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1. Course Description

· Statement:  This course is designed to be a software literacy course in which students will spend time working with word processing, spreadsheet, database, and presentation software.  

· Topics covered:   Word Processing, Spreadsheet, Presentation and Database Software.
· Place within the program of study: Foundational CTE Course – No Prerequisites
· Length: Semester					Grade Level: 9 – 10th

2. 	Instructional Philosophy

Throughout the course, students will be completing projects dealing with word processing, spreadsheets, databases, and presentation software.  Throughout the course, students will be completing projects dealing with the four information technology pathways.  Students are expected to complete all assignments.  Student assignments should be thorough and meet industry standards.  Student work that does not show an exemplary level of competency will be redone by the student to receive credit.  Assessment methods will include written exams, tests, quizzes, projects, oral and written research reports.

3. 	Core Technical Standards

Understand how to create a variety of documents using word processing software.
CA1.1 Modify and manipulate paragraphs and paragraph formatting.
CA1.2 Use tables to enhance documents.
CA1.3 Customize document formatting
CA1.4 Create a mail merge document.
CA1.5 Create and use the advance features of word processing software. 
CA1.6 Format characters and use the Help features

Understand how to create and manipulate workbooks using spreadsheet software.
CA2.1 Format a spreadsheet to enhance its appearance
CA2.2 Insert formulas into a worksheet to enhance its functionality
CA2.3 Manipulate data within and between workbooks
CA2.4 Create charts within a spreadsheet to represent data graphically.

Understand how to create a database table and forms using database software. 
CA3.1 Create a database table
CA3.2 Create relationships between database tables
CA3.3 Perform queries and filter records
CA3.4 Create forms in the database
CA3.5 Create reports in the database

Understand how to create a professional looking presentations using presentation software. 
CA4.1 Create presentation
CA4.2 Modify a presentation
CA4.3 Format the slides in the presentation
CA4.4 Visual appeal and animation to presentation
CA4.5 Add visual elements to a presentation
CA4.6 Share and present their presentations



4. 	Major Course Projects
Major Course Outline: 

(These projects may change at the discretion of the instruction during the course of the semester)

Introduction to computers, operating system and application software
Students will be introduced to the world of computing including a brief discussion on computer hardware, operating systems, and application software.  Projects included in this area will include some hands on getting to know projects, reading, and end of the chapter questions.

Word Processing
Project 1 – Students will learn and demonstrate the ability to apply paragraph and text formatting as well as including images in a document.

Project 2 – Students will learn and demonstrate the proper way to format an MLA style research paper.  Topics covered in this project include page setup, paragraph indentation, headers and footers, and a works cited page.

Project 3 – Students will learn and demonstrate the proper way of formatting a cover letter and resume.  Students will understand the parts of a letter and how to use the resume wizard to create a resume.

Spreadsheet
Project 1 – Students will learn and demonstrate the ability to create a worksheet that uses formatting, formulas, and an embedded chart.

Project 2 – Students will learn and demonstrate the ability to create a worksheet that uses formulas, functions, formatting, and web queries.

Project 3 – Students will learn and demonstrate the ability to create a worksheet that uses a what-if analysis, charting, as well as different methods of working with large worksheets.

Database 
Project 1 – Students will learn and demonstrate creating a database table using design and datasheet views

Project 2 – Students will learn and perform queries on a database using the select query window

Project 3 – Students will learn and demonstrate the ability to maintain a database using the design and update features of the database program.

Presentation Software
Project 1 – Students will create a presentation using a design template and auto layouts within the software

Project 2 –  Students will create a presentation using the outline view and incorporating clip art

.

5. 	Instructional Delivery Plan 

Instructions will be delivered through a combination of lecture and demonstration.  Students will primarily work independently as the teacher serves more as a facilitator in a lab setting.  

6.  Assessment Plan

Tests and Quizzes: Quizzes are given weekly over the course content. Unit tests are given approximately three to five times per grading period and will include essay and open-response questions 

All assignments are designed to show whether students have met the standards for the course. Any unit test, project, lab report, or presentation assessed as “poor quality” will be expected to be REDONE for higher credit. 

Distribution of Grading Components 
Grades are determined by dividing the points earned by the total number of points available in the grading period. Each major project and assignment commands an approximate percentage of the total points for the grading period as follows:

	Reading Assignment/Daily Grades
	70%

	Tests, Quizzes, and Exams
	30%



*Distribution of component percentages is subject to change.


	Grade
	Scale
	Description of Work

	
A
	94-100%
	Consistently demonstrates an exceptional level of quality and effort. Having all work in on time and completed to exceed expectations. Mastery in evaluating, synthesizing, and applying the knowledge and skills of information technology.

	
B
	87-93.9%
	Consistently demonstrates proficient knowledge with a good effort and quality of work. All assignments are complete and on time. Demonstrates the ability to evaluate, analyze, synthesize and apply the principles of information technology.

	
C
	78-86.9%
	Demonstrates proficient knowledge and the ability to apply information technology. Work shows average effort. A few assignments may be missed or late.

	
D
	68-77.9%
	Work shows minimal effort and some assignments are late. Demonstrates a basic understanding of recalling or comprehending information technology.

	
F
	Below 67.9%
	Understanding is below basic in relation to information technology. Work is of poor quality and does not meet standards or expectations.
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