BUSi ness Ed Ucat | on AlS 340 Integrated Information Systems
Applications (3)

College of Education _ AIS 360 Interpersonal Business Relations (3)
Aviation and Business Education AIS 435 Information Systems/Personnel

107 Armstrong Hall « 507-389-6116 Management (3)

Janet G. Adams, Ed.D. AlS 490 Capstone Seminar (1)

Required Teaching M ethods Cour ses for Major

The principal goals of Business Education are (1) t(f credits)
prepare students to meet the licensure requirements f&ourses to beken on-lne through Winona State Uni-
service as teachers in grades 5 through 12; (2) to préersity)

vide in-service education to vocational teachers in MinAIS 401 General Methods (2)

nesota; (3) to provide service courses to university stt!S 402 Basic Business Teaching Methods (

dents; and (4) to prepare students to be employed f4S 403  Keyboarding Teaching Methods (1)
business occupations. AIS 404  Administrative Information Teaching

The department offers an interinstitutional program thag ;g 405 '\ﬁgtt:k;%?l?ir(l;)Teaching Methods (1)
allows students to obtain a BS degree and teacher li- . ) ]

censure from Winona State University. Through caréXequired Electivesfor Major (8 credits)

ful articulation, most coursework for the teaching ma{Courses to be taken on-line through Winona State U
jor will be offered locally. Some AIS courses will be Versity) ] o )
transmitted to numerous locations using a combinatica00se elective credits in Technology-, Business-, 3
of delivery technology. Before pursuing this major, stuf\lS-related courses.

dents are encouraged to meet with the business eduRquired for Major (Professional Education, 30
tion coordinator for assistance in program planning. credits)

See the SECONDARY EDUCATION section for ad-
fnission requirements to Professional Education and a
list of required professional education courses.

Academic Programs

Admission to Major in the College of Education is
granted through the Office of Academic Advising, 11
Armstrong Hall.

Required Minor: None Transfer Student Advising. Formal evaluation of prior
academic preparation follows transfer orientation. The
program coordinator approves the coursework based on

Business Education BS Teaching course descriptions and syllabi and samples of com-

(Degree to be granted by Winona State University Copleted workHowever, all cour sesin therequired Pro-
lege of Business) fessional Education sequence must betaken entirely

] ) ) ) from only onefour-year university.
Required General Education for Major (3 credits)
ECON 201 Macroeconomics (3)

Required Support Courses for Major (21 credits) COURSE DESCRIPTIONS

BED 345 Bgsme_ss Commu_nlcatlons ®) BED 120 (3) Introduction to BusnessCommunication

ACCT 200 Fmanmal_Accountmg ®) Introduction to Business Communications emphasizes the

ACCT = 210 Mgnagerlal chountlng ®) development of proofreading, grammar, punctuation, vo-

ECON 202 Mlc_roecongmlcs ®) cabulary, spelling skills. Then these skills are used to com-

FINA = 362 Business F!nance ©) pose a variety of business and personal documents. Pro-

BLAW 200 Leggl, Political and Regulatory vides an excellent foundation for all university students,
Eny |r9nment of Bu3|_n ess (3) as all career choices require excellent written communica-

MRKT 310 Principles of Marketing (3) tions. Students must attend during first two weeks of class.

Required Administrative I nformation SystemsCon-  Remainder of semester will be on-line, self paced.

tent for Major (29 credits) - .

(Courses to be taken at South Central Technical CollegB D 161 (3) _Word Procng/_Keyb_oardlng -

OTEC 1830 WP Concepts and Applications (3) velpp basic tpuch keyboarding skills and eﬁlmen_t key-

boarding techniques for all persons who will be input-

8$Eg gg%g gr;sp;?gmggélz?:i:o“&)(s) ting and retrieving information on alphabetic and numeric
p 9 keyboards. Prepare personal and business correspon-

OTEC 1870 Data Software-Access (2) )
dence, manuscripts, and reports on computers. Open to
OTEC 1880 Spreadsheet Software-Excel (2) all students -with limited or no touch-typing skills.

C to be tak -line th h Wi State Unj- . .
( ourses fo be taken on-iine through tinona State néED 162 (3) Intermediate Word Processing/K ey-
versity) boarding

AIS 215 Personal Finance (3) | | t skill d X d
AIS 335 Information Resource Management (3)Deve Op employment Skills and master word process-
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ing applications on computers. Recommended for stirre: ENG 101; keyboarding/word processing skills, or
dents who wish to enhance skills beyond basic keyequivalent, Recommended: BED 120
g?:rgg%inglwgrrigl:ﬁgzz'tng' BED 406 (3) Methods of Teaching Business, Account-

' ' ing, and Keyboarding
BED 163 (3) Advanced Word Processing/Keyboard-  Discuss business education methodology regarding
ing/Machine bookkeeping, accounting, consumer economics, busi-
Produce business and personal correspondence, tabtesss law, general business, career exploration, market-
macros, templates, manuscripts, and other documeritg), and other basic business subjects. Includes school
using computers. Use transcription equipment for licenisitations and review of current literature.
sure competency. Pre: ACCT 200 and 210, BED 163 and 482, BLAW 450,
Pre: BED 161 or 162, or equivalent FINA 362, MGMT 330, MRKT 310, ECON 201 and 202

BED 201 (2) Information and RecordsManagement ~ BED 415 (2) Student Organizations
Establish, manage, maintain, and manipulate a busindssarn the teacher-coordinator role as a vocational club
database. Learn preservation and legal ramifications afivisor.

gzgﬁtr'c?rfrﬂirg tgnigari]r?tt;ﬁ ?engorcgzer media. LearlE&ED 420 (2) Methods and Materials of Teaching
P ' Integrated Business Simulation

BED 206 (3) Spreadsheets and Graphics Participate in and learn how to manage an integrated
Use computers to prepare, create, and illustrate spredmlisiness simulation. Includes presentations and discus-
sheet and graphic business information. sions to organize simulations for various teaching situ-

ations.

BED 215 (2) Information Processing Database Pre: BED 163, or equivalent, or consent

Records M anagement
Use computers for establishing, manipulating, and maifBED 430 (3) Senior Program Report
taining a relational database system. Understand mafyreport prepared by experiential employed students to
agement techniques of electronic filing systems. illustrate program objectives, approved projects, and
BED 291 (1-3) Project Study in Business l‘i"a_'“a“ons'

) . ) . re: Consent
Provide an opportunity to earn credit by completing a
special project or individualized curriculum approvedBED 431 (2) Materials and Methods of Teaching
and directed by a faculty member. Cooperative
Pre: Consent Develop special instructional materials and intensive

BED 297 (1-10) Office Experience coordination methods.

Allow students to earn credit for supervised and docBED 432 (2) Coor dination Techniquesfor Coopera-
mented office experience under the direction of theitive Occupational

office supervisor and a faculty member. P/N only.  Develop program operation policies and practices.

Pre: Consent BED 434 (2) Principles and Practices of Vocational

BED 320 (1-3) Business Experience Technical Education

Earn two-for-one clock hours toward business and ofAnalyze the administration, organization, and operation
fice education vocational teaching licensure through aof vocational education at the local, state, and national
apprenticeship program. Students will work as officdevels of government.

employees and be supervised by their office supervisor

and a faculty member. P/N only. BED 440 (2) Corporate Men and Women

Pre: Consent Designed to develop sensitivity in dealing with inter-
BED 321 (1-3) Business Seminar personal relationships facing men and women in today’s

Discuss the work flow, team work, decision making,CUIturaIIy diverse, competitive business world.

and day-to-day activities for apprenticeship or office CD-Core
experience students. P/N only. BED 451 (3) Business Correspondence and Reports
Pre: Consent Write effective business letters and reports emphasiz-

. ing the psychology of letter and report writing. Format,
BED 325 (3) Office Systems and Technology content, and creativity emphasized.

Use on-line computer systems in business offices V-'}re' ENG 101 or consent: Recommended: BED 120
streamline business operations via electronic messagr-]d' 161 ' ’

ing, electronic calendaring, electronic data transmission,

and other capabilities. BED 453 (3) Office Management

Discuss physical facilities, layout, working conditions,

gs\zgl 5;2! iuslnﬁit?e%mar:grgu?;t::ﬂ:ness communicg-qmpment’ scientific procedures, work simplification,
P PRl d work efficiency standards regarding these elements.

- o ’ ; n
tion skills into a variety of business and personal documents.
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BED 460 (4) Office Systems Implementation and  Maximum 30 credits. P/N only.
Applications Pre: Consent
Compare hardware and software for company needéED 497 (1-10) Internship

E:,aer_‘ ;E%I?zpsleor?igtnggfte automation components. Supervised work experience in bu_siness, industry and
' state or federal institutions according to a prearranged

BED 470 (4) Integrated Office Systems training plan for a minimum of fifteen 40-hour weeks.

A synthesis and application of concepts related to curreR{N only.

office systems topics. Networking and consolidating curPre: Consent

e e a apedalt SMare PP 59 (1) it Sy
' ' ' Pre: Consent

BED 481 (3) Desktop Publishing

Use microcomputer application software for desktop
publishing. Planning, layout, production, and graphics
features emphasized.

Pre: BED 161 or consent

BED 482 (2) Secondary Computerized Accounting

Learn and evaluate accounting software packages appro-
priate for secondary classroom instructional purposes.
Pre: ACCT 200 and 210, and BED 161, or equivalent

BED 483 (2) Presentation Graphics
Learn to create and present information by using elec-
tronic media.

BED 489 (1-4) Vocational Curriculum Restructuring
Learn formal procedure used to restructure vocational
curriculum.

BED 490 (1-3) Workshop
Specialized subject workshops in business education.

BED 491 (1-4) In-Service

Specific topics designed to serve business and voca-
tional teachers.

Pre: Consent

BED 493 (1-4) Preapproved Occupational Update

A directed program to investigate and observe current
occupation conditions, qualifications, and patterns.
Pre: Consent

BED 494 (1-4) Directed Occupational Experience

Paid occupational experience following a training plan
to qualify for a vocational teaching license.

Pre: Consent

BED 495 (1-4) Internship: Vocational Teaching

In-service supervision during nine weeks of the first 8
weeks of teaching. Satisfies Minnesota vocational
teacher licensing requirement (State Plan, Sec. 1-33-2)
for first-year secondary vocational teachers. Mandatory
for nondegree teachers and those whose degree major
is other than education. P/N only.

Pre: Consent

BED 496 (1-10) I nter nship: Occupational Experience

To qualify, student must demonstrate competency in a
technical area through the university test-out procedure.
The test must be completed during the student’s last
quarter of the BS degree program and is applicable only
toward the vocational technical major. May be repeated.
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