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SYLLABUS 
Academic Year 2022 - 2023









	Course Code and Title

	MLI20A013 - Orientation to University Studies
	1 cr

	Learning Outcomes and Content


	Learning outcomes for this course, upon successful completion, include the ability to: 1) understand the practices and principles related to the learning environment at the Aalto Mikkeli Campus in order to successfully carry out university level studies in the program, 2) demonstrate a minimum IT skill level needed for university studies (including the use of the Word suite of applications, PowerPoint and Excel), and 3) increase awareness of stress and time management challenges in studies and ways of dealing with them.
Content:

This course is designed to support students in planning and carrying out their studies. Students participate in an orientation to the program, which includes information on the personal study plans and the program s academic policies and practices. In addition, students are required to demonstrate a sufficient level of IT skills to manage their studies by passing computer applications tests. Finally, students are expected to develop their self-management in studies by participating in a stress and time management workshop.


This course comprises three main parts.

Part 1 of the course is fulfilled by attending the Orientation Week sessions outlining academic policies and program practices (or attending a personal study plan meeting with a study office staff member if the student is not able to participate in Orientation Week) as well as preparing one’s own study plan for the first year of studies.

Part 2 of the course: The schedule and requirements for Part 2 (Computer Applications) are outlined below.
Part 3 of the course is fulfilled by participating in a stress and time management workshop (MLI20A014) and its related activities during the fall of the first year. 
BScBA22 A 
1. Stress and Time Management workshop (on campus) by Sanni Saarimäki and Alli Mattila, Aalto-psychologists, on Wednesday, 12 October 2022, 09-11. 

2. Workshop with group work (in Zoom & on MyCourses), assignments planned by Sanni Saarimäki and Alli Mattila, on Wednesday, 2 November 2022, 16-18, Sanni Saarimäki or Alli Mattila will be answering questions via Zoom. 

BScBA22 B 
1. Stress and Time Management workshop (on campus) by Sanni Saarimäki and Alli Mattila, Aalto-psychologists, on Wednesday, 12 October 2022, 13-15. 

2. Workshop with group work (in Zoom & on MyCourses), assignments planned by Sanni Saarimäki, on Wednesday, 2 November 2022, 13-15, Sanni Saarimäki or Alli Mattila will be answering questions via Zoom. 

The first workshop includes an introduction and discussion about time management and its relationship to stress and study motivation. 

All materials will be found on MyCourses after this session for later use. At the end of this session, Sanni Saarimäki and Alli Mattila will give instructions for the second workshop and group work. 

The second workshop is group-work-based. Sanni Saarimäki/Alli Mattila will be answering possible questions via Zoom. The instructions and materials can be found on MyCourses in advance. This group work is designed to be finished in two hours and it will be delivered as a group (not individual) to Sanni Saarimäki/Alli Mattila via MyCourses.

Part 2 (Computer Applications)

	Instructor Name and Profile

	Roman Stepanov worked at Newcastle Business School from 2005 until 2022. First, Roman held the position of graduate tutor. In 2009 Roman successfully defended his PhD thesis entitled ‘Institutional Change in Russian Corporate Governance: An Analysis of Corporate Disputes’. Since then, Roman was promoted to the position of senior lecturer in the Accounting and Finance subject group. Recently Roman relocated to Finland and jointed Lappeenranta University of Technology as a lecturer in finance.

Roman teaches quantitative finance, mathematics and statistics at undergraduate corporate as well as postgraduate levels. In addition to this, Roman developed and delivered methodological workshops for staff and PhD students at Newcastle Business School and beyond. He has also delivered courses at overseas partner institutions in Hong Kong, Singapore, Qatar and Germany. Roman delivers his modules in standard, block and distance learning modes with all achieving impressive student satisfaction scores.

Roman’s research interests are in the area of quantitative analysis covering topics such as reported corporate disputes, corporate cash holdings, composition of UK boards, event studies and  Asset Pricing Models. 

Roman currently supervises two PhD students and a large number of students at both undergraduate and postgraduate levels.


	Email Address

	roman.stepanov@lut.fi


	Office Hours 

	Available via email or by appointment.


	Required Reading 

	Material provided by the instructor




	Course Schedule 

	Session # and Date
	Topic/s
	Assignment/s

	PRE-TEST SESSIONS

Monday, Aug. 22 Classroom 3 

13.45-15.45, group A 

Classroom 1
14.30-16.30, group B
	
	Option to complete Computer Applications tests (Word, Excel, Power Point) 

	SESSION 1

Thursday, Aug. 25 Classroom 3 

13.00 - 16.00, group A

09.00 - 12.00, group B 
	Course overview (0,5 h) 

MS Excel 2016 (2.5 h) Key features:

Syntax, Cell references, Find and Replace, Text to Columns
	

	SESSION 2

Wednesday, Aug. 31
Classroom 3 

15:30 - 17:30, group A 

13.00 - 15.00, group B
	MS Excel 2016 (2h) Data Visualization 1:

Creating Charts and Sparklines 
	

	SESSION 3

Thursday, Sept. 1
Classroom 3
15:30 - 17:30, group A 

13.00 - 15.00, group B
	MS Excel 2016 (2h) Data Visualization 2:

Pivot Tables
	

	SESSION 4

Monday, Sept. 5
Classroom 3
13.00 - 15.00, group A

15.30 - 17.30, group B 
	MS Excel 2016 (2h) Key Statistical Formulas:

Mean, Median, Mode, Standard Deviation and Variance
	

	SESSION 5 

Monday, Sept. 12
Classroom 3
14.00 - 16.00, group A

16:15 - 18.15, group B 
	MS Word (1h) 

Table of Contents and References

MS PowerPoint (1h)

Structure, Animation and Hyperlinks
	

	SESSION 6

Wednesday , Sept. 21
Classroom 3 

14.00 - 16.00, group A

16:15 - 18.15, group B
	
	Test session (2h)

	SESSION 7

Monday, Sept. 26
Classroom 3 

16:15 - 18:15
	
	Extra test session (2h) (for those who did not pass the first test)


	Grading

	Pass/fail

	At the end of the course there is a Test session. Three tests: Excel, Word and PowerPoint. The tests are skills tests in which the student performs tasks guided in the examination paper. During these tests the student can use notes and guidebooks. It’s allowed to use 45 minutes on each test. To pass the course all three tests must be 90% correct.

	
	


	ECTS STUDENT WORKLOAD

	This course is a 1 ECTS unit course, following the ECTS (European Credit Transfer System) guidelines of Aalto University School of Business. The number of hours the average student is expected to work in the course is 27 (including in-class and out-of-class work). 


	Types of Hours
	Number of Hours

	Contact hours (on- and off-campus):
	15

	Out-of-class hours:  

.

 
	

	Work with course materials, eg required reading 
	1

	Exam preparation 
	3

	Individual research & writing 
	1

	Team projects (meetings, research, preparation, etc.) 
	n/a

	Other (orientation week and study plan 3 hrs, time and stress management workshop 4 hrs) 
	7

	Total of all student workload (contact and out-of-class) hours:
	27


ACADEMIC POLICY STATEMENTS
	CODES OF CONDUCT 

	Academic excellence and high achievement levels are only possible in an environment where the highest standards of academic honesty and integrity are maintained. Students are expected to abide by the Aalto University Code of Academic Integrity, other relevant codes and regulations, as well as the canons of ethical conduct within the disciplines of business and management education. 
In addition, the BScBA Program has strict exam regulations in force which must be followed in all test-taking situations. 


	TEXTBOOK POLICY

	All required textbooks and other course materials are the responsibility of the student.  It is the expectation of faculty that all students will have access to the textbooks and other reading material. If a student is not able to purchase his/her own copy of the textbook or other required reading materials, it is nonetheless the student’s responsibility to find a way to complete the reading for the course.



	CLASS ATTENDANCE AND PARTICIPATION 

	There are 5 teaching sessions during Part 2 of this course (+exam session). A student in this course is allowed a maximum of one absence from the teaching sessions, regardless of the reason for the absence.

	


	Additional Information 

	This course will provide you with a working understanding of the basic features of MS Excel, MS Word and MS PowerPoint (with a focus on the former). MyCourses environment will be used as the course hub where you will find relevant materials, recordings, assessments, announcements and other useful information.
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