COMPUTER SKILLS -  2011-2012
Mrs. Ullom
Purpose:

     The purpose of the Computer Skills class is to prepare students in several major areas of computer use:
· Correct computer terminology

· Correct keyboarding skills including proper finger position and typing speed

· Understanding of correct typing skills including spacing, margins, punctuation, spell-checking, personal and business letter writing, term paper writing, and correct reference citations

· Understanding and using features in the following Microsoft Office programs: Word, Excel, Powerpoint and PhotoDraw
     Additionally, we will be learning some out-of-the-box techniques and tips for preparing presentations and using software shortcuts to accomplish computer tasks more efficiently.
Supplies:

     For this class you will need a 1” three-ring binder, a package of divider tabs for the binder, a zipper pencil case that is punched and in the binder, a flash drive (jump drive), as well as general supplies such as paper and pencils/pens.
Grading: 

     Throughout the year, you will be required to keep a vocabulary notebook.  Since this is a computer class, my preference is that you type your notebook as we go over the information in class.  However, if you are more comfortable writing it out, you are welcome to use filler paper and include the notes in your notebook.  There will be checks of your notebook periodically throughout the year and each time it will be for a homework grade.
     There will be quizzes and tests that will also be registered as grades – tests counting as a double grade.  Students will also be required to improve upon their typing speed and will be given grades, basked upon their progress.  By the end of the year, an average speed for typing should be 55 words per minute or higher.  Grades will be given based on each student’s progress toward this goal.  Finally, there will be projects given that may be worth several grades throughout the course of the assignment, or as a test grade, depending on the length and difficulty of the project.  Please remember when turning in written assignments, our standard heading is to be added (including your name, the class name and the date).
     The midterm test will be over all terms and material covered up to that point and the final will be over terms and material covered the second half of the year.  Please remember that these are 1/7 of your semester grade.
     Finally, please understand that I do not give participation grades in this class.  

You will receive many other grades during each nine week term from your notebooks, projects, quizzes and tests.  Assignments turned in late will be counted 10 points off for each day past the due date so punctuality will make a huge difference in your grade.  Assignments will be accepted up to 5 days late.  After that time the grade will become a “0”.  Unless otherwise instructed, all assignments are due at the beginning of the class on the assigned day.  Assignments will be posted on DynaCal which is linked to our school website.

Why Study Computers?

     Computers are everywhere!  You, as the younger generation, have grown up with computer technology.  (Some of you live, breath and eat it!)  Using computer correctly and efficiently can be a key to getting a job in the future or succeeding at the job you get.  

