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Introduction to Business Administration 

Course Overview 
This one-semester elective course is intended as a practical, hands-on guide to help you 

understand the process of business administration.  

This course is structured into lessons and Course Activities as follows:  

 The first lesson is about the role of management in a business organization, especially in 

the context of forces that will shape it in the near future.  

 The next five lessons provide students an understanding of managerial functions, including 

planning and decision making, organizational behavior, human resource management, and 

leadership.  

 The next two lessons deal with the fundamentals of finance and accounting.  

 The next four lessons discuss corporate taxation, business law and ethics, operations 

management, and quality management.   

 The next three lessons focus on marketing fundamentals and foundation economics. .  

 The final lesson discusses various tools used to drive business strategy.  

 

You will submit the Course Activity documents to your teacher and will check your own answers 

in the Lesson Activities that accompany each lesson. Each lesson also has a multiple-choice 

mastery test. A multiple-choice end-of-semester test completes the course.   

The Course Activities (submitted to the teacher) and the Lesson Activities (self-checked) are 

major components of this course. 

Course Goals 
By the end of this course, you will have done the following: 

 Reviewed the role of management in a business organization, especially in the context of 

forces that will shape it in the near future.  

 Understood various management roles, functions, and processes in a business 

organization. 

 Increased your awareness about how organizational structures and policies impact 

employee work and behavior.  

 Understood how recruitment, compensation, and training policies impact organizational 

efficiency.  

 Explored how motivation and leadership can lead to more productive companies.  

 Described various types of funds and their associated risks and financial tools. 
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 Explained the purpose of accounting and the key financial statements. 

 Increased your awareness of the various rules and policies that apply to corporate taxation 

in the United States. 

 Identified various techniques of operations management and quality management and 

evaluated their importance to an organization.  

 Analyzed how companies can improve operational efficiencies and financial health by 

complying with ethical and legal safeguards. 

 Explained the marketing function and its importance for a business. 

 Analyzed how economic theory impacts businesses. 

 Identified various tools used to drive business strategy. 

Prerequisite Skills 
Introduction to Business Administration is a beginning class that does not have specific 

prerequisites. Nevertheless, these fundamental skills will be helpful: 

 an interest in business administration 

 observation and research skills 

General Skills
 

To participate in this course, you should be able to do the following: 

 Perform basic operations with word processing software, such as Microsoft Word or Google 

Docs. 

 Understand the basics of presentation software, such as Microsoft Power Point. 

 Perform online research using various search engines and library databases. 

 Communicate through email and participate in discussion boards. 

For a complete list of general skills that are required for participation in online courses, refer to 

the Prerequisites section of the Plato Student Orientation document, found at the beginning of 

this course. 

Credit Value 
Introduction to Business Administration is a 0.5-credit course. 

Course Materials 
 Notebook 

 Presentation software 

 Computer with Internet connection and speakers or headphones 

 Microsoft Word or equivalent 
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Course Pacing Guide 

This course description and pacing guide is intended to help you stay on schedule with your 
work. Note that your course instructor may modify the schedule to meet the specific needs of 
your class. 
 

Day Activity /Objective Type 

1 day:  

1 

Course Orientation 

Review the Plato Student Orientation and Course Syllabus at the 

beginning of this course. 

Course 

Orientation 

4 days: 

2-5 

Overview of Business Management  

Describe the role of management in a business organization, 

especially in the context of forces that will shape it in the near future. 

Lesson 

4 days: 

6-9 

Managerial Functions   

Explain various management roles, functions, and processes in a 

business organization. 

Lesson 

 3 days: 

10-12 

Management Challenges 

 

Course Activity 

1 day: 

13 

Entrepreneurship and Management Course Discussion 

3 days: 

14-16 

Planning and Decision Making 

Describe the planning and decision-making process and the tools 

used. 

Lesson 

1 day: 

17 

Game Activity 

4 days: 

18-21 

Organizational Behavior  

Explain how organizational structures and policies impact employee 

work and behavior. 

Lesson 

3 days: 

22-24 

People in Organizations Course Activity 

1 day: 

25 

Managing Diversity Course Discussion 

3 days: 

26-28 

Human Resource Management Processes  

Explain how recruitment, compensation, and training policies impact 

organizational efficiency. 

Lesson 
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4 days: 

29-32 

Leadership and Management 

Explain how motivation and leadership can lead to more productive 

companies. 

Lesson 

3 days: 

33-35 

Motivating People Course Activity 

1 day: 

36 

Learning and Unlearning Course Discussion 

1 day: 

37 

Game Activity 

3 days: 

38-40 

Fundamentals of Finance  

Describe various types of funds and their associated risks and 

financial tools. 

Lesson 

3 days: 

41-43 

Fundamentals of Accounting  

Explain the purpose of accounting and the key financial statements. 

Lesson 

3 days: 

44-46 

Managing Money Course Activity 

1 day: 

47 

Evaluating Creditworthiness Course Discussion 

4 days: 

48-51 

Corporate Taxation  

Explain various rules and policies that apply to corporate taxation in 

the United States. 

Lesson 

1 days: 

52 

Game Activity 

4 days: 

53-56 

Business Law and Ethics  

Describe how companies can improve operational efficiencies and 

financial health by complying with ethical and legal safeguards. 

Lesson 

4 days: 

57-60 

Operations Management 

Explain the importance and various techniques of operations 

management. 

Lesson 

4 days: 

61-64 

Quality Management 

Describe various quality management techniques and their 

importance to an organization. 

Lesson 

3 days: 

65-67 

Managing Inventory Course Activity 
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1 day: 

68 

Being Within the Law—Is It worth It? Course Discussion 

1 day: 

69 

Game 

 

Activity 

3 days: 

70-72 

Marketing Fundamentals   

Explain the marketing function and its importance for a business. 

Lesson 

3 days: 

73-75 

Foundation Economics  

Describe how economic theory impacts businesses. 

Lesson 

3 days: 

76-78 

Growth of Economies Course Activity 

1 day: 

79 

Does Marketing Create Wants? Course Discussion 

4 days: 

80-83 

Business Strategy  

Describe various tools used to drive business strategy. 

Lesson 

3 days: 

84-86 

Successful Strategies Course Activity 

1 day: 

87 

Sports and Strategy Course Discussion 

1 day: 

88 

Game Activity 

1 day: 

89 

Course Review  

1 day: 

90 

End-of-Semester Assessment 
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