SYLLABUS

Virtual Microsoft Office Specialist
Instructor: 
Dan Sukanick
Room: 

D401 

Phone: 
610-670-0180 ext. 5118
E-mail:

sukdan@wilsonsd.org

Course Description: 

Microsoft Office Specialist is a full year course that teaches Microsoft Office 2010 as the primary component. The objectives of this class are:
· To offer a comprehensive presentation of Microsoft Office 2010
· To expose students to practical examples of the computer as a useful tool
· To acquaint students with the proper procedures to create documents suitable for coursework, professional purposes, and personal use

· To acquaint students with the proper procedures to create workbooks and worksheets suitable for coursework, professional purposes, and personal use
· To acquaint students with the proper procedures to create presentations suitable for coursework, professional purposes, and personal use

· To help students discover the underlying functionality of Microsoft Office 2010 so they can become more productive

· To develop an exercise-oriented approach that allows learning by doing

Text/Materials:

Text: 
Microsoft Office Excel 2010: Comprehensive

Microsoft Office Word 2010: Comprehensive

Microsoft Office PowerPoint 2010: Comprehensive 
Online Companion: www.scsite.com/off2010
Teaching Methods:
1. Due to the vast array of computer skill levels of today’s high school student this class is designed as a self-directed class.  Students will work through the textbook and assignments on their own at their own pace.  When a student finds a topic that is confusing or needs help understanding at that point individual attention and instruction will be given to that student via email or classroom visit.  Each student will be required to complete a minimum of four chapters every quarter not including the web feature part of the software.
2. Assignments: End of chapter activities will be assigned to reinforce material in the text. These assignments may require the application of various software packages.  These assignments will not be calculated in determining the student’s grade.
3. Exams: Four exams will be given each quarter. The exams will be closed book/notes and will test assigned readings and material covered during the chapter.  The test must be completed within two class periods. 

Grading:

Grades will be based on test results only.  Every test is worth 100 points and an average of the test scores will result in the student’s quarter grade.
Course Guidelines:

Missed Classes: The student is responsible for obtaining material distributed on class days when he/she was absent. This can be done through contacting a classmate who was present or by contacting the instructor. 
Assignments: All assignments for a single chapter must be turned in at the same time.  Only when all assignments are collected will the student be permitted to take the exam. 
Course Guidelines (cont’d):

Academic Dishonesty: Plagiarism and cheating are serious offenses and may be punished by failure on exam, paper or project; failure in course; and a letter placed in your permanent file at the counseling office. For more information refer to the "Cheating" section in the handbook. General advice and interaction are encouraged. Each person, however, must develop his or her own solutions to the assigned projects, assignments, and tasks.
Need for Assistance: If you have any condition, such as a physical or learning disability, which will make it difficult for you to carry out the work as I have outlined it, or which will require academic accommodations, please notify me as soon as possible. 

Posting of Grades: Grades will be posted on schoolwires. 

Incomplete Policy: Even though this is a self-directed course each student is required to fulfill a minimum amount of work each quarter.  If you do not complete the minimum of 4 chapters and tests per quarter you will receive a zero for any of the missing exercises and/or exams.
Course Outline

Assignment Descriptions:

In the Lab (ITL): In the Lab (ITL) is a series of student assignments that ask you to design and/or create a presentation using the guidelines, concepts, and skills presented in this chapter. The assignments are listed in order of increasing difficulty.
SAM Test:  Test student’s knowledge of the Microsoft Office 2010 software.
	PRIVATE

	Excel 2010
	Assignments

	1
	Chapter 1
	Chapter Problem, ITL 1, ITL 2

	2
	Chapter 2
	Chapter Problem, ITL 1, ITL 2

	3
	Chapter 3
	Chapter Problem, ITL 1, ITL 2

	4
	Chapter 4
	Chapter Problem, ITL 1, ITL 2

	5
	Chapter 5
	Chapter Problem, ITL 1, ITL 2

	6
	Chapter 6
	Chapter Problem, ITL 1, ITL 2

	7
	Chapter 7 
	Chapter Problem, ITL 1, ITL 2

	8
	SAM Test 
	SAM Test

	
	Word 2010
	Assignments

	1
	Chapter 1
	Chapter Problem, ITL 1, ITL 2

	2
	Chapter 2
	Chapter Problem, ITL 1, ITL 2

	3
	Chapter 3
	Chapter Problem, ITL 1, ITL 2

	4
	Chapter 4
	Chapter Problem, ITL 1, ITL 2

	5
	Chapter 5
	Chapter Problem, ITL 1, ITL 2

	6
	Chapter 6
	Chapter Problem, ITL 1, ITL 2

	7
	Chapter 7 
	Chapter Problem, ITL 1, ITL 2

	8
	SAM Test 
	SAM Test

	
	PowerPoint 2010
	Assignments

	1
	Chapter 1
	Chapter Problem, ITL 1, ITL 2

	2
	Chapter 2
	Chapter Problem, ITL 1, ITL 2

	3
	Chapter 3
	Chapter Problem, ITL 1, ITL 2

	4
	Chapter 4
	Chapter Problem, ITL 1, ITL 2

	5
	Chapter 5
	Chapter Problem, ITL 1, ITL 2

	6
	Chapter 6
	Chapter Problem, ITL 1, ITL 2

	7
	Chapter 7 
	Chapter Problem, ITL 1, ITL 2

	8
	SAM Test 
	SAM Test


Additional Assignments:  Students may complete any additional assignments within the chapter for preparation of the test.

