Perry-Lecompton High School


Information Computer Technology- Syllabus

	Instructor
	Mrs. Paramore
	E-mail
	tparamore@usd343.org


Contact Hours

I am available each day from 7:45 am - 8:10 am, 1st block and after school until 4:15.
Course Description:

As a student in this course, you will learn the most important topics of Microsoft Office PowerPoint and Excel 2007. First, you will be presented with an overview of Office 2007.  You will then get an introduction to PowerPoint and learn how to combine text, sound, graphics, and video to create professional presentations. Next, you will be introduced to Excel 2007 and learn about formulas, functions, formatting, and charts.  The lessons get more and more advanced, covering Worksheet tasks and What-if Analyses.  Finally, you will learn how to exchange data with other programs and how to incorporate Web information.    
Text(s):

Textbooks: Elizabeth Eisner Reding / Lynn Wermers, Microsoft Office Excel 2007 – Illustrated Complete Course Technology, 2008.

    David Beskeen, Microsoft Office PowerPoint 2007 Illustrated Introductory Course Technology, 2008.
Software: Microsoft Office 2007.
Handouts: Additional handouts may be required. 
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 with the symbol “Ab” and not 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:
15% -- Daily Work
35% -- Challenges

50% -- Tests/Projects
Requirements:

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

Projects:

Available upon request
Behavior Plan:

Classroom Expectations for all Classes

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.  Conference with teacher.


3.  Time spent with teacher either before or after school.


4.  Referral to office.
Course Outline:

	Excel
	PowerPoint

	· Excel 2007 Unit A: Getting Started with Excel 2007 

· Excel 2007 Unit B: Working with Formulas and
Functions

· Excel 2007 Unit C: Formatting a Worksheet
	· PowerPoint 2007 Unit A: Creating a Presentation in PowerPoint 2007
· PowerPoint 2007 Unit B: Modifying a Presentation

	· Excel 2007 Unit D: Working with Charts

· Test #1 
	· PowerPoint 2007 Unit C:  Inserting Objects into a Presentation

	· Excel 2007 Unit E: Analyzing Data Using Formulas
	· PowerPoint 2007 Unit D: Finishing a Presentation

	· Excel 2007 Unit F: Managing Workbook Data
· Excel 2007 Unit G: Using Tables
· Excel 2007 Unit H: Analyzing Table Data
	· Test/Project

· PowerPoint 2007 Unit E: Working with Advanced Tools and Masters

	· Exam #2
	· PowerPoint 2007 Unit F: Enhancing Charts

	· Excel 2007 Unit I: Automating Worksheet Tasks
	· PowerPoint 2007 Unit G: Inserting Illustrations,

	· Excel 2007 Unit J: Enhancing Charts
· Excel 2007 Unit K: Using What-if Analysis
	Objects, and Media Clips

· PowerPoint 2007 Unit H: Using Advanced

	· Excel 2007 Unit L: Analyzing Data with PivotTables
	Features

	· Excel 2007 Unit M: Exchanging Data with Other Programs
	· Final Test/Project

	· Test #3
	

	· Excel 2007 Unit N: Sharing Excel Files and Incorporating Web Information
	

	· Excel 2007 Unit O: Customizing Excel and Advanced Worksheet Management
	

	· Excel 2007 Unit P: Programming with Excel
	

	· Final Test/Project
	


Spring Semester
Same as Fall.
State Standards:

Currently being revised
