SYLLABUS – MRS. FISHER

8th GRADE KEYBOARDING 

COURSE DESCRIPTION:

Keyboarding provides students with hands on exploratory skills in proper keying techniques, data processing, spreadsheets, and fundamentals of a presentation package.  

COURSE OBJECTIVES:

Upon successful completion of this course, the student will be able to:

1. Discuss ethical and legal issues relating to the use of computers.

2. List and define computer terminology.
3. Demonstrate appropriate and effective care and use of technology tools.

4. Create, modify, and edit documents using word processing and desktop publishing tools.

5. Select and utilize multimedia tools to express ideas.

6. Evaluate, select, and use online resources to persuade, describe, inform, or involve.

7. Create, modify, and edit basic spreadsheets, graphics, and presentations.

8. Use a variety of telecommunication tools to communicate research, student projects, or current problems.
COURSE OUTLINE:

1. Word Basic Vocabulary

2. Basic Editing and Formatting

3. Desktop Publishing with Word

4. Excel Basics

5. Worksheet Formulas and Charts

6. Micro Type Pro Keyboarding

7. Internet Research

8. Creating and Modifying Forms

9. Report Research and Writing

10. PowerPoint Basics

11. Visual and Graphic Elements

METHODS OF LEARNING:

The instructor will utilize the following methods of meeting learning objectives:

1. Class lecture/discussion/demonstration

2. Question/answer 

3. Audio visual aids

4. Student reports/projects

5. Co-operative learning

EVALUATION:

Daily Participation

20%
Classroom Assignments
30%

Vocabulary Terms

15%

Micro Type Pro

25%

Final Exam


10%


STUDENT EXPECTATIONS:

1. Attend class regularly and on time.

2. Be prepared to work when class begins.

3. Bring writing utensil, folder, and brain to class everyday.

4. Listen and follow directions when given the first time.

5. Participate in all assignments and class discussions.

6. Be responsible for making up missed work within first 3 days returning
7. Show respect to teachers, staff, classmates, and substitutes always.

8. Do your own work and use your knowledge on assignments and tests.

PROCEDURES AND POLICIES:

1. When absent from school, student must make arrangements within 3 days of returning to make up work.  Student is responsible for checking with teacher on work missed.

2. Any homework assigned is expected on due date.  Any assignments turned in late will be assessed penalty points each day late.

3. Student is expected to follow the Acceptable Use Policy and computer procedures as stated in student agenda.

DAILY SUPPLIES NEEDED:

1. Pencil or pen

2. Folder with pockets  (preferably a 3-prong)

3. Lined notebook paper

TEACHING RESOURCES:

1. Micro Type Pro Keyboarding Software
2. Internet

3. Computer Keyboarding & Applications

