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Credit:  1

Teacher:  Mr. Keller

Email: bkeller@windham.k12.me.us 

Phone:  892-1810 ext. 377

School Website:  www.windham.k12.me.us/whs  

Teacher Website: http://www.windham.k12.me.us/wsd_hs/Staff/bkeller/index.cfm  
Late nights:  Wednesday.  Students should make an appointment to ensure time is available to meet their needs.  
Course Description
This course will cover the basics of computer technology in today’s world.  Students will focus on the following components of computer proficiency:  keyboarding, operating systems, word processing, spreadsheets, database management, presentation graphics and the internet.  Microsoft Windows XP and Microsoft Office XP will be used to demonstrate these components.  Other concepts will also be explored.  Students will apply their knowledge to everyday uses of the computer in the business world and their own lives.  
Text:  Microsoft Office XP: Introductory Concepts and Techniques 
Shelly Cashman Vermaat  (ISBN: 0-7895-6289-8 or 0-7895-6385-1 or 0-7895-6393-2)  Replacement cost:  $80.
Text Website:   www.scsite.com/offxp/  -
Additional Software:  Microtype Multimedia  or Other Software– for keyboarding.
MOODLE –  www.wsdmoodle.us an online course management software that will be used to assign, turn in, and track projects, homework, and other course requirements. Collaboration of ideas is also a feature of this software that is available from any internet connection. 
Teaching Methods:

1. Lectures / Demonstrations – will be used to discuss objectives of each component and to illustrate methods of creating various projects.  

2. Projects / Labs – will be the most important part of the study.  It is through these methods that students will learn by doing the tasks and have a chance to apply their knowledge to individual projects.  

3. Learn It Online – using the textbook website, students will review terms and concepts relating to the material covered by playing games like “Wheel of Terms” and “Who Wants To Be a Computer Genius”. 
4. Assessments – along with the projects and labs, students will be assessed using quizzes, tests, and other special assignments.

Grading: *

	Category
	Weight

	Projects / Labs / Computers Today
	45%

	Major Assessments
	35%

	Special Assignments / Quizzes / Extra Credit / E-Notebook / Homework / Grade sheet Management / Planner
	20%


*subject to minor changes
Policies:
Respect – yourself, your fellow learners, our equipment, our school.  
Student Computer / Internet Use:  Students must return a completed (signed by student and parent or guardian) form IJNDB-E2, Student Computer Use Acknowledgement Form (grade 4-12).
Academic Integrity: Students are expected to model the academic integrity policy as defined in the Windham High School Academic Integrity Standard found in the student handbook.  This is especially important relative to use of materials found on the internet.  

Attendance / Missed Classes:  Students must coordinate with the teacher for make up of labs, projects, or any other missed assessments, instruction, etc.  Since most new concepts are built on previously learned material, it is important that this be done as soon as possible.  The computer technology teachers will assist students to get them caught up as quickly as possible.  Students can check online for assignments missed using MOODLE. 
Students with disabilities:  Please contact me as soon as possible if you have a learning or physical disability that makes it difficult for you to be successful in class so that I may provide whatever accommodations possible for you.  
Notebook Requirement:  Students must maintain an electronic notebook that contains all projects, handouts, and other items that the teacher assigns.  This will be graded each semester and checked periodically.  It will be organized using the Windows Explorer File System and used during the “student led conferences”.   
Student Planner Requirement:  Students must bring their student planner to class.  Students must record all assignments, test, quiz dates, etc. in their planner.  The planner is also used as the only pass system to leave class.  The use of the planner will be and checked periodically.  
Course Outline

	Topic
	Material

	Review Keyboarding Techniques
	Microtype Mutimedia software

	Introduction to Computers
	 

	      This unit will cover the history of computers, how they work to include a lab on the inside of a computer
	

	Microsoft Windows 2000 and Office XP 
	

	      An Introduction to Windows 2000 and Office XP                  
	 

	Microsoft Word 2002 
	 

	      Creating a Research Paper
	Word Project 2

	      Creating a Resume Using a Wizard and a Cover

      Letter with a Table
	Word Project 3

	Microsoft Excel 2002
	 

	       Creating a Worksheet and Embedded Chart
	Excel Project 1

	       Formulas, functions , formatting and Web Queries
	Excel Project 2

	       What-if Analysis, Charting and Working with

       large worksheets
	Excel Project 3

	Microsoft Access 2002
	 

	       Creating a Database Using Design and Datasheet  

       View
	Access Project 1

	       Querying a Database Using the Select Query

       Window
	Access Project 2

	        Maintaining a Database Using The Design and 

        Update Features of Access
	Access Project 3

	
	

	Microsoft PowerPoint 2002
	 

	        Using a Design Template and Text Slide Layout 

        to Create a Presentation
	PowerPoint Project 1

	        Using the Outline tab and Clip Art to Create a 

        Slide Show 
	PowerPoint Project 2


I have reviewed this syllabus as a way of supporting my student in this course.
_______________________      _______________________     _______________________

Parent / Guardian Name
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