Computer Information Systems

2013-2014
Course Syllabus

Microsoft Office 2010

Instructor: DeDe Whichard


Phone:  276-739-3214 

E-Mail:  dwhichar@wcs.k12.va.us

Web Site:  http://www.quia.com/pages/dwhichard/page2

Course Description: 
This course provides an overview of microcomputer applications including a brief introduction to computer concepts, Microsoft Windows 7, Microsoft Office 2010, Microsoft Word 2010, Microsoft Excel 2010, Microsoft Access 2010, and Microsoft PowerPoint 2010.
Text: Microsoft Office 2010: Introductory
ISBN-13: 978-1-4390-7838-9 / ISBN-10: 1-4390-7838-6

Online Companion: scsite.com/office2010
Teaching Methods:
1. Lectures: Important material from the text and outside sources will be covered in class. Students should plan to take careful notes as not all material can be found in the texts or readings. Discussion is encouraged as is student-procured outside material relevant to topics being covered. 

2. Assignments: End of chapter activities and online activities will be assigned weekly to reinforce material in the text. These assignments may require the application of various software packages. 

3. Quizzes: Occasional unannounced quizzes will be given to help ensure students stay up with assigned material. 

4. Exams:  The exams will be closed book/notes and will test assigned readings and material discussed in class. Exams will not be written, they will be computer based.  Review sheets will be provided prior to the exam day.   Students will take MOS Word and Excel exams and earn Microsoft Office Word & Excel Certifications in this course.  Check the following web site for further information on the MOS Certifications: 

http://www.microsoft.com/learning/en/us/certification/mos.aspx#certifications
5. Participation: Student participation will be graded by the level of class participation and attendance.  

Grading:

Students will earn grades each day.   All student- printed assignments will be evaluated on a 100 point scale and entered as a grade averaged with tests/quizzes or the assignment will be listed as a daily completion grade.    Daily completion grades are “checked-off” and averaged together at the end of the grading period.  The “check-off” grades always help your overall average – so don’t miss turning in any one assignment – they can also hurt your average.  Again, EVERY assignment is evaluated in some way so it is VERY important that you turn in EVERY assignment.
Course Policies:
Missed Classes: The student is responsible for obtaining material distributed on class days when he/she was absent. This can be done through contacting the instructor before or after class.  Missed quizzes or tests can be made up within three days of missing the test/quiz.  Make arrangements with your instructor ASAP to make up a quiz or test.
Assignments: All assignments are due at the time/date the instructor indicates. Late submission of assignments will be assessed a penalty of 10% per day. 
Academic Dishonesty: Plagiarism and cheating are serious offenses and may be punished by failure on exam, paper or project.  For this class, it is permissible to assist classmates in general discussions of computing techniques. General advice and interaction are encouraged. Each person, however, must develop his or her own solutions to the assigned projects, assignments, and tasks. In other words, students may not "work together" on graded assignments.
Need for Assistance: If you have any condition, such as a physical or learning disability, which will make it difficult for you to carry out the work as I have outlined it, or which will require academic accommodations, please notify me as soon as possible. 

Posting of Grades: Grades will be entered into the online grade book and can be accessed through the parent portal at any time.  Grade reports will be printed periodically throughout the semester.  You may request to see your grades any day before or after class.
Incomplete Policy: Students will not be given an incomplete grade in the course without sound reason and documented evidence as described in the Student Handbook. In any case, for a student to receive an incomplete, he or she must be passing and must have completed a significant portion of the course.

MATERIALS FOR THE COURSE 
Binder with Notebook Paper

 Pen/pencil...some type of writing utensil 

Optional  . . .  But very useful… USB Storage Device (Jump or Flash Drive)

Classroom Guidelines

· Come to class on time, every day.

· Turn in coursework on time.

· Keep a copy of all returned/graded work in your class folder

· If you do not understand something, please ask questions

· No food or drinks permitted in the computer lab

· Students are NOT permitted to download ANYTHING from the internet or save any information other than class work to the hard drive on any computer in the computer lab.

· Always use the computer in a way that demonstrates consideration and respect for your fellow classmates and instructor.

· Because data can be shared so easily when using the computer, cheating can be convenient.  Do not fall into this trap.  Zeros will be given to all parties who hand in work which has been shared.  Second offenses will be handled by the administration and parents will be contacted.

· Textbooks will remain in the classroom.  We only have one set and multiple classes use them each day.  If you are absent, and need to make-up work, you may sign-out a book for the evening and return it the following morning before first period begins.

· Respect and be polite to all people. (Listen carefully. Do not interrupt the teacher or other students.)

· Respect the property of others. (Put litter in trash can. Return borrowed items. Do not write on desks. Place headsets/equipment/books/etc. in designated locations daily.) 

· Exercise self- control at all times. (Crude and offensive language will not be tolerated.)

· Enjoy Learning!

Computer Technology Use Rules

·  All information accessed, printed, or copied, must be school appropriate and school-related. 

·  All students must have an acceptable use agreement on file before using computer lab      equipment.

· ·No indecent material is to be accessed or printed at any time. 

·  Only WCS software is allowed.  No personal software and/or CDs are allowed. 

·  Downloading of movies, games, or other software is strictly prohibited. 

·  Do not misuse passwords, files, equipment, and programs. 

·  Student e-mail is not guaranteed to be private. 

·  You may not engage in illegal, destructive, impersonations, anonymity, or unauthorized sharing. 

·      You cannot use hardware and/or software for personal, business, or financial transactions
Course Book Assignments Outline

Assignment Descriptions:

Learn It Online (LIO): Learn It Online is a series of online exercises that test students’ knowledge of chapter content and key terms.
Apply Your Knowledge (AYK): Apply Your Knowledge is an assignment that helps students reinforce their skills and apply the concepts learned in a chapter.
Extend Your Knowledge (EYK): Extend Your Knowledge is an assignment that challenges students to extend the skills learned in a chapter and to experiment with new skills. Students may need to use Help to complete the assignment.

Make It Right (MIR): Make It Right is an assignment that asks students to analyze a document and correct all errors and/or improve the document’s design.
Cases and Places (CP): Cases and Places is a series of assignments in which students apply creative thinking and problem-solving skills to design and implement solutions.

In the Lab (Lab): In the Lab is a series of assignments that ask students to design and/or format a document using the guidelines, concepts, and skills presented in a chapter. The labs are listed in order of increasing difficulty.
Each project, test, quiz or daily grade will be evaluated on the following point scale:

93 – 100
    A

85 --  92
    B

77 –  84     C

70 --  76    D

Below 70   F

You will also be given daily work grades based on progressive steps of the projects, daily worksheets, tests and quizzes. Many times these progressive steps will be “checked off” and you will accumulate “checks” which count toward an overall daily grade.   Tests will weigh twice as much as other grades and projects will weigh three times as much as other grades.

Participation Agreement: - Computer Information Systems

Student Name:__________________________________
(Please Print)
By signing below, you agree to the following:

that you have read and understand the information provided in this course syllabus.

to participate fully and to the best of your ability in the classroom and on the work assigned.

to be respectful of the building, classroom, instructor and other students.

to communicate promptly and appropriately any issues, concerns, questions, or needs for additional assistance.

to abide by the Abingdon High School handbook, internet use guidelines, classroom rules, and teacher instructions.

______________________________________________ ____________________

Student Signature /Date

_____________________________________________ ____________________

Parent Signature/Date  

