Computer Applications I
Minnesota High School -- Course Syllabus

Instructor:
Mrs. Anderson
Classroom:
2806
Work Phone:
123-0544 ext 9708
E-mail:
anderson@gmail.com 

Extra Help Hours:
7:30-8:15 AM by appointment
Credit:
1 semester credit 



3:30-4:30 PM by appointment
Hours:
86

OE/Course Code:
11
Text:
Guide To Microsoft Office 2013 - ( Edition) - ISBN: 9780821965610
BUSINESS EDUCATION DEPARTMENT RULES:
REQUIRED MATERIALS:
· Respect

*  Login/Password information

· Responsibility






*  Pencil and Eraser

· Courtesy







*  Network storage folder

· Discipline procedures will follow MHS student handbook
*  USB Drive


COURSE DESCRIPTION: 

Computer Applications I is an introductory course that covers the operation of the personal computer hardware and software (Microsoft Office). The course is an overview of a personal computer operating system, word processing (Word), spreadsheet (Excel), presentation (PowerPoint), Internet, and database management software (Access). Students will create many types of personal and business communications, professional looking reports, charts, and multimedia presentations. Students will apply technology applications to solve and/or present solutions to problems and will develop skills with file management and network use.

TOPICS COVERED:

· Introduction to Computer Hardware and Windows Operating System
· Career Exploration—Technology, Information, and Administrative Support career pathways
· Creating and Editing a Word Document

· Creating a Research Paper

· Creating a Resume Using a Wizard and a Cover Letter with a Table

· Creating a worksheet and Embedded Chart

· Formulas, Functions, Formatting, and Web Queries

· What-if Analysis, Charting, and Working with Large Worksheets

· Creating Static and Dynamic Web Pages Using Excel

· Creating a Database using design and Datasheet views

· Querying a Database using the Select window query

· Using a Design template and Text Slide Layout to Create a Presentation

· Using the Outline Tab and Clip Art to Create a Slide Show

· Creating a Presentation on the Web Using PowerPoint
INSTRUCTIONAL METHODS:

· Demonstration 

· Individual Application Work

· Group and Individual Integration Projects

STUDENT LEADERSHIP DEVELOPMENT:

All students enrolled in the course have the opportunity to join the MHS chapter of Business Professionals of America (BPA). Chapter activities provide numerous opportunities to develop leadership skills in real-world settings through chapter activities including the BPA competitive event program. Computer Applications coursework will prepare students for participation in the several different BPA technology events. Interested students should contact Mrs. Anderson for more information or an application form. Opportunities for students to develop leadership skills will also be embedded throughout the classroom curriculum in the form of projects to work with business and community leaders to apply course content to real-world issues and problems.
CAREER EXPLORATION/DEVELOPMENT:

Students will conduct research on career opportunities in the fields of technology, information, and administrative support career pathways and analyze how their personal and professional interests align with these opportunities. Several professionals in various technology fields will give presentations during the course to raise awareness of the variety of opportunities in this career pathway, and at least one industry tour to visit an local technology company will be included. A portion of your final course portfolio will include an analysis of career opportunities in the information technology field and a career plan for developing further knowledge and skills to prepare for work in this or other career fields.
MINNESOTA FRAMEWORKS ALIGNMENT:

Performance indicators and objectives in this course are aligned with the Minnesota Frameworks for Business, Marketing and Information Technology for “Computer Applications.” These Frameworks are based on national standards and aligned with Minnesota Technical Skill Assessments. Daily formal and informal assessments will be based on Learning Targets that align with these Frameworks. The Frameworks are available for review on the Minnesota Department of Education website:  https://education.mn.gov/MDE/dse/cte/prog/biz/
ARTICULATION AGREEMENT/TECHNICAL SKILL ASSESSMENT:

This course is an articulated course and may qualify for credits at participating community or technical colleges for students earning a grade of B (85%) or higher. The end-of-course assessment includes a Technical Skill Assessment (TSA) for Information Support and Services. Contact Mrs. Anderson for a list of postsecondary institutions currently accepting these credits.
GRADING POLICY:

All work in class is important and must be completed—but not all work is “graded.” All work in each unit must be completed and submitted before the Unit Test may be taken. An unexcused absence qualifies as a zero for the day and no make-up work or exams will be allowed.  An excused absence qualifies for full make-up within two days or the absence.  All make-up work/late work will be completed before the next exam or no credit will be given.  It is the student’s responsibility to obtain and complete all make-up work in the allotted time. Assessed work for the course includes:

· Weekly Summative Assessments

 

· Quizzes and Unit Tests



· Projects and Business Activities

· Class Participation and Professionalism



Standard Grade Scale:

A
93% and above
C+
76 – 79%
D-
60 – 62%
A-
90 – 92%
C
73 – 75% 
F 
59% and below
B+
86 – 89%
C- 
70 – 72%

B
83 – 85%
D+
66 – 69%

B-
80 – 82 %
D
63 – 65%

Curriculum Mapping – Course Outline
Weeks 1 & 2

Microsoft Word




Practice Labs:

Word Project 2 Steps – Research Papers


*Using the Data Disk

Word Project 3 Steps – Resumes and Cover Letters


Student Sidebar and Table Resumes

Weeks 3 & 4

Letterhead and cover-letter design, Business cards


Student Textbox and WordArt Letterheads

Envelopes, Labels, and Watermarks 




Review and Wrap Word applications

Word Production Test

Weeks 5, 6 & 7
Microsoft Excel




Practice Labs:




Excel Project 1 Steps





Lab # 3




Excel Project 2 Steps





Lab #1




Excel Project 3 Steps





Lab #3

Weeks 8 & 9

Lets Go Shopping




If Statements Review 

Review and Wrap Excel applications

Excel Production Test

Weeks 10 & 11
Microsoft PowerPoint




Research and Present

Weeks 12 & 13
Microsoft Access




Access Project 1 Steps





Apply Knowledge 1 (pg AC54)





25 Most Wanted Music CD’s




Weeks 14 & 15
Desktop publishing applications




Brochures, Drawing Tools, Bumper Stickers

Week 16 

Mobile/smart technology hardware and apps
Week 17 & 18
Final Project - Newsletter formats, digital cameras

Computer Applications Syllabus

