WILLIS – ROOM 922 – COMPUTER KEYBOARDING

COURSE DESCRIPTION:  This course is designed for students to develop personal and professional computer/Internet and keyboarding skills.  Students will use Microsoft Office to create “Word” documents, “Power Point” presentations, and “Excel” spreadsheets.
OBJECTIVES:

1.
Learn to operate the keyboard.

2.
Improve basic technique/speed.

3.
Improve typing continuity/speed and accuracy.

4.
Learn to horizontally and vertically center and arrange copy.

5.
Learn to type/format/create:   memos, letters, envelopes, reports, outlines, employment documents, agendas, 


newsletters (w/graphics), tables, outlines, spreadsheets and presentations.
6.
Search the Internet for information/data required for type-written reports.
CLASSROOM RULES:

1. PLEASE remain in your seat until the bell rings.  PLEASE do not stand at the door waiting for the bell to ring.

2. PLEASE inform the teacher of any inoperable equipment.  Each student is liable for any misuse of equipment.

3. PLEASE do not bring food, drinks, or gum to class (this includes water).
4. PLEASE use (only) the program you have been instructed to use—no games or email.  Please do not change any settings on a computer.   PLEASE do not use the Internet WITHOUT permission.  Improper use of the Internet will result in a “0” for all Internet assignments, banning you from Internet use for the remainder of the semester and suspension with the possibility of being removed from this class permanently.  PLEASE DO NOT plug in or unplug ANY wires or cords.

5. PLEASE do not mark on the equipment, tables, or books.

6. PLEASE keep your workstation free of trash.  Place all trash in trashcans.  

7. PLEASE do not move your chair from one workstation to another.  Chairs are to remain at each workstation.

8. PLEASE sit up straight in your chair.
9. PLEASE lower your chair and place your chair under your desk when you leave the room.

10. PLEASE attend class everyday.   If you are absent, assignments must be completed and given to the teacher within two days.  Failure to do so will result in a zero.  It is your responsibility to schedule before/after-school makeup times with the teacher.  

11. PLEASE be in the classroom prior to the bell.  
12. PLEASE bring a pencil or pen to class everyday.

13. PLEASE do not ask to be excused from class unless it is an emergency.
14. PLEASE do not operate the printers when the teacher is talking.

15. PLEASE do not adjust the blinds or open the windows without permission.

16. PLEASE do not ask to use the telephone for personal calls.

17. PLEASE—NO cell phones, Ipods, CD players—in sight.  Refer to student handbook.

18. PLEASE—NO sleeveless shirts.  NO short skirts/shorts.  NO sagging pants/shorts.  Refer to handbook.

19. ONE bathroom pass per week.
** The fee for Keyboarding is $10.00.  Please pay your fee as soon as possible.**
**Grades:  Daily Grades, Written Tests Grades, Production Test Grades, and Class Participation Grades.**
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