On a desktop or
notebook computer

Installing Acrobat Reader to
read the course materials

The Course Guide, study units and
other course materials are provided
in PDF format, but to read them
you need a PDF reader. Although
many desktop/notebook computers
nowadays have built-in readers for
PDF files, you are still suggested to

download and install Acrobat Reader,

a common PDF viewing software
with useful features such as adding
highlights and notes. You can
download Acrobat Reader from the
following website:
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Downloading your electronic
course materials

The electronic materials for your
course are available for downloading
from the course’s Online Learning
Environment (OLE) as PDF files. After
downloading the course materials
to your computing devices, you can
then study either online or offline
using your electronic device.
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To access the OLE, use a Web
browser to go to the following URL:
http://ole.ouhk.edu.hk. Log on to the
OLE using your OUHK username and
password. For more information on
using the OLE, please refer to the OLE
User Guide, which can be found at
the bottom of your OLE homepage.

To download the course materials,
log on to the OLE, and click on the
link for your course.

Tools || Courses

On the course homepage, click on
Course Guide or Study Units or
other files you wish to download.
As an example here, we select Study
Units.
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Select from the menu the study unit
you would like to download. The
study unit should show up in the web
browser. The figures below show
some examples of how it may look
like in different platforms:

e Acrobat Reader DC in Internet
Explorer, Windows 7

e Preview (PDF viewing software) in
Safari, Mac OS X

e Acrobat Reader in Firefox,
Mac OS X

A study unit in Acrobat Reader DC in
Internet Explorer, Windows 7
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Although the appearance and the
position of function menu vary a

bit in different browsers, the way

of downloading is more or less the
same. To download a copy, click on
the ‘Save a copy’ icon. While some
browsers will let you select a folder
in your computer to download it to,
others (such as Firefox) will download
it directly to the ‘Download’ folder.
Anyway, it's a good idea to set up a
separate folder on your computer for
each course so as to keep your units
organized.
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Organizing your electronic
course materials

When you download your course
materials, the browser may allow
you to choose where to store it. You
are advised to store them in a folder
dedicated for each course. If you

are not asked where to save them,
the browser usually saves it to the
Download folder. In order to create
a folder for a course, click on the
Download folder to open it. Then
create a new folder and name it
(e.g. BIS B123), so that all files of the
course can later be put in this folder.
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If you have downloaded the course
materials, select the course material
files and move the files to the course
folder. If you have created the folder
before your download, then select
this course folder when you are asked

for the location to store the files
during the downloading process.

B (2 0=!
Home Share

=n ¥ cut
[ Copy path

Copy Paste

Clipboard

8 Downloads
U Archive
L BISB123
L Favorites
@ Links
j‘j My Documents
W My Music
E| My Pictures
‘ My Videos
| Saved Games
B Searches
1\ Public
L Virtual Machines
) VM _Backup
U Windows

Paste shortcut

View

< Delete ~

MRMMETHBMER R
BRERIBEZERERRENA -
BUOGRETHNERLENER
o ETEER A EESERMES

REE

=
EY i
Downloads =
% @' HOpen ~ BB selectan
2l 32 Select none

[AEdit

- MNew Properties
LECapyta =10 Rename i oi ection

@ v 1 |« Users » etp_user 1

-

Select the place where you want to move these 4 items, then dick the

Move button.

Ll j, Downloads
[ Archiye
i)
I ¢ Favorites
P Links
[3 _ﬂ My Documents
At My Music
I |&| My Pictures
‘ My Videos

Folder: ‘ BIS B123

LiIJ Dimdim_VMWare_Appliance v

5
8items

4 items selected 4.34 MB

P

p.6.6.9.In
staller



Studying your electronic
course materials

When you want to start studying

a unit using your PC or desktop
computer, you can do so either in

the OLE environment or just with the
stand-alone Acrobat Reader. You are
suggested to use the latter method as
it provides more useful features such
as adding highlights and notes.

To study just using the stand-alone
Acrobat Reader, open the folder
where the files were stored (e.qg.

BIS B123 folder). Double-click to
open the file. Simply scroll down by
clicking the arrows in the right-hand
pane to navigate through the course
materials, or use the TOC pane (if
applicable) to move directly to a
required section.
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You may highlight important terms
or paragraphs as you study. To add a
highlight, select the words you want
to highlight, then right-click and
select ‘Highlight Text'.

MAEEENXFT EME&E X EZE
e AEREWBMLEIBEENX
P RBARERBR BN "EBAE

o

”

K

B E Q QRO (hfm

Overview

‘Welcome to BIS B123 Business Computing Applications, a one-semester,
five-credit, foundation level course offered by the OUHK'’s Lee Shau
Kee School of Business and Admimistration.
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Overview

Welcome to BIS B123 Business Computing Applications, a one-semester,
five-credit, foundation level course offered by the OUHK’s Lee Shau
Kee School of Business and Administration.

In the current information age and globalized economy, information and
communications technology (ICT) is playing an important role in our
daily lives. Most of us are computer users without necessarily bemng
computer experts. However, in this course, we aim to lead you to a more
sophisticated level of knowledge in the integration of technology and
management. You will go beyond basic computer literacy and acquire
skills such as:

* understanding the features, abilities and linitations of computers,
mformation systems, and the Internet;
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computer. The final topic of this unit introduces the digital revolution |
elaborating on how the use of ICT has revolutionized our world. The t
concludes with a summary and answers to the self-test questions.
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