COURSE TITLE:   MICROSOFT OFFICE       Fall 2009                   Mr. Don Caprio

DESCRIPTION: 
Course takes a hands-on approach to the introduction to MS-Office.  Class will focus on the four major components of the MS-Office family.  Students will learn:  Excel spreadsheet for practical business applications and financial statements; PowerPoint in preparing and presenting of an original presentation; and Access database in prepare, update and retrieving data.

REQUIRED MATERIALS:
A. Learning Microsoft Office  -  Prentice-Hall Publication, 2004 
B. Memory stick- 1G Flash Drive 
COURSE OBJECTIVES:

Upon completion of the course the student will be able:

A. To properly prepare necessary document with MS-Word

B. Properly input data and formulas to maintain a MS-Excel spreadsheet.

C. Plan, develop and design a PowerPoint presentation.

D. Design, update and retrieve data from MS-Access database

E. Integrate a variety of MS-Office features into both professional and daily lives.

COURSE OUTLINE:

A.  MS-Word:



             3 Weeks



Basic concepts




Tables




Charts




Reports

B.  MS-Excel:    
    



6 Weeks

Create, Save and Print 

Formulas, Format

Functions and Editing

If Functions

C.  MS-PowerPoint:  



 4 Weeks

Create, Save and Print

Presentations - Project
D.  Access:





 3 Weeks

Prepare Database

Edit and Print

Search and Sort

COURSE EXPECTATIONS:  Don Caprio
1.)
Classroom policy: 

A.
The classroom is a working office.  Therefore student conduct within the classroom must always reflect proper decorum.  (No horseplay, no shouting or disrespect for each other will be tolerated)

B. Tampering with any computer equipment or software will not be tolerated.  This includes CPU, monitor, mouse or the altering of computer software.

C. Students are expected to have required text and data disk with them each day.

D. Students are not permitted to use or install any unauthorized software: (E-mail, games, etc).

2.)
Class assignment policy:

A. A 10% reduction in grading will be given to all assignments submitted after the assigned date without prior approval of the teacher.

B. All class work must be clearly labeled with student name 


3.)       Evaluation/grades:


A. All assignments and test will have a total point assigned.  Points will be cumulative for the each quarter and the semester grade.

B.         All tests will be announced several days in advance

C.
The grading scale for each quarter and semester average complies with the written policy for Saint Viator High School.

4.)
Attendance/absence:

Progress depends upon student’s regular daily participation in the learning process.


A.
Students will be accountable for all class assignments as a result of an absence.  When an absence occurs, it is the student’s responsibility to speak with the teacher immediately following their return and arranges to make up missed work.


B.
When an absence occurs on a test date, a makeup test will be given outside of the normal class period.  Students will have two (2) additional days upon there return to take a makeup test.  Student must meet with the teacher and arrange for the test date and time.


C.
Students are expected to be in the classroom when the bell rings.  If a teacher detains a student, then a signed note from the teacher is required for admission to the class.  Upon the second occurrence of being tardy, a detention will be given and for each occurrence after the third.


D.
If absent for an extended period of time, either the student or your students’ parent should call the teacher voice mail, extension #204.  Arrangements will be made to accommodate you during your absence.

5.)
Teacher availability:

A. Daily: Room 211 from 7:45 am - 3:30 PM.   

B. The computer room is open for student use throughout the day when a teacher is present to monitor the classroom activities.


C.
Students may seek additional assistance outside of class hours by arranging to meet with the teacher.


D.
Success is dependent on the teacher and student working together in a cooperative effort.







