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BUSINESS COMPUTER INFORMATION SYSTEMS I
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Teacher:

Mrs. Ripkowski

Periods:

1st, 3rd, 5th, 6th, and 7th
Room:

514

Prerequisites:
Keyboarding, one-half credit

Text:
Microsoft Office 2000:  Introductory Concepts and Techniques
Software:
Microsoft Office 2000 (Word, Excel, Access, PowerPoint, Outlook, Integration, and Publisher)

Internet:
Netscape Communicator, Internet Explorer

Credit:
1 credit of Technology Applications

Course Description
Develops technology skills with applications to personal or business situations focusing on word processing, spreadsheets, databases, telecommunications, desktop publishing, presentation management, networking, operating systems, emerging technologies, and intermediate-level skills.

Introduction
Students implement personal and interpersonal skills to strengthen individual performance in the workplace and in society and to make a successful transition to the workforce and/or postsecondary education.  Students apply technical skills to address business applications of emerging technologies.

Supplies

2 diskettes – 3.5” high density, double sided (due the second week of school)


1 ream of 8 ½ x 11” copy paper OR $1 (due by end of the first six weeks)


1 folder


Paper for taking notes and recording assignments


Pen

Student is responsible for bringing supplies to class every day.

Attendance/Absences
Class attendance is essential to be successful in this class.  Students will be responsible for any assignments issued or due on the day of their absence.  In the event that a student misses or anticipates missing a class, he/she should obtain lecture notes from a fellow student.  A great deal of the learning experience comes from hands-on assignments.  Students will be expected to spend time in the lab, either before or after school, to make-up missed computer assignments.  The student should discuss make-up work with the teacher before or after class.  At no time is the student to interrupt class to discuss arrangements for make-up work.

Seating
There will be assigned seating.  If the student is not in their assigned seat, the student will be counted absent.

Homework/Class work

Work completed in class or as homework will NOT be accepted late.  Generally the student will be given class time to begin homework assignments so the teacher may assist them individually as much as possible.  Homework is to be turned in at the BEGINNING of the next class unless otherwise stated.  NO WORK WILL BE ACCEPTED LATE.

Please note that BCIS computer assignments may not be completed at home; they must be completed in the computer lab at school.  Lab hours are Tuesday – Friday from 2:30 until 3:10.  If more time is needed, special arrangements need to be made with the teacher.

Grading
(Tests = 40%

(Daily  = 60%

Tests may be written, production or both.  Work not found on a disk does not exist.  Student disks will be kept in the room.  The student cannot take them home or use one from any other classroom or home.  Any time a student handles another student’s disk, they will be considered cheating and both parties will receive a zero (0).

Student and Classroom Rules

(  NO GUM, FOOD OR DRINK in any Business/Computer rooms.

(  Be on time.  Students should be in the room when the bell rings; otherwise, they will be counted tardy.

· Be courteous.  Students agree to follow the guidelines in the Student-Parent Handbook regarding behavior.

· Students are expected to follow the dress code.  Violators will not be allowed in the classroom.

· Students agree to follow the guidelines in the Student-Parent Handbook regarding the Acceptable Use of Computers and Networks, including the Internet access.

· Students must wear ID badges and be visible from the waist up.


(  THE STUDENT IS RESPONSIBLE FOR THEIR BEHAVIOR.

Acceptable Use of Computers and Networks
All Dayton ISD students are required to sign and have their parents sign an agreement on the acceptable use of computers and networks for Dayton ISD.  We take pride in our technology and will not allow violators to use the labs.

Lab Hours
Lab hours are Tuesday – Friday from 2:30 until 3:10.  If more time is needed, special arrangements need to be made with the teacher.  The student must check in with one of the business/technology teachers before using a lab.







