COMPUTER APPLICATIONS I SYLLABUS
Mr. William Thompson
wthompson1@usd259.net

Phone: 973-2830
Textbooks:
Microsoft Word 2007 Comprehensive Concepts and Techniques.



Shelly, Cashman, Vermaat, Coursecard Edition



Microsoft Excel 2007 Complete Concepts and Techniques




Shelly, Cashman, Vermaat, Coursecard Edition



Microsoft Access 2007 Comprehensive Concepts and Techniques

Shelly, Cashman, Vermaat, Coursecard Edition

Prerequisite:
Computer Keyboarding

Course Description

This course introduces the student to the software of the business world and is taught in a business computer lab. This course includes computer concepts, word processing, basis spreadsheets with charts and graphs and basic database design. Students will create and format documents correctly for business and personal use.
Course Standards

Upon completion of this course, the student will be able to:

1. Demonstrate proper care of equipment and materials.
2. Identify and describe the basic functions of a computer system including operating systems.

3. Utilize computer terminology and identify hardware and software characteristics of a computer.

4. Identify the major uses of a computer as a tool for organizing and solving problems.

5. Examine the various career opportunities available in the information/technology field.

6. Discuss current issues relating to business computer usage such as ethics, security, privacy, etc.

7. Utilize basic word processing features – spell check, save, print, format business letters, memos, reports, etc.
8. Utilize basic spreadsheet features and terminology – including formulas, charts and graphs.

9. Utilize basic database features – creating, revising, storing, retrieving, and printing basic reports.

10. Create basic computer presentation – Creating slides with transitions, demonstrating a basic slide show presentation.
Grading Method

Students are given points on completed assignments and tests. All work is graded on applying the application and the completed project. Total points are assigned to each assignment and students are graded on a percent of points earned.
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Students will be allowed to check their work with the answer key prior to turning in their assignment. Once the student turns the assignment in the basket, they can not make corrections.
CLASSROOM RULES:  

1. Students will make sure that their work station area is clean before they leave the classroom

2. Students will be respectful of those around them

3. Students will be on task

4. Students will come prepared for class (this includes being on time and having all materials needed)

5. Students will display appropriate behavior

6. Students will remain seated until the bell rings and push their chair in when they leave.
FAILURE TO COMPLY WITH THE ABOVE 
RULES WILL RESULT IN CONSEQUENCES.

All attendance policies for Southeast High School will be in effect in the classroom.  Students are required to have agenda planners and ID’s with them at all times.  No passes will be issued from the classroom without an agenda planner and ID, and students are not to use one another’s planners for passes.

There will be a variety of lessons for students to prove their mastery of the subject.  Students will use class time for computer work such as creating, editing and polishing their assignments.  There will not be computer work assigned outside of class.  Students may want to use other outside sources for research.

The computer lab is open during seminar and students may makeup-missed work due to absences.  Students will have one day for every day missed to makeup assignments.

Any student displaying academic dishonesty will receive a zero for their work.

THERE WILL BE ABSOLUTELY NO FOOD OR DRINK IN THE CLASSROOM!!!!

There will be NO headphones allowed in the computer lab. 
A radio provided by the teacher may be used at my discretion.
EACH STUDENT NEEDS TO PAY A $3 LAB FEE.
This lab fee helps pay for the cost of paper, toner and equipment maintenance.
(*******************************************************************************************

EACH STUDENT MUST PAY A $3 LAB FEE BEFORE ANY OF THEIR PAPERS WILL BE PRINTED AND GRADED; TO COVER THE COST OF PAPER, TONER AND EQUIPMENT MAINTENANCE.  
I have read and understand the above syllabus.

_________________________________
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Student’s Signature



Date

_________________________________
_______________

Parent’s Signature



Date
