
ITE 115-Introduction to Microcomputer Software
VHCC Dual Enrollment (3 credits)

Syllabus

	Tamara Lasley, Instructor

	Email:
	tamaram@wcs.k12.va.us

	Email Note:
	All correspondence sent to the instructor concerning this course should have ITE 115 in the subject line.



Course Description (ITE 115/BUS6612)

Students apply problem-solving skills to real-life situations through word processing, spreadsheets, databases, multimedia presentations, and integrated software activities. Students work individually and in groups to explore computer concepts, operating systems, networks, telecommunications, and emerging technologies.
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Areas to Be Covered

Microsoft Word
Microsoft Excel

Microsoft Access

Microsoft PowerPoint

Simulation Project

Resumes and Careers

Broad Goals of the Course

	(Communication)
	1)
	To acquaint the student with the vocabulary used to describe features and objects in software applications.

	(Personal Development)
	2)
	Understand basic computer and Internet concepts.

	(Information Literacy)
	3)
	To provide experience manipulating files in a Windows environment.

	(Information Literacy)
	4)
	To effectively locate information on the Internet and critically evaluate this information.

	(Quantitative Reasoning)
	5)
	To create spreadsheets.

	(Quantitative Reasoning)
	6)
	To create charts using spreadsheet software.

	(Information Literacy)
	7)
	To create and edit documents using word processing software.

	(Information Literacy)
	8)
	To organize and locate data using database software.

	(Information Literacy/
Communication)
	9)
	To design effective databases and appropriate reports/forms.

	(Information Literacy)
	10)
	To create an electronic slide presentation.

	(Communication)
	11)
	To design a presentation that effectively communicates the topic.

	(Information Literacy/
Critical Thinking)
	12)
	To use available documentation, including on-line help, to learn new tasks or remember old ones.


Materials

1” three ring binder to be kept in classroom

2 GB USB Flash Drive

Washington County School E-mail account

Criteria For Student Grading

	Tests (4)
	33%

	Assignments
	33%

	Notebook/Classroom Maintenance/Attendance*
	33%


*If a student misses what the instructor considers being an excessive amount of instructional time (more than 7 unexcused days in a Semester or more than 14 unexcused days in a Year), the student may be administratively withdrawn from the VHCC dual enrollment course.  At this time, a student would still receive high school credit for the course, but not college credit.
Grading Scale 

	Scale

	90 -100
	A

	80 - 89
	B

	70 - 79
	C

	60 - 69
	D

	Below 60
	F


Policies and Expectations

Make-up Work-Students are expected to complete make-up work within three days of an absence.  Students are responsible for finding out what work has been missed immediately upon returning to school.  At no time is a student to miss additional class time or another class in order to make up work.  Make-up tests or quizzes should be scheduled as soon as possible after missed.
Any student who has missed what the instructor considers to be an excessive amount of instructional time will not be eligible for certification testing.  
Tardies to Class-Students are expected to obtain all class materials and be ready to begin class when the tardy bell rings.  Upon the accumulation of three unexcused tardies to a class, after-school detention will be assigned.  For each tardy obtained from that point on, the student will be referred to the administration.  Tardies will start over after the first semester ends for singleton classes.  Internet use will not be acceptable once the bell has rung.
Cheating-Plagiarism and cheating are serious offenses and may be punished by failure on an assignment and/or suspension from school.  No exceptions will be made—there is no excuse for this!  A student may be administratively withdrawn from the VHCC dual enrollment course for cheating.
Computer Lab Rules-
No food or drinks

No chewing gum (do not put gum under chairs or desks)

Do not unplug computers or change defaults on computers

Put all materials away before leaving assigned area

Absolutely no downloading of chat rooms/games

Remain in your seat until the bell rings (do not line up at the door)

Do not alter any work on the computer unless it belongs to you (stay out of other folders)

Respect and treat others as you would like to be treated
Chairs are to remain at each individual desk (do not roll across the room)
Important Course Dates (first Semester classes)


First official day of classes:  August 26, 2013

Last day to add without faculty permission:  August 30, 2013

Last day to drop and receive tuition refund:  September 12, 2013

Last day to withdraw without academic penalty:  November 5, 2013

Last day of class:  December 13, 2013
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VHCC Username  ____________
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