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Student Course Outline
Mr. Tyler Bevans
)This Computer Class will give you the basics in, Word Processing, Electronic Publishing, Keyboarding, Presentation programs and Internet Safety. We will also work with some digital media programs as time permits. This course is designed to provide students with the technological skills that will be required in other courses. It will also provide a foundation for future education in the area of technology, and personal use. 

Materials 
· Duotang Folder, Pen or Pencil & Eraser
· A flash drive (Memory Stick) would be highly recommended. A               1 Gigabyte drive should be adequate.

We will be working with the following programs:
· Microsoft Word – word processing, electronic publishing & keyboarding.
· Microsoft PowerPoint- presentations 
· Microsoft Excel – spreadsheets
· Pages – electronic publishing

Special Notes
· If you are absent from class it is your responsibility to check with your teacher and find out what was covered and if there are any assignments that you need to catch up on. 
· Marks will be deducted for late assignments. 
· There is no Comprehensive Exam at the end of the term.


	Your grade for the class will be calculated as follows:


	Assignments
	70%

	Participation
	10%

	Keyboarding
	10%

	Quizzes
	10%

	Total
	100%




Class Rule

Please don’t make a problem for others.
If you make a problem, I will do something.

Lab Rules

Absolutely NO FOOD or DRINK in the lab. That includes gum and candy!

· No roughhousing ie.  (No climbing over desks, running, wrestling…) 
· Treat the computers with respect: hands off the monitors and gentle use of the keyboard and mouse.
· Do not swap the mice!
· Do not personalize the computers, for example
· Changing the video and audio settings
· Adding, changing or moving icons on the desktop
· Students are NOT to be in the lab without supervision at any time.  NO EXCEPTIONS!
· Unauthorized tampering, deleting, manipulating, or damaging of programs or files is strictly prohibited!
· Absolutely no printing of personal material without teacher permission.



Mr. Bevans
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