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Welcome Students and Families.  I am pleased that you are joining me in Microsoft IT Academy for Word and PowerPoint this semester.
Course Goal  

Students in Microsoft IT Academies benefit from world-class Microsoft curriculum and cutting-edge software tools to tackle real-world challenges in the classroom environment.  In the first part, students will learn to use the newest version of Microsoft Word interface, commands, and features to create, enhance, customize and share documents as well as create complex documents and publish them.  In the second part, students will learn to use the newest version of Microsoft PowerPoint interface, commands, and features to create, enhance, customize and deliver presentations.  In the last part, students will learn to use the basic features of the newest version of Publisher to create, customize, and publish a publication.  This course was formerly known as Computer Applications 1.  

Class Expectations

1. Be prompt:  You should be in your assigned seat with all materials needed for class and ready to work when the bell rings.

2. Be prepared:  You should have all materials with you when you come to class.  This includes homework and preparation for class.

3. Be respectful:  You should respect students and teachers and their property as well as school property.  This includes such common courtesies as politeness, raising your hand to be recognized, listening while others are speaking, remaining in your seat during presentations, and keeping the room clean.  Students will be required to sign a statement adhering to the usage of hardware and software, including the Internet.

4. Follow directions:  All students are expected to follow the above classroom expectations as well as any other directions for classroom or school activities on a daily basis.

Materials Needed

· A great attitude and excitement to learn.
· 1”, 3-ring binder with pockets:  It is suggested that all students purchase a binder and loose-leaf paper.  Numerous handouts will be given with holes punched for your convenience.  The better organized you are, the better student you will be.  It is a good idea to keep your notes for each unit so that you can use them to study for the mid term and final exams.  Pen and/or pencil will also be needed each day.

· Personal ear buds or headsets can be used as needed but also will be available in classroom.
Course Outline–Microsoft IT Academy
Apply beginning, intermediate, and advanced word processing skills using MS Word. (2010)—50% of course content
Apply presentation software application skills using MS PowerPoint.  (2010)—50% of course content

Grading  
Student progress can be followed using the online Parent Assistant. Report Cards will be given to students at the end of each quarter. Grading is done on a total points basis. No bonus is planned or should be expected. Quizzes and tests on class notes, vocabulary, and VOCATS reviews will be used to evaluate students. Also, a strong emphasis is placed on performance problems using the computer
VoCATS Exam:

Students must complete a 100 question Vocats state exam.  This will be used as your final exam grade and is required.  This exam counts 20% of your course grade.  No one is exempt.  

