editing 
2. MS word: breaks, sections, page numbering, page design 
3. MS word: text styles, table of contents 
4. MS word: footnotes, references, table of pictures, picture descriptions 
5. MS word: inserting and table properties, word art, inserting and shaping pictures 
6. MS word: equations, symbols and circular letters 
7. 1st midterm – learning outcomes 1 and 2. 
8. MS excel: getting familiar with menus, functions, formulas 
9. MS excel: functions: SUM, SUMIF, SUMIFS, COUNT, COUNTA, COUNTIF 
10. MS excel: conditional function IF, logical operators AND and OR in conditions 
11. MS excel: inserting charts 
12. MS excel: Pivot tables 
13. MS excel: integration with other MS Office tools 
14. 2nd midterm – learning outcomes 3 and 4. 

1.5. Types of teaching  

☒ lectures 

☐ seminars      

☒ exercises 

☐ field work 

☐ homework 

☐ multimedia and network 

☐ laboratory 

☐ mentoring other 

1.6. Comments  

1.7. Students’ obligations 

Examination is divided and conducted in accordance with the established learning outcomes 
as described here:  

• learning outcomes 1 and 2 are examined in the 7th week of semester,  

• learning outcomes 3 and 4 are examined in the 14rh week of semester, through distant 
learning management system Merlin, types of questions on the exam are multiple 
choice questions and fill in the void in a sentence. By passing those exams student can 
collect maximal 60% of points, 15% per learning outcome.  

• Students can retake the exam in learning outcomes 1 through 4 in the 15th week, as a 
pre-exam period exam. 
If a student does not pass the exams in learning outcomes 1 through 4 by the end of 
15th week of classes he will not receive confirmation of fulfilment of his obligations 
and won’t be able to take the exams in exam periods. 

• Learning outcomes 5 and 6 which represent practical knowledge, are examined in 
winter, summer, and autumn exam periods, through solving tasks using a PC. By 
passing those exams student can collect maximal 30% of points, 15% per learning 
outcome. 

• 10% of points are collected through students’ activity during classes and submitting 
homework in the LMS Merlin 

A positive score means that the student: 

• has passed the prescribed attendance level (90% for regular students) 

• achieved a minimum of 7,5 points per learning outcome 



10% of point are collected through activity in class and submitting homework in LMS Merlin. 
To get passing grade for certain outcome, one must get at least 50% of points per exam. 
Regular students must be at 90% attendance for lectures and exercises. 

1.8. Monitoring of students 

Attendance  
Activity in 
class 

 
Seminar 
paper 

 
Experimental 
work 

 

Written 
exam 

3 Oral exam  Essay  Research  

Project  
Continuous 
assessment 

0,5 Report  Practical work 1,5 

Portfolio        

1.9. Assessment and evaluation of students' work during the classes and the final exam 

The grade consists of: 
1 midterm – 30% 
2 midterm – 30% 
Written exam – 30% 
Continuous assessment and activity – 10% 
Taking exams from the course, means that the student has fulfilled all obligations and has 
collected the necessary number of points. Grading is based on Assessment criteria of 
Polytechnic Nikola Tesla in Gospić. 

1.10. Required literature (on the proposal of the study programme) 

• Grundler, Gvozdanović, Ikica, Kos, Milijaš, Srnec, Širanović, Zvonarek; ECDL priručnik 

(Syllabus 5.0), ProMil, Zagreb, 2011. 

• V. Čerić, M. Varga, H.Birolla: Poslovno računalstvo, Zagreb, 1998. 

• Ž. Panian: Poslovna informatika za ekonomiste, Masmedia, Zagreb, 2005. 

1.11. Additional literature (on the proposal of the study programme) 

• V. Čerić, M. Varga: Informacijska tehnologija u poslovanju, Element, Zagreb, 2004. 

• M. Varga: Baze podataka – Konceptualno, logičko i fizičko modeliranje podataka, DRIP, 

Zagreb 1994. 

1.12. Quality assurance methods that ensure the acquisition of exit knowledge, skills and competences 

The control of students work quality and the acquisition of necessary knowledge and skills 
will be ensured through interactive work during classes and demands for analytical and 
critically oriented approach when discussing current theme. By keeping track of attendance 
and student activity during classes and provided information on students` progress through 
midterm exams and homework, information for further guidance to students will be provided 
to increase the efficiency of their work. Students will be informed about their rights and 
obligations as well as the methods of work and the required literature. 
Quality and skills in teaching for lecturers and quality of study programmes are assessed 
through student survey, monitoring of annual data from the Croatian employment service on 
the annual state of student employment and Alumni association. Collected data is used for 
continuous upgrades of study programme, methods of teaching, literature. 
 

 


