BUS 100, Introduction to Business
Elite Learning, Fall 2018/Spring 2019
Supporting Colleges: MECC SVCC WCC VHCC

Instructors: Adam L. Tolbert and Dawn Stafford (assistant)
Telephone: (276) 619-4363
E-mail: The best way to reach us is by sending a message within your Moodle course; however, our email
addresses are adam@adamtolbert.com and dstafford@swcenter.edu. Email should only be used as a last resort.
Students should expect to receive message responses within 48 hours. Messages will post under your course
announcements, so be sure to read the announcements!
Asynchronous Online Course via Moodle: http://elite.mrooms3.net

Course (Catalog) Description
VCCS Master Course Description:
Presents a broad introduction to the functioning of business enterprise within the U.S. economic framework.
Introduces economic systems, essential elements of business organization, production, human resource
management, marketing, finance, and risk management. Develops business vocabulary.
Prerequisite: None
Students who successfully complete this course will earn 1 high school credit and 3 hour of college credit for
BUS 100 Introduction to Business as well as have a basic overview of business related topics.

Course Materials
Title: Understanding Business 9th ed.
Authors: William G Nickels, James McHugh, Susan McHugh
Copyright: 2010
Publishers: McGraw‐Hill/Irwin
ISBN: 9780073511702
Time & Location of Class Meeting:
This course is asynchronous, which means the learner will be able to access the material at any time of the day
or night. The learner should have a specific time in the school day to work on the assignments. This course is
structured to offer students who wish to study business a way to learn through the Internet. It is expected that
the student will follow the assignments as outlined on the webpage which includes links to Internet sites that
contain information related to lesson objectives. The student will use the information at the sites as
supplements to text materials. The course is designed so the student will spend 60-90 minutes per week day on
the assignments.
Technology Requirement:
Students will be required to complete and submit assignments by using Moodle, the learning management
system for Elite Learning. The course can be accessed at www.svetn.org. Students will need use of the Internet
for all coursework.
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Teaching Methods:
This course will be taught over the Internet. The class website includes reading assignments, chapter Power
Points, discussion forums, journal assignments, video clips, chapter quizzes, key terms, etc.

Method of Evaluating Student Achievement
Grading Policy & Scale:
This course will be graded on the following scale:
100-90%=A, 89-80%=B, 79-70%=C, 69-60%=D, 59% or less=F.
All grades will be reported by SVETN to each school with a numeric grade and a recommended letter, but
assignment of a final letter grade will be at the discretion of the student’s school.
Late Work Policy:
This is a rigorous college course which requires disciplined work habits and the meeting of deadlines. Due
dates are located on the calendar and throughout the course. You should give yourself plenty of time on
assignments and don’t wait until the last minute. I will not extend deadlines unless I am contacted by your
school with an approved excuse such as extended illness, death in the family, etc. I will not reopen an
assignment after it has closed. Plan accordingly if you will be out of school on trips. Students should expect to
spend a minimum of 90 minutes per day of class activities. If students are unable to complete assignments
during their assigned class period, they will still be responsible for completion of all assignments on their own
computers. Remember that this work can be viewed from any computer with the Internet; therefore, students
should speak with their guidance counselor to find an appropriate location within the school to work. Email the
teacher if problems occur so they can be handled on a one-on-one basis.
Reading Assignments:
The student is expected to log into the class every weekday, and spend 60- 90 minutes completing the
assignments. Holidays when no assignment are due will be listed on the website.
Attendance Policy:
Because this is an Internet based course, there is not a scheduled time set for your coursework. Each student
must be dedicated to completing assignment independently. The student will be required to log in to this
course on a regular basis, which will be checked by the teacher. The school and/or parents will be notified if a
student has not logged into their course for a three day period. Contacts will also be made if a student is
logging into their course with only a minimum amount of work each day. Expect no less than 60-90 minutes of
work each day.
At least once every school day, you are required to log on to MOODLE and perform three tasks:
1. Check your inbox for new messages.
2. Check for new course announcements under “Latest News.”
3. Check the calendar under “Upcoming Events,” to see what work is due.
You should then proceed to work on the assignments within the current unit.
Elite Learning Inclement Weather Policy:
Asynchronous online courses have many advantages over the traditional classroom. Among those advantages
are the availability of the instructor, the opportunity to "attend" class from many locations, the flexibility of
schedule, and no make-up days due to snow. To provide the required amount of “seat-time” for students, Elite
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Learning instructors will continue to present class material and require assignment submissions. When some
schools are temporarily closed, it is necessary to require a continuation of assigned work even if students are
absent from school due to weather. It is the responsibility of the student to access the class via Internet
during this type of absence. Students without Internet access beyond school hours will need to discuss this
with their instructor at the beginning of the semester.
How to be Successful:






Make sure you read through this entire document. There is useful information here.
Plan ahead, and do not procrastinate. The dual enrollment classes are college classes. An asynchronous
class requires discipline. If you are not self-disciplined in your studies, then you need to rethink your
ability to take this class.
You must stay focused and keep a steady pace, or you will fall behind.
Expect technical difficulties. Remember that technical difficulties happen with online courses. Report
technical problems as soon as possible by submitting a trouble ticket at www.svetn.org under the
Contact tab.

Disabilities:
Students may request academic accommodations for disabilities through the Office of Student Services. That
office will evaluate the request and make recommendations for appropriate and reasonable accommodations,
which the student will provide to the instructor. Please contact your guidance counselor or SVETN for more
information.
Emergency Policy:
Follow all emergency policies for your home school.
Academic Integrity:
Each student will be bound by the academic codes of their school. Any violations will be reported to the
student's school for appropriate disciplinary action. Cheating will not be tolerated. Each student is considered a
responsible adult, and it is assumed that students will maintain standards of conduct appropriate to
membership in this online learning program. Emphasis is placed on standards of student conduct rather than
on limits or restrictions. Guidelines and regulations governing student conduct are developed by
representatives of the faculty, staff, and administration. More detailed information is found in the Elite
Learning Student Guide.
Netiquette:
These standards of conduct apply to both formal and informal communication within your online course.
Personal Conduct
This standard applies to both formal and informal discussions within your course. Show respect for others.
• Always ask yourself ‘would I say this to a person’s face?’
• Avoid offensive language.
• Be tolerant of diverse opinions and perspectives.
Communication Procedures
These standards apply primarily to formal communications including discussion forums, course mail, drop
boxes and other instructor‐assigned topics.
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1. Responses must be more than a simple agreement or disagreement.
2. Do not be afraid to disagree with others in the group.
• If you agree or disagree, choose a position and defend it while respecting the opinions of others.
• Make sure discussions are intellectual not emotional.
• Point out mistakes politely.
3. Course communication must follow directions for the specific assignment.
• Submit using the appropriate tool—drop box, discussion forum, course mail, etc.
• Respond in a timely manner and stay focused on discussion topic.
• Follow the format provided by the instructor.
4. Proofread submissions carefully.
• Observe rules of grammar, punctuation, and spelling including avoiding use of slang, Internet
abbreviations or lingo.
• Make sure what you write makes sense.
5. Plagiarism will result in a zero.

Course Information
Part 1: Business Trends: Study Cultivating a Business in Diverse, Global Environments
Part 2: Business Ownership: Start a (virtual) Small Business
Part 3: Business Management: Empower Employees to Satisfy Customers
Part 4: Management of Human Resources: Motivate Employees to Produce Quality Goods and Services
Part 5: Marketing: Develop and Implement Customer‐Oriented Marketing Plans
Part 6: Managing Financial Resources Attend a Financial Workshop

General Course Learning Outcomes/Objectives
The learner should be able to:
1. Discuss how businesses add to the standard of living and quality of life for all.
2. Contrast the economics of despair with the economics of growth.
3. Discuss the growing importance of the global market and the roles of comparative advantage and
absolute advantage in global trade.
4. Explain why legality is only the first step in behaving ethically.
5. Compare the advantages and disadvantages of sole proprietorships, partnerships, corporations, and
franchises.
6. Analyze why people are willing to take the risks of entrepreneurship, list of the attributes of successful
entrepreneurs, describe the benefits of entrepreneurial teams, and explain the growth of home‐based
and web‐based businesses.
7. Define how the changes that are occurring in the business environment are affecting the management
function.
8. Diagram the various levels involved in structuring organizations.
9. Identify the evolution of production in the United States.
10. Predict how managers are likely to motivate teams in the future.
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11. Summarize the importance of human resource management, and describe current issues in managing
human resources.
12. Defend the tactics used by labor and management during conflicts, and discuss the role of unions in the
future.
13. Create marketing materials.
14. Contrast a brand, a brand name, and a trademark, and explain the concepts of brand equity and brand
loyalty.
15. Assess the concept of marketing channels.
16. Identify advertising methods and describe the advantages and disadvantages of various advertising
media, including the Internet.
17. Discover the importance of financial information and accounting.
18. Justify the importance of finance and financial management to an organization, and explain the
responsibilities of financial managers.

Specific Student Learning Objectives
Objectives One:

1. Describe the relationship between profit and risk, and show how businesses and nonprofits can
2.
3.
4.
5.
6.
7.
8.

raise the standard of living for all.
Compare and contrast being an entrepreneur and working for others.
Analyze the effects of the economic environment and taxes on businesses.
Describe the effects of technology on businesses.
Demonstrate how businesses can meet and beat competition.
Analyze the social changes affecting businesses.
Identify what businesses must do to meet global challenges, including war and terrorism.
Review how past trends are being repeated in the present and what those trends mean for
tomorrow’s college graduates.

Objectives Two:
Explain basic economics.
Explain what capitalism is and how free markets work.
Compare socialism and communism.
Analyze the trend toward mixed economies.
Describe the economic system of the U.S., including the significance of key economic indicators
(especially GDP), productivity and the business cycle.
6. Contrast fiscal policy and monetary policy, and explain how each affects the economy.

1.
2.
3.
4.
5.

Objectives Three:

1. Compare the advantages and disadvantages of sole proprietorships.
2. Describe the differences between general and limited partners, and compare the advantages
and disadvantages of partnerships.
3. Compare the advantages and disadvantages of corporations and summarize the differences
between C corporations, S corporations and limited liability companies.
4. Define and give examples of three types of corporate mergers, and explain the role of leveraged
buyouts and taking a firm private.
5. Outline the advantages and disadvantages of franchises, and discuss the opportunities for
diversity in franchising and the challenges of global franchising.
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6. Explain the role of cooperatives.
Objectives Four:

1. Explain why people take the risks of entrepreneurship; list the attributes of successful
2.
3.
4.
5.

entrepreneurs; and describe entrepreneurial teams, intrapreneurs, and home- and web-based
businesses.
Discuss the importance of small business to the American economy and summarize the major
causes of small-business failure.
Summarize the ways to learn about how small businesses operate.
Analyze what it takes to start and run a small business.
Outline the advantages and disadvantages small businesses have in entering global markets.

Objective Five:
1. Describe the changes occurring today in the management function.
2. Describe the four functions of management.
3. Relate the planning process and decision making to the accomplishment of company goals.
4. Describe the organizing function of management.
5. Explain the differences between leaders and managers, and describe the various leadership
styles.
6. Summarize the five steps of the control function of management.
Objectives Six:

1.
2.
3.
4.
5.
6.

Outline the basic principles of organization management.
Compare the organizational theories of Fayol and Weber.
Evaluate the choices managers make in structuring organizations.
Contrast the various organizational models.
Identify the benefits of inter-firm cooperation and coordination.
Explain how organizational culture can help businesses adapt to change.

Objectives Seven:
1. Describe the current state of U.S. manufacturing and what manufacturers have done to become
more competitive.
2. Describe the evolution from production to operations management.
3. Identify various production processes and describe techniques that improve productivity,
including computer-aided design and manufacturing, flexible manufacturing, lean
manufacturing and mass customization.
4. Describe operations management planning issues including facility location, facility layout,
materials requirement planning, purchasing, just-in-time inventory control and quality control.
5. Explain the use of PERT and Gantt charts to control manufacturing processes.
Objectives Eight:

1.
2.
3.
4.
5.
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6. Explain the key principles of goal-setting, expectancy, reinforcement, and equity theories.
7. Show how managers put motivation theories into action through such strategies as job
enrichment, open communication, and job recognition.
8. Show how managers personalize motivation strategies to appeal to employees across the globe
and across generations.
Objectives Nine:

1. Explain the importance of human resource management, and describe current issues in
managing human resources.

2. Illustrate the effects of legislation on human resource management.
3. Summarize the five steps in human resource planning.
4. Describe methods that companies use to recruit new employees, and explain some of the issues
that make recruitment challenging.
5. Outline the six steps in selecting employees.
6. Illustrate employee training and development methods.
7. Trace the six steps in appraising employee performance.
8. Summarize the objectives of employee compensation programs, and evaluate pay systems and
fringe benefits.
9. Demonstrate how managers use scheduling plans to adapt to workers’ needs.
10. Describe how employees can move through a company: promotion, reassignment, termination,
and retirement.
Objectives Ten:
Trace the history of organized labor in the United States
Discuss the major legislation affecting labor unions
Outline the objectives of labor unions
Describe the tactics used by labor and management during conflicts, and discuss the role of
unions in the future
5. Assess some of today’s controversial employee–management issues, such as executive
compensation, pay equity, child care and elder care, drug testing, and violence in the workplace

1.
2.
3.
4.

Objectives Eleven:

1. Define marketing, and apply the marketing concept to both for-profit and nonprofit
organizations.

2. Describe the four Ps of marketing.
3. Summarize the marketing research process.
4. Show how marketers use environmental scanning to learn about the changing marketing
environment.
5. Explain how marketers apply the tools of market segmentation, relationship marketing and the
study of consumer behavior.
6. Compare the business-to-business market and the consumer market.
Objectives Twelve:

1. Describe a total product offer.
2. Identify the various kinds of consumer and industrial goods.
3. Summarize the functions of packaging.
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4.
5.
6.
7.

Contrast brand, brand name, and trademark, and show the value of brand equity.
Explain the steps in the new-product development process.
Describe the product life cycle.
Identify various pricing objectives and strategies.

Objectives Thirteen:
1. Explain the concept of marketing channels and their value.
2. Demonstrate how intermediaries perform the six marketing utilities.
3. Identify the types of wholesale intermediaries in the distribution system.
4. Compare the distribution strategies retailers use.
5. Explain the various kinds of non-store retailing.
6. Explain the various ways to build cooperation in channel systems.
7. Describe logistics and outline how intermediaries manage the transportation and storage of
goods.
Objectives Fourteen:

1. Identify the new and traditional tools that make up the promotion mix.
2. Contrast the advantages and disadvantages of various advertising media, including the Internet
3.
4.
5.
6.

and social media.
Illustrate the steps of the B2B and B2C selling processes.
Describe the role of the public relations department, and show how publicity fits in that role.
Assess the effectiveness of various forms of sales promotion, including sampling.
Show how word of mouth, viral marketing, blogging, podcasting, e-mail marketing, and mobile
marketing work.

It is critical that all students read the Elite Learning Guide for Students. This guide is located at
www.svetn.org as well as within your course. Course syllabus and schedule is subject to
change at the discretion of the instructor.
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