

Instructor:  Bridget Latimer                         E-Mail:  blatimer@gtchs.org                               Room:  213
COURSE DESCRIPTION:  Students are taught introductory standards in the use of database, spreadsheet, word processing, and graphics applications software in analyzing and solving business-related problems.  Other content areas include components of computer systems and the impact of computers on businesses and individuals.  The microcomputer is used as the primary tool.

CREDIT:  ½ 

PREREQUISITE:  Keyboarding (or documented equivalent skills)

REQUIRED MATERIALS:

· Textbook, Office 2003, Introductory Concepts and Techniques, will be supplied by the school and will remain in the class

· USB Flash Drive (256 MB or larger)
· ONE REAM OF COMPUTER PRINTER PAPER, 20-LB.

· Notebook for taking notes, pencils

COMPETENCIES/OBJECTIVES:

After successful completion of this course, the student should be able to

A. SAFETY

The student will be able to:

1. Identify good work attitudes that affect safety on the job.

2. Identify major causes of work-related accidents in offices.

3. Demonstrate knowledge of an emergency plan.

4. Describe the threat of viruses to a computer network, methods of avoiding attacks, and options in dealing with a virus attack.

5. Identify potential abuse and unethical uses of computers and networks.

B. STUDENT ORGANIZATIONS

The student will be able to:

1. Explain how related student organizations are integral parts of career and technology courses.

2. Explain the goals and objectives of related student organizations.

3. List opportunities available to students through participation in related student organization conferences and other activities.

4. Explain how participation in career and technology education student organizations can promote lifelong responsibility for community service and professional development.
C. WORD PROCESSING SOFTWARE APPLICATIONS

The student will be able to:

1. Create, save, and open word processing files.

2. Create, format, and edit business letters, memoranda, reports, tables, and resumes in mailable form.

3. Demonstrate the use of character formatting features (bold, underline, italics, font styles and sizes, superscript, and subscript).

4. Demonstrate the use of paragraph formatting features (tabs, indentations, line spacing, and enumerated items).

5. Demonstrate the use of page formatting features (margins, justification, vertical placement, orientation, page breaks, headers, and footers).

6. Demonstrate document editing using spell/grammar check, thesaurus, search/replace, and other document properties (readability, word count, and line count).

7. Create documents using mail merge features.

D. SPREADSHEET SOFTWARE APPLICATIONS
The student will be able to:

1. Define spreadsheet terminology (cell, row, column, range, label, value, formula, function, worksheet, relative, absolute, and legend).

2. Create worksheets using spreadsheet commands, functions, and formulas.

3. Enhance worksheets by inserting, deleting, moving, and copying columns and rows.

4. Create appropriate charts with titles and legends.

5. Create worksheets requiring the copying of formulas using absolute, mixed, and/or relative cell references.

6. Rename and rearrange worksheets.

E. PRESENTATION SOFTWARE APPLICATIONS
The student will be able to:

1. Identify components of a presentation program (layout views, slide, toolbars, and dialog box).

2. Plan (storyboard) a presentation.

3. Use presentation software to create projects incorporating effective use of graphics, fonts, builds, preset animation, and transitions.

4. Deliver presentation.

F. DATABASE SOFTWARE APPLICATIONS
The student will be able to:

1. Define database terminology (query, DBMS, field, record, file, and data type).

2. Plan and create a database.

3. Add, edit, and print database tables.

4. Find, sort, and query records.

5. Print filtered records, tables, and queries.

G. PROJECT/SIMULATION LEARNING
The student will be able to:

1. Produce documents integrating word processing, spreadsheet, database, and/or presentation files.

2. Apply problem solving and critical thinking skills to projects and/or simulations (cross-curricular or team teaching).

GRADING SCALE:

A


93 – 100                                      C



80 - 84
B


85 - 92


         Below Proficiency

Less than 80
GRADE DETERMINATION:
 Quarter grades will be determined using the following:
Theory, hands-on tests and quizzes—60%,                        
 Integrated assignments, projects, etc.—40%
Final grades will be determined using the following:

1st Quarter—45%                                                        
2nd Quarter—45%                                           

Final Exam—10%
COURSE POLICIES AND PROCEDURES

Student Conduct in Class

Every student is expected to abide by the GTCHS code of conduct as written in the Student Handbook. Any student behavior that is disruptive to the educational process and the learning atmosphere will be handled in accordance with the GTCHS Student Handbook. Students must also adhere to the school’s Internet usage policies as well as to the classroom computer lab policies. Any acts of classroom disruption or violation of school conduct, Internet usage policies, or computer lab policies may result in disciplinary action. 

Electronic Devices in Class

Cellular phones, pagers, CD players, radios, headphones, or any other electronic devices are prohibited in the classroom. They are a disruption to the educational process. Any of these devices that are visible or are in use during class may be collected by the teacher.  Any device confiscated will remain with administration for a two week period.  At the end of the period, it can be picked up by a parent.
Test Policy

Major tests will be announced in class in advance. Make-up exams that require PC use will be given during Academic Assistance; written tests may be made up during the Friday 2:05 pm retesting in the AH auditorium.  

Tardies and Absences

All students are expected to be in class on time. First tardy will result in parental contact. Second tardy will result in detention during Academic Assistance and parental contact.  If you are absent or late (whether excused or unexcused), it is your responsibility to get class notes, handouts, lab assignments, and any other information that was covered while you were gone. When you have an excused absence from class and an assignment was due the day you were absent, the work may be turned in at the beginning of the next scheduled class meeting. Keep your teacher informed when you are having a problem with attendance.

Academic Honesty

Students assume full responsibility for the integrity of all work turned in to the teacher. Each student is expected to uphold the school’s standard of conduct relating to academic honesty. You are guilty of violating the honor code if you

1. Use the work of others and represent it as your own (plagiarism)

2. Obtain unauthorized assistance for any academic work

3. Give unauthorized assistance to other students who will represent your work as theirs

4. Fail to appropriately document resources of material obtained in research

5. Get unauthorized assistance from other students, methods, or media when taking a test or other assessment

The penalty for violating the honor code is severe. If you are unclear about whether a particular action or situation may constitute an honor code violation, you should meet with your instructor to discuss the situation. Any student violating the honor code will receive disciplinary action following the GTCHS Student Handbook.
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