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CLASS SYLLABUS

COURSE TITLE:
Computer Applications 
COURSE 

DESCRIPTION:
Knowing how to use a variety of computer applications software is a basic skill for everyone.  Students in this course become proficient in word processing, database, spreadsheet, publishing, communication and time/task management, document and image manipulation, and presentation software.  Students will employ a variety of input methods including keyboard, voice recognition, and handwriting recognition.  .

INSTRUCTOR:

Sue Cowart, Room J04, Office—Room J05





Telephone: 770-650-4230  ext 153



Email:  cowart@fulton.k12.ga.us
PROGRAM OF

 

STUDY:

Business Administration, Interactive Media, Programming & Software Development
TEXTBOOKS:

Digitools:  Technology Application Tools, South-Western, 2006 (Replacement:  $44.00)
SOFTWARE:

Word processing software (Microsoft Word XP)
Spreadsheet software (Microsoft EXCEL XP)
Database software (Microsoft Access XP)
Presentation software (PowerPoint XP)
Digital Communications Tools, Voice recognition, Handwriting recognition, Image and document manipulation software, and Internet access and search engine.

OBJECTIVES:
The student will be able to create documents using advanced features of a word processor.




The student will be able to create a database table and manipulate data within it.

The student will be able to create a spreadsheet using advanced features of a spreadsheet application.

The student will be able to create various documents using desktop publishing software.

The student will be able to design and create presentations using advanced features of presentation software.

The student will be able to create and manage effective e-mail communications and will be able to manage time and task.
UNITS:
Word Processing, Relational Databases, Spreadsheets, Desktop Publishing, Presentations, Communications


TECH PREP:

This course is articulated with Intro to Microcomputers for technical college credit.
CAREER 

 
OPPORTUNITIES:
General Office, Educator, Entrepreneur, Analyst, Business Executive Assistant
METHODS OF                Class lecture/demonstration, question/answer, group work, 

INSTRUCTION:             audio-visual aids, student reports/projects, and guest speakers.

EVALUATION:

Semester Average

Quizzes and Homework

10%


Class Work


30%


Tests and Projects

40%


Final Exam


20%



The Fulton County grading policy is as follows:

A=90 and up

B=80-89

C=70-79

F=Below 70

MATERIALS NEEDED:
A 1/2” binder or a sectional divider in their notebook.  
EXPECTATIONS:
Students will:




Show courtesy and respect for others.




Support and participate in the learning process.




Show respect for property (desks, computers, chairs, textbooks, etc.)




Be on time to class; Be prepared, ready to work, and on task throughout the class period.




Use safe and responsible conduct at all times.



No food or drinks are allowed in the computer lab.



Refrain from unauthorized use of the Electronic Network.

Students are prohibited from:  logging in or attempting to login using another person’s password, shelling out to En Directories, adding software of any kind to the EN, loading/retrieving files from personal diskettes/CD’s accessing inappropriate material from the EN, and computer vandalism.  All student work stations will be electronically monitored by the instructor.
HONOR CODE:
The honor code describes cheating as “giving or receiving, in any form, information relating to a gradable experience, either inside or outside of class.”  Cheating on any assignment will result in a grade of 0 and an honor violation form being submitted to the principal.  Plagiarism is considered an honor code violation and will be handled accordingly.
HELP SESSIONS:
I am usually available every morning from 7:30-8:00 for extra help.  I am available by appointment for conferences during 8th period.
MAKE UP WORK:
If you are absent, it is your responsibility to arrange a time to make up work.  Failure to turn in assignments will result in a “0” for that grade.  Since most of the work is done during class time, excessive absences will make it difficult for you learn valuable information.  
RECOVERY POLICY:
Opportunities designed to allow students to recover from a low or failing cumulative grade will be allowed when all work required to date has been completed and the student has demonstrated a legitimate effort to meet all course requirements including attendance.

Students should contact the teacher concerning recovery opportunities.  Teachers are expected to establish a reasonable time period for recovery work to be completed during the semester.  All recovery work must be directly related to course objectives and must be completed ten school days prior to the end of the semester.

Teachers will determine when and how students with extenuating circumstances may improve their grades.
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