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Microsoft Office 2007 
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Miss Steinke

E-Mail Address:
asteinke@mail.coalcity.k12.il.us

Voice Mail:

815-634-2396 extension 1917
Grading Structure and Classroom Procedures

Description

This course is designed to develop microcomputer application skills using Microsoft Office. This fully integrated software package will allow students to complete projects using word processing, a spreadsheet, a database, and presentation software in a Windows environment. Students will be interfacing throughout with the Internet. This is a dual credit articulated course with Joliet Jr. College. Students have the option of earning 3 credits in CIS 126 at the community college.
Objectives
· Introduction to Microsoft Database Access Software by creating databases with different types of fields, creation of queries with specific selections and computations and creation of  reports that reflect specific requirements

· Integration of Microsoft Office Software by using Word and Access to complete documents and to manage information.

· Introduction to Microsoft Spreadsheet Excel Software by creating formulas and use of numeric data to create an informative piece of work.

· Introduction to Microsoft PowerPoint presentations and integrating with the other software programs.  

Proper Care of Equipment

Notify the teacher when your computer is not working properly.  Abuse of the computer will involve appropriate school personnel.

Following Instructions and Use of Software

Use the equipment as instructed by the teacher.  All work must be performed in the appropriate software.  All other software is restricted.  This means students are not to experiment or use other software/programs/accessories.  Usage of the Internet is permitted when the Instructor notifies the student. NO GAMES

Grading Scale
The grades will be comprised of quizzes/tests, projects and homework assignments.  A total point score on every assignment determines the grades.

100 – 94
A

  93 – 86
B

  85 – 78
C

  77 – 70
D

69 -Below
F

Classroom Expectations

1. Respect your classmates, yourself and the equipment in the room.

2. No Food, Drink or Gum in the Classroom.
3. Follow all directions and procedures.
4. Follow and familiarize yourself with the school policies found in the handbook.
5. Disrespectful language will not be tolerated.

6. No Cell Phones in class.
7. Remain in your seat until the bell rings.  

8. No games, Internet or usage of other software unless instructed to by the teacher.

9. Be prepared for class—all necessary materials must be with you.
Behavior Consequences

Behavior consequences will be followed according to all of the rules listed in the student handbook.

