

Instructor:  Carmen Rhodes                         E-Mail:  carmenrhodes@gtchs.org                               Room:  212
COURSE DESCRIPTION:

This course of study is designed to teach the student computer concepts as related to processing data into useful information needed in business situations by using database, spreadsheet, word processing, and presentation software.  Because the design of this course is to prepare students for Microsoft Office User Specialist (MOS) Certification, the emphasis is on speed, accuracy, and production using proper keyboarding techniques.
REQUIRED MATERIALS:

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

· A minimum of two floppy disks—3 ½-inch, high density—required by the end of the first week of the semester

· ONE REAM OF COMPUTER PRINTER PAPER, 20-LB.

· Notebook for taking notes, pencils

· GTCHS Internet Policies sheet signed by parent or guardian is required for student to gain access to the Internet which is required for class use (please contact teacher if parent or guardian wishes to deny Internet privileges)

· Classroom lab policies and syllabus sheet acknowledgement sheet signed by student and signed by parent or guardian

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.
BASIC COMPUTER CONCEPTS


The student will be able to:
1. Explain steps in the information processing cycle.

2. Identify and explain the components of a computer system.

3. Categorize software according to function (system and application).

4. Identify functions of input/output devices.

5. Categorize storage as primary or secondary.

6. Define basic computer terminology (hardware, software, program, pixel, resolution, binary, RAM, ROM, bit, and byte).

7. Identify characteristics and limitations of various computers based on size and capabilities.

8. List examples of computer use in business, education, government, industry, and the home.

9. Identify terms commonly found in personal computer advertisements.

10. Describe the steps in purchasing a personal computer.

11. Demonstrate both cold and warm boots.

12. Define path, prompt, root directory, sub-directory, and wildcard.

13. Identify basic functions and terminology associated with operating systems and system software (such as boot, MacIntosh, MS Windows, multitasking, GUI, icon, WYSIWYG, mouse, minimize, and maximize).

14. Define characteristics of LANs and WANs.
15. Identify network hardware components.

C.
WORD—MOS—Core Level Skill Sets
The student will be able to:

1. Use the Undo, Redo, and Repeat command.

2. Apply font formats (bold, italics, and underline).

3. Use the SPELLING feature.

4. Use the THESAURUS feature.

5. Use the GRAMMAR feature.

6. Insert page breaks.

7. Highlight text in document.

8. Insert and move text.

9. Cut, copy, paste, and paste special using the clipboard.

10. Copy formats using the Format Painter.

11. Select and change font and font size.

12. Find and replace text.

13. Apply character effects (superscript, subscript, strikethrough, small caps, and outline).

14. Insert date and time.

15. Insert symbols.

16. Create and apply frequently used text with AutoCorrect.

17. Align text in paragraphs (center, left, right, and justified).

18. Add bullets and numbering.

19. Set character, line, and paragraph spacing options.

20. Apply borders and shading to paragraphs.

21. Use indentation options (left, right, first line, and hanging).

22. Use TABS command (center, decimal, left, and right).

23. Create an outline style numbered list.

24. Set tabs with leaders.

25. Use print preview.

26. Print a document.

27. Use Web Page Preview.

28. Navigate through a document.

29. Insert page numbers.

30. Set page orientation.

31. Set margins.

32. Use GoTo to locate specific elements in a document.

33. Create and modify page numbers.

34. Create and modify headers and footers.

35. Align text vertically.

36. Create and use newspaper columns.

37. Revise column structure.

38. Prepare and print envelopes and labels.

39. Apply styles.

40. Create sections with formatting that differs from other sections.

41. Use click and type.

42. Use save.

43. Locate and open an existing document.

44. Use Save As (different name, location, or format).

45. Create a folder.

46. Create a new document using a wizard.

47. Save a document as a Web page.

48. Use templates to create a new document.

49. Create hyperlinks.

50. Use the Office Assistant.

51. Send a Word document via e-mail.

52. Create and format tables.

53. Add borders and shading to tables.

54. Revise tables (insert and delete rows and columns, and change cell formats).

55. Modify table structure (merge cells and change height and width).

56. Rotate text in a table.

57. Use the drawing toolbar.  

58. Insert graphics into a document (WordArt, clip art, and images).

D.
EXCEL—MOS—Core Level Skill Sets
The student will be able to:

1. Use Undo and Redo.

2. Clear cell content.

3. Enter text, dates, and numbers.

4. Edit cell content.

5. Go to a specific cell.

6. Insert and delete selected cells.

7. Cut, copy, paste, paste special, and move selected cells; use the Office Clipboard.

8. Use Find and Replace.

9. Clear cell formats.

10. Work with series (AutoFill).

11. Create hyperlinks.

12. Use Save.

13. Use Save As (different name, location, and format).

14. Locate and open an existing workbook.

15. Create a folder.

16. Use templates to create a new workbook.

17. Save a worksheet/workbook as a Web page.

18. Send a workbook via E-mail.

19. Use the Office Assistant.

20. Apply font styles (typeface, size, color, and styles).

21. Apply number formats (currency, percent, dates, and comma).

22. Modify size of rows and columns.

23. Modify alignment of cell content.

24. Adjust the decimal place.

25. Apply AutoFormat.

26. Use the Format Painter.

27. Apply cell borders and shading.

28. Merge cells.

29. Rotate text and change indents.

30. Define, apply, and remove a style.

31. Preview and print worksheets and workbooks.

32. Use Web Page Preview.

33. Print a selection.

34. Change page orientation and scaling.

35. Set page margins and centering.

36. Insert and remove a page break.

37. Set print and clear a print area.

38. Set up headers and footers.

39. Set print titles and options (gridlines, print quality, and row and column headings).

40. Insert and delete rows and columns.

41. Hide and unhide rows and columns.

42. Freeze and unfreeze rows and columns.

43. Change the zoom setting.

44. Move between worksheets in a workbook.

45. Check spelling.

46. Rename a worksheet.

47. Insert and delete worksheets.

48. Move and copy worksheets.

49. Link worksheets and consolidate data using 3D References.

50. Enter a range within a formula by dragging.

51. Enter formulas in a cell, and use the formula bar.

52. Revise formulas.

53. Use references (absolute and relative).

54. Use AutoSum.

55. Use Paste Function to insert a function.

56. Use basic functions (AVERAGE, SUM, COUNT, MIN, and MAX).

57. Enter functions using the formula palette.

58. Use date functions (NOW and DATE).

59. Use financial functions (FV and PMT).

60. Use logical functions (IF).

61. Preview and print charts.

62. Use chart wizard to create a chart.

63. Modify charts.

64. Insert, move, and delete an object (picture).

65. Create and modify lines and objects.

E.
POWERPOINT—MOS—Introduction to Skill Sets
The student will be able to:
1. Create a presentation from a template and/or a wizard.

2. Create a blank presentation.

3. Create a specified type of slide.

4. Navigate among different views (slide, outline, sorter, and tri-pane).

5. Delete slides.

6. Change the order of slides using Slide Sorter view.

7. Change the layout for one or more slides.

8. Modify slide sequence in the outline pane.

9. Apply a design template.

10. Check spelling.

11. Change and replace text fonts (individual slide and entire presentation).

12. Enter text in tri-pane view.

13. Change the text alignment.

14. Create a text box for entering text.

15. Use the wrap text in text box feature.

16. Promote and demote text in slide and outline panes.

17. Add a picture from the ClipArt Gallery.

18. Apply formatting.

19. Scale and size an object including clip art.

20. Add slide transitions.

21. Animate text and objects.

22. Preview presentation in black and white.

23. Print slides in a variety of formats.

24. Start a slide show on any slide.

25. Use screen navigation tools.

26. Save changes to a presentation.

27. Save as a new presentation.

28. Use Office Assistant.

F.
ACCESS—MOS—Introduction to Skill Sets
The student will be able to:
1. Determine appropriate data inputs for a database.

2. Determine appropriate data outputs for a database.

3. Create table structure.

4. Establish table relationships.

5. Use the Office Assistant.

6. Select an object using the Objects Bar. 

7. Print database objects (tables, forms, reports, and queries).

8. Navigate through records in a table, query, or form.

9. Create a database (using a wizard or in Design View).

10. Create tables by using the Table Wizard.

11. Set primary keys.

12. Modify field properties.

13. Use multiple data types.

14. Modify tables using Design View.

15. Use the Lookup Wizard.

16. Use the input mask wizard.

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—50%,                        
 Integrated assignments, projects, etc.—40%
Misc. assignments – 10%
Final grades will be determined using the following:

3rd Quarter—45%                                                        
4th 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.
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 1:45 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.

Please return this sheet to your teacher by Friday, Jan 12.
Name of Course:


Please check the boxes if you have read and understand the course syllabus and computer lab policies of GTCHS.

(
I have read and understand the course syllabus. 

(
I have read and understand the GTCHS computer lab policies, Internet policies, and GTCHS code of conduct policies and will abide by them.


   Printed Student Name
Student Signature


   Printed Parent/Guardian Name


   Parent/Guardian Signature
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