Name____________________________________


Computer Applications Syllabus

Objectives:

Students will…

· Improve typing speed and accuracy.

· Be able use the Internet as a research tool.

· Be able to use word processing, spreadsheet and presentation software.

· Obtain skills that will allow them to teach themselves to learn other types of software.

· Be able to create a basic webpage using html and software programs designed for web editing.

Grade Scale:

A+:  97%-100%

A:    93%-97%

A-:  90%-93%

B+:  87%-90%

B:    83%-87%

B-:  80%-83%

C+:  77%-80%

C:    73%-77%

C-:  70%-73%

D+:  67%-70%

D:    63%-67%

D-:  60%-63%

F:    0-50% 

Grade Distribution:

Employability Skills: 30% 

Assignments:  20% 

Projects: 20%

Quizzes and Exams: 10% 

Notebook: 10%

Final Exam: 10%

Employability Skills:

All students are expected to be on time to class every day.  While in class, students are expected to work on the assignments given, and submit these assignments in a timely manner.  Employability Skills will be distributed as follows.  These point distributions are for the entire semester, but will also be used for 6-week grades.  Everyone will start out with the full amount of points for each topic.  Grades will be adjusted as necessary throughout the semester.  

Attendance (100 pts):

0-3 Absences – 100 pts

4 absences – 90 pts

5 absences – 80 pts

6 absences – 70 pts

7 absences – 60 pts

8 absences – 50 pts

9 absences – 40 pts

10 absences – 30 pts

11 absences – 20 pts

12 absences – 10 pts

13 absences – 0 pts

14 absences – WF from class

Punctuality (100 pts):

0-1 Tardy – 100 pts

2   Tardies – 75 pts

3   Tardies – 50 pts

4   Tardies – 35 pts

5   Tardies – 0 pts

Effort:

1st 6 weeks – 33 pts

2nd 6 weeks – 33 pts

3rd 6 weeks – 34 pts

--------------------------

Total – 100 pts
I expect all students to try all assignments.  There will be plenty of time in class for students to complete assignments.  I will assign an effort grade at the end of each 6-week period as I see fit.  Students who come to class and work all period should receive all effort points.  

Behavior (100 pts):

During class time, if I have to call a students name for misbehaving, I will make a mark in my grade book.  Each mark will negatively affect this grade.  This includes inappropriate use of the computer. 

0 negative marks – 100 pts

1-2 negative marks – 90 pts

3- negative marks – 80 pts

4- negative marks – 70 pts

5- negative marks – 60 pts

6 negative marks – 50 pts

7 negative marks – 40 pts

8 negative marks – 30 pts

9 negative marks – 20 pts

10 negative marks – 10 pts

11+ negative marks – 0 pts

Topics:

1. Keyboarding Review

a. Review proper keyboarding techniques

2. Get to know your computer

a. Log on and off

b. The file structure of the computer

c. Create folders to organize personal files

d. Search for “lost” files

e. Saving on the hard drive vs. saving on an external disk (Floppy, CD-R, CD-RW, Thumb Drive, etc…)

f. Desktop settings 

3. Using the Internet for research

a. Search engines

b. Citing internet resources

c. Keeping track of useful websites with “My Favorites”

4. Microsoft Word

a. Basic Features

b. Modifying a Document

5. Microsoft Excel

a. Basic features

b. Formulas and Functions

c. Cell referencing

d. Graphs

6. Microsoft Powerpoint

a. Basic features

b. Layouts/Templates/Color Schemes

c. Animation

d. The Master Slide Feature

7. Creating Web pages using HTML

a. Using Tags

b. Layout

c. Appearance

