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3
Course Description and Objectives

This course is designed to develop skill in operating a keyboard by touch. This course provides students an opportunity to develop skills through the completion of projects and performance based activities. The experiences apply and reinforce competencies required for employment in the modern business office. The impact of computers on society, and ethical issues are presented. Students use a microcomputer and application software, including word processing, database, spreadsheets, and the Internet, to prepare elementary documents and reports.
· Clean and maintain equipment
 

· Operate keyboard
 

· Plan and set margins and tabs
 

· Format page numbers
 

· Plan and center words, lines, and problems vertically and horizontally
 

· Key three 5-minute timed writings with a minimum of 35 NWAM for 70%; 1 error per minute
 

· Key and format rough draft copy
 

· Proofread and edit copy using proofreader's marks
 

· Key and format personal letters
 

· Key and format business letters
 

· Key and format memorandums
 

· Key and format envelopes
 

· Key and format address labels
 

· Fold and prepare correspondence for distribution
 

· Demonstrate tabulation and centering functions
 

· Use reference materials
 

· Key and format outlines
 

· Key and format unbound, leftbound, and topbound reports
 

· Key and format report references
 

· Key and format multi-page reports
 

· Key and format supportive parts of reports
 

· Identify text-editing concepts and terminology

· Use a word processing program to create, save, print, modify, spell-check, and grammar-check a simple document
 

· Use a word processing program to enhance the appearance of a simple document by using centered, right-justified, boldfaced, underlined, and italicized text
 

· Use a word processing program to change the default margins and line spacing
 

· Use a word processing program to create a document with headers, footers, and footnotes
 

· Use an electronic spreadsheet to create, save, print, modify, and obtain graphs from a simple spreadsheet
 

· Use an electronic spreadsheet to perform basic mathematical operations including, but not limited to addition, subtraction, and multiplication, and division
 

· Use an electronic spreadsheet to calculate averages and percents
 

· Use an electronic spreadsheet program to enhance the appearance of a spreadsheet by changing fonts, foreground and background colors; and centering text across columns
 

· Use a database management program to create, maintain, and print reports from a simple relational database
 

· Use a database management program to customize the user interface by creating and maintaining forms and reports
 

· Use a database management program to query tables using basic query operations such as "and", "or", "not", etc.
 

· Print in landscape and portrait orientations
 

· Use the component of the operating system that helps the user manipulate files and folders to copy, move, rename, and delete files; and to create, copy, move, rename, and delete folders
 

· Use a World Wide Web browser to navigate hypertext documents and to download files
 

· Use Internet search engines and understand their advantages and disadvantages
 

· Use an electronic mail program to send and receive electronic mail
 

· Discriminate between ethical and unethical uses of computers and information
 

· Demonstrate a basic understanding of issues regarding software copyright, software licensing, and software copying
 

· Demonstrate an awareness of computer viruses and a basic understanding of ways to protect a computer from viruses
 

· Demonstrate a basic understanding of the impact of computers on society
 

· Use and understand basic computer terminology
 

· Describe multimedia applications based on presentation software.
Classroom Rules
1. Try to do all assignments, even if you don’t know how to do all the parts, as partial credit is given liberally.
2. Do any assigned reading and be ready to discuss what you have read in class.

3. Do not interrupt the teacher or another student during discussions. This includes talking.
4. Treat everyone, including fellow students, the teacher, and yourself with respect. Profanity and name-calling will not be tolerated.
5. Pay attention. If you do not pay attention, you will not be successful in this class.
Some Possible Consequences for Breaking the Rules
· Loss of daily points

· Loss of snack break

· ISS

· Expulsion from this class

This is just a short list of consequences. Keep in mind that if the violation of the rules is severe enough, the student may receive detention or expulsion. Always remember, if you break the rules, you will have to face the consequences. It is your choice whether or not to follow the rules.

Standard Classroom Procedures
· Be in class as soon as possible after the bell rings. Because of the unique situation of bussing and the distance of the ATC from the high schools, some consideration will be made if you are not in class as soon as the bell has rung. However, you are expected to be in class as fast as possible. Habitual tardiness will not be tolerated.

· Remain in your assigned seats at all times unless otherwise instructed. Failure to do so will result in a loss of daily points.
· Class ends when the bell rings. Class will be considered in session until the bell rings. Only then may students leave. No exceptions. Don’t ask. Remain seated until the bell rings. This means that you DO NOT go stand by the door or look in the mirror. Doing so will result in a loss of daily points.
· If you need to leave the room, obtain the hall pass from me then sign out on the sign-out sheet located on my desk. Leaving the room without the hall pass is against school policy, and the sign-out sheet allows for accountability. Only one person is allowed out of the room at any time. No exceptions. Don’t ask.
· To turn in an assignment, place it in the designated drop box by the door. There will be a drop box available for turning in assignments. DO NOT, under any circumstances, tamper with another student’s work if it is in this box.

· See me for makeup assignments the day of your return. If you are absent, see me before/after class on the day of your return. If your absence is excused, you will be given a reasonable amount of time to make up the assignments. (The amount of time given must be on a case by case basis because all assignments require different levels of involvement.)

· Late work will not be accepted unless it is an excused absence. No exceptions.  If you know you’re going to be absent ahead of time, let me know as soon as possible. I will make every effort to work with you.
· Any student caught cheating will receive a grade of ZERO for that assignment. No exceptions.

· Bring books, paper, writing utensils, homework, and other required materials to class each day. I will not provide paper or pencils for you. If you need a writing utensil or paper, you can borrow them from a classmate.
· Keep all beverages and snacks away from the computers. Computers and keyboards do not like to eat. If you try to feed them, they stop working. Because of this, I must ask that you not place food or drinks near them.

· Homework assignments will be announced in class, posted on the board, or posted on the course website. Check each of these resources daily.

· Check your mail box. Each student has a mail box located under the “Class Mail” sign. I use this box to hand out assignments and graded work. You may also use it to help keep up with assignments that are not finished or writing utensils.

· Keep the room clean and orderly. Before leaving the room, push your chair in and pick up any garbage lying around your workstation. Failure to do so will result in the loss of daily points.
· Be careful with the projectors, computers, and the Smart Board. While I encourage students to use all our technological resources, I would ask you to be very careful around them. I realize accidents happen, but any negligence that results in broken technology is unwanted.

· My desk is not to be disturbed unless I give you directions requiring you to do so. I will not pilfer through your private belongings and I ask that you show me the same courtesy.

Safety Procedures

· Do not use any machine until you have received instruction on the operation of that machine.
· Keep feet and hands away from electrical cords and plugs.

· Do not unplug equipment by pulling on the electrical cord. Instead, grasp the plug at the outlet and remove it.
· Do not stretch an electrical cord across the aisle where someone might trip over it.

· Do not attempt to repair equipment. Inform the teacher of the problem and do not continue to use the equipment.

· Do not insert pencils or other implements in disk drives to avoid damage to the drives or to you.
· Do not throw objects such as pencils, books, etc. Hand them to others carefully.

· The floor may be slippery (especially when your shoes are wet) so watch your step.

· Use caution when leaning over equipment with moving parts when wearing jewelry, scarves, loose sleeves, or long hair as they could get caught in the machinery.

· Do not roll or adjust chairs unnecessarily.

· Use caution when sitting in chairs with rollers—sitting on the edge or leaning back too far will cause them to overturn.

· If you require over-the-counter medication, you must follow the policy of your home high school.

· All visitors must report to the front office and receive a visitor’s badge.

· To ensure your safety, the code for acceptable behavior and discipline of your home high school will be followed while you are in this class.

Grading Policy

The effort you put into this course will determine the grade you receive.  If you get a bad grade on one assignment or test, don’t worry. There will be plenty of other tests and assignments during the semester. All that I ask is that you try. I want to impart to you skills that will help you become more successful in life and I have your best interest at heart. Always remember, effort will be rewarded while laziness will be failed.

Please note that just because you turn something in does not mean that you will receive full credit. To receive an “A”, you must complete an assignment fully and accurately.

The grade you receive is based on total points earned divided by total points possible. Grades will be assigned for the following percentages:

A

90-100%

B

80-89%

C

79-70%

D

69-60%

F

59% and below

By signing below, the student acknowledges that he/she understands the rules and procedures of Mr. Smith’s classroom. It is understood that disobeying these rules and procedures provides grounds for the consequences listed above. Please understand that I do not have these policies to be unfair or cruel. I feel they are necessary to help students learn and be safe while they are in class.

​________________________________________________

_________________

Student’s signature







Date

