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Grade 9 

One-half credit

Overview:  Welcome to the Computer Applications class.  In this semester-long class, you will use the first nine weeks to learn to “type by touch” and use basic word processing commands while creating and formatting documents in Microsoft Office XP Word program, use the World Wide Web for basic research and e-mail purposes and create Microsoft Publisher documents. The second nine weeks, you will be able to use the Excel program to create spreadsheets, charts and graphs and use the PowerPoint presentations program.  In addition, you will use all these skills to develop a Dream Vacation as a final project.

Course Goals and Objectives:  The goal of this class is for you to become a competent user of many computer concepts and tools and to be able to use technology to enhance learning and problem solving.  Students who pass this course with a B or better will earn 2+2 college credits from Rogue Community College.
Texts and Materials:  software: ATRT Keyboarding program, Microsoft Office XP Suite, textbook: Learning Computer Applications, DDC Publishing Co.
I. BASIC KEYBOARDING/WORD PROCESSING UNIT (first 9 weeks)

· Keyboarding Technique: graded on using proper techniques for keying by touch (see technique handout) – approx. 200 points
· Keyboarding Program:  10 points for each completed lesson and tests = 180  points
· Word Processing production assignments, including  personal poster – approx. 240 points
· Internet, including vocabulary – approx. 25 points
Total Points = approx. 650
***
There will also be opportunities to learn Microsoft Publisher software and earn extra credit points for those students that complete the required work.

II. BASIC COMPUTER TOOLS UNIT (second 9 weeks)

As you complete work in Excel spreadsheets, PowerPoint, and the final project, you will hand in summary exercises to demonstrate what you have learned.  (Some graded assignments will be checked on the computer screen rather than being printed.)  

The total grade for the second nine weeks will be determined as follows:

Computer Tools Production Work.  

· Excel Assignment Sheets, quiz, and Excel final.

· PowerPoint Assignment Sheets

· Dream Vacation Final Project

Exercises and/or written tests will be given, which will allow students to demonstrate mastery of the computer commands, functions, and business formatting skills being taught in that section. (See assignment sheets and scoring guide descriptions for more detail.)  The grading scale for all sections will be:


90 - 100 = A
80 - 89 = B
70 - 79 = C
61-69 = D 
<60 = Inc or F

All production work in word processing, spreadsheets, desktop publishing, presentation graphics, and internet/e-mail will be evaluated using summary assignment sheets.  The exercises will be evaluated on your use of the features taught in that week’s lesson, use of features from previous lessons, and formatting, spelling, and grammar.

Mailability will be the basis of grading as follows:

Mailable with no errors or has a formatting error that is not noticeable: 9 – 10 points

Mailable with minor errors which do not change the meaning: 7 - 8 points

Unmailable (Re-Do): Contains spelling or grammar errors, noticeable format errors, incorrect formulas in a spreadsheet, or program features used incorrectly.  All these require that the assignment must be REDONE to receive a grade for that assignment.
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TARDIES: If you come to class after the bell rings, you are to write your name on the check-in sheet, and verbally notify me quietly, so that I do not mark you absent. Once you come in, you are to get to work immediately without disrupting other students.

MAKE-UP WORK:  All assignments in this class are done at your own individual pace.  To avoid falling behind the suggested timeline, you will need to attend office hours or come in after school to make up work missed due to excused OR unexcused absences. Remember--in this class, you have the opportunity to earn the grade you want by completing the level of achievement required for that grade--AT YOUR OWN PACE.  It's up to you! 

OTHER CONSIDERATIONS: 

· Pick up your classroom file folder, and take it to your workstation.  Do NOT remove the file folder from this room!

· Food, drink, candy, and/or gum are NOT allowed in the computer area. 

· Outside electronic devices are NOT allowed in the classroom.

· Outside floppy disks, data CDs, or flash drives must be run through a virus checker before being used. 

· To get help from the teacher, use the red cup-blue cup system that will be explained to you.

[image: image4.wmf]WHEN CLASS ENDS: The bell does not excuse you from class, I do. Please do not line up at the door prior to the end of class. Continue working until I excuse you approximately 5 minutes before the bell rings. At this point, LOG OFF your computer, return your folder to the appropriate crate, clean up your workstation, push your chair in, and sit at your assigned table seat until I dismiss the class for the day. 
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