Computer Applications I- Syllabus

	Instructor
	Mrs. Dugan
	E-mail
	sdugan@usd343.org


Contact Hours

I am available each day from 7:30 am—8:10 am, block days from 1:00-2:28, A day from 1:00-1:42.
Course Description:

The student will review and learn the basic keyboarding, computer functions and proper technique.  The student will be introduced to the basic formatting and arrangement of letters, notes, memo's, reports and tables.

Text(s):

Keyboarding with Computer Applications 2006-Glencoe/McGraw Hill.
Grading Scale:

USD 343 Grading Scale

A+ 
(100% & above)
B- 
(80%-82%)

A   
(93%-99%)
C+ 
(77%-79%)

A-  
(90%-92%)
C 
(73%-76%)

B+
(87%-89%)
C-
(70%-72%)

B
(83%-86%)
D+
(67%-69%)

D 
(63%-66%)
F
(59% & below)

D-
(60%-62%)


INC:  Student has not completed all the given requirements at this time.

Assignments missed while absent will be recorded as a “Zero” and  count toward their grade.  

Students have a minimum of 2 days for each day absent to submit missed work for credit.  

Should a student become ineligible they are guaranteed the opportunity in each class to raise their grade to become eligible in the following week.
Student Evaluation:

Tests: 60%

Homework/Assignments/Projects: 40%
Requirements:

Required to participate in lecture, demonstration, and individualized learning techniques.
Projects:

Available upon request.
Behavior Plan:

1) Respect

a.  Manage personal space.

b.  Listen while others speak.

c.  Avoid negative comments.

2)  Responsibility

      a.  Come to class prepared/punctual.


b.  Follow directions immediately.


c.  Ask for help as needed.


d.  Complete assignments promptly.


e.  Contribute positively to learning environment.

Consequences for choosing not to meet expectations:



1.  Reminder



2.  Warning



3.  Conference with teacher/verbal improvement plan.



4.  Removal from class/parent contact/written improvement plan.



5.  Referral to office.

Course Outline:

Fall Semester
COURSE CONTENT
  I.
 PROPER EQUIPMENT FUNCTIONS   


A.  Booting the machine and log on.


B.  Selection of software (correct procedure to open and close)

II.
 PROPER KEYBOARDING TECHNIQUE   


A.  Keyboarding position


B.  Keyboarding posture


C.  Correct keyboarding reach technique

III.
 BASIC KEYBOARDING FUNCTIONS   


A.  Letters


B.  Numbers


C.  Punctuation

D. Symbols

***I, II and III will all be covered in a two week review period.

 IV. 
FORMATTING DOCUMENTS 

A.  Letters


B.  Notes


C.  Memos


D.  Reports


E.  Tables


F.  Outlines


G.  Special features


H.  Applied skills

I. Speed and accuracy

   V.
SELF ASSESMENT AND DECISION MAKING

 VI.
TIME MANAGEMENT AND WORK ETHICS

Spring Semester   (Same as Fall)
State Standards:

TWO WEEK KEYBOARD REVIEW

P / F  Demonstrate correct sitting position at computer and keyboard

P / F  Demonstrate appropriate techniques for all key reaches

P / F  Type a minimum of __ words per minute from straight copy for __minutes with ___of fewer errors.
OPERATING SYSTEMS AND HARDWARE

P / F  Define terms related to hardware and software systems

P / F  Identify the major components of hardware systems

P / F  Explain proper care and maintenance of hardware and software programs

P / F  Manage files ( i.e., naming, storing, deleting directories/folders)

P / F  Describe security procedures

WINDOWS

P / F  Describe the objects on the Windows desktop

P / F  Use the start button to access the online help

P / F  Use the functions of the minimize, maximize, restore, and close buttons

P / F  Move and size a window

P / F  Discuss the function of a dialog box

P / F  Describe the different types of dialog boxes and the various ways in which  information is supplied

P / F  Use My Computer to locate a specific file or folder

P / F  Describe the different views available for My Computer

P / F  Describe how folders are used to organize a disk

P / F  Create a new folder

P / F  Copy and/or move a file from one folder to another

P / F  Delete a file

DEMONSTRATE WORD PROCESSING APPLICATIONS

P / F  Define terms related to word processing

P / F  Identify major uses of word processing

P / F  Create documents (i.e., letters, memos, reports)

P / F  Perform save and retrieve procedures

P / F  Print documents

P / F  Set line spacing

P / F  Set margins

P / F  Evaluate document format/layout

P / F  Use enhancements (i.e., bold, underline, italics)

P / F  Use block feature (i.e., copy, move, delete)

P / F  Use spell check/thesaurus

P / F  Use tabs/indents

P / F  Set justification

P / F  Select fonts

P / F  Change font type and size for characters, words, and paragraphs

P / F  Change line spacing settings for paragraphs and whole documents

P / F  Change left, right, top, and bottom margin settings for pages

P / F  Spell check a document

P / F  Create tables/columns

P / F  Print a word processing document

CAREER DEVELOPMENT SKILLS

LISTENING SKILLS

P / F  Follow oral instructions

a. Listen for and identify key words

b. Listen for words that identify a procedure

c. Listen for steps or actions to be performed

d. Listen for clues regarding the order or sequence in which task is performed 

P / F  Distinguish fact, opinion, and inference in oral communication

P / F  Interpret nonverbal cues (eye contact, posture, gestures)

P / F  Analyze a speaker’s point of view

P / F  Draw conclusions or make generalizations from another’s  oral communication

P / F  Restate or paraphrase a conversation to confirm what was said

P / F  Reduce barriers (or interference) that may impede effective listening

HUMAN RELATION SKILLS

P / F  Perform a self-assessment

a. Personal goals

b. Strengths/weaknesses

P / F  Define the term “self-concept”

P / F  Demonstrate characteristics of a positive self concept

P / F  Demonstrate interpersonal skills

a. Tact and diplomacy

b. Respect for others

c. Respect for diversity

d. Recognition of others’ strengths

e. Positive assertiveness

f. Positive attitude

DECISION MAKING/PROBLEM SOLVING

P / F  Describe the factors that impact on decision making:

a. goals  

b. standards

P / F  Utilize problem solving skills:

a. identify the problem for resolution

b. Define critical issues

c. Analyze causes of a problem

d. Utilize research and assessment skills

e. Examine results of a problem

f. Offer solutions to a problem

g. Select a solution to a problem

h. Implement an action plan

TEAMWORK

P / F  Receive and give information

P / F  Process information

RESOURCE MANAGEMENT

P / F  Identify and explain the use of common supplies for a given occupational area

P / F  Locate information and select the materials, tools, equipment, or other resources to perform the activities needed to accomplish a specific task

TIME MANAGEMENT

P / F  Identify influences on use of time

P / F  Set priorities or the order in which several tasks will be accomplished

P / F  Identify and control personal “time wasters”

P / F  Develop strategies to overcome procrastination and meet deadlines

P / F  Estimate the time required to perform activities needed to accomplish a specific task

P / F  Create a time plan for solving problem

WORK ETHICS

P / F  Interpret standard workplace policies related to:

a. safety

b. Personal discipline (personal leave and absence)

c. sexual harassment

P / F  Apply employee rules, regulations, and policies in a given occupational area, including:

a. Punctuality and dependability

b. Responsibility for position

c. Accuracy

P / F  Understand and value effective work ethic attitudes and behaviors such as:

a. Acceptance of the job requirements

b. A willingness to take initiative with new challenges

c. Take responsibility for decisions and actions

P / F  Compare and complete various examples of job application forms

P / F  Demonstrate personal characteristics that lead to job satisfaction

LANGUAGE ARTS

ORAL COMMUNICATIONS

P / F  Participate in group discussions, for problem resolution
INFORMATIONAL READING

P / F  Use basic research techniques
WRITTEN COMMUNICATIONS

P / F  Use acceptable standards for grammar, mechanics, and word usage
P / F  Apply a variety of specific proofreading techniques to identify and correct errors

P / F  Proofread business documents to ensure that they are clear, correct, concise, complete, consistent, and courteous
ALGEBRA

P / F  Recognize, describe, and predict patterns of data

P / F  Construct and solve an algebraic equation for a given problem

P / F  Solve for the unknown variable in an equation
STATISTICS AND PROBABILITY

P / F  Construct, read, and interpret tables, charts, and graphs
P / F  Make inferences about data from tables, charts, and graphs
SCIENCE

P / F  Define artificial intelligence
P / F  Describe how a bar code works
P / F  Describe positive and negative impacts of technology on the environment
P / F  Apply scientific method to solve problems
P / F  Identify scientific laws and principles that are applicable to business and office technology
LEADERSHIP

TRUST AND CONFIDENCE

P / F  Control emotions under demands, time, pressure, and opposition
HONEST, OPEN COMMUNICATION

P / F  Speak clearly and distinctly with individuals and groups

P / F  Ask appropriate questions to clarify another’s communication

TANGIBLE SUPPORT

P / F  Apply one of more problem-solving processes to a given situation(s)

P / F  Identify leadership opportunities in the school, workplace and community

Sources:  Competency Profile Suite CD and Competency Indexes for Business & Computer Technology Curriculum

