Information Technology Applications I

Instructor: Mrs. Palser
2015 - 2016 School Year
Gering Freshman Academy
Available before school or by appointment

Description:  
IT Applications is intended to provide students with a foundation of knowledge and skills. It is intended to enable students to be successful in all subjects across the all curricula where technology is utilized. Students will become familiar with Microsoft Office 2010 and Google Drive and Apps.  

Objectives: 
Students will learn the following:

1. Google Apps & Drive

2. Microsoft Word and Excel 2010  in depth
3. Safe, effective, and efficient internet searching. 

4. File management and maintenance. 

5. Document formatting and database creation.
Daily Requirements:
1. Positive and hardworking attitude. 
2. Checking the Moodle Page for assignments and tasks.
Class Room Expectations:
1. Reliability!  Be in your assigned seat and ready to work when the bell rings.  Come to class prepared with materials, pencils, notebooks, etc.

2. Responsibility!  Complete assignments on time and turn them in accordingly. 

3. Courtesy!  Treat yourself, peers, school, and instructor and their property respectfully.  
4. Patience!  Wait to be excused from class and not line up at the door.

5. Respect!  Take proper care of classroom equipment.  Each student will demonstrate respect for the property of other and the school.  No writing on, marking, or defacing, any computers, desks, or chairs!

6. Work together!  You must ask two classmates for help if you have a question before asking me if it was a concept we went over in class.  

7. Listen!  You should not be talking if someone else is.
8. NO FOOD OR DRINK IN CLASSROOM!
9. Cell phones will be checked in at the door. 

Assessment:
· Grades will be given for student performance. 

· Participation and effort will have bearing on grades. 
· Final Exam with be given at the end of the semester
Course Detail:
(Material that will be covered)
	Google Apps & Drive

· E-mail

· Docs

· Sheets

· Forms

· Drive

· Collaboration


	MS Office Word 2010

· File Maintenance/Management 
· Creating/Formatting, and Editing a Word Document with Pictures

· Creating a Research Paper with Citations and References

· Creating a Business Letter with a Letterhead and Table

· Creating a Document with a Title Page, Lists, Tables, and Watermark

· Using a Template to create a resume and Sharing a Finished Document

· Shortcuts, commands, and menus
	MS Office Excel 2010

· Creating a Worksheet and an Embedded Chart

· Formulas, Functions, and Formatting




TEACHER EMAIL:
cpalser@geringschools.net
This email may be used to increase communication with instructor and should be shared with student’s parents.  Please feel free to contact me with any problems, suggestions, and questions. 


