Computer Applications Course Syllabus 2023-2024
JCC BUS 1360 – Keyboarding/ Word Processing
Half Year Course

Classes

Miss K.	Monday – Friday 12:14-1:00pm Room 139 (Semester 1,2)
		Monday – Friday 1:54-2:44pm Room 139 (Semester 1,2)

Instructor Information

Instructor 	Miss K.				Email: ekostenbader@oleanschools.org
Telephone:	(716) 375-8010, ext. 3139

Office Hours

Miss K. 	Room 139 – Monday – Friday 2:44 – 3:05PM or by appointment


Required Text & Materials: College Keyboarding & Document Processing. 11th edition by Ober, Johnson, & Zimmerly © 2011 McGraw Hill. (ISBN 978-0-07-337219-8). Notebook/ Folder, Pen/Pencil, Electronic Folder, Flash Drive


Course Description: Students will learn the fundamentals of skill building using Microsoft Word. Document formatting for business correspondence, reports, and tables will be emphasized. A major emphasis is placed on increasing speed/ accuracy and improving proofreading skills. 


Student Learning Outcomes: Students who demonstrate understanding can:

1. Key the textbook and handout material without looking at the keyboard. 
2. Demonstrate speed and accuracy by keeping a minimum of 35 wpm with no more than one error per minute. 
3. Create documents using the basic formats of Microsoft Word, to enter and edit text. 
4. Format and edit memos, block, and modified letters. 
5. Create tables, change table structure, format tables, and create tables within documents. 
6. Format unbounded, left bound, and multiple page reports with reference pages. 


COURSE OUTLINE:

I. Learn to Operate the Keyboard
a. Letter, Figure, Symbol Reaches
II. Skill Reinforcement
a. Accuracy, Speed, Timed Writings, Skill Refinement
III. Document Processing/ Word Processing
a. Navigating in Windows
b. Basic Functions using Microsoft Word 
IV. Format Basic Business Documents
a. Memos
b. Block and Modified Block Letters
V. Tables
a. Create, Change Structure, and Format
VI. Reports
a. Unbound, Left Bound, and Multiple Pages
VII. Learn Language Arts Skills
a. Proofreading, Spelling, Punctuation, Capitalization, Number Expression, Subject-verb Agreement, Abbreviations, and Word Choice 

GRADING:
Students are graded on technique, keyboard mastery, accuracy, speed, attendance and punctuality, proofreading, and editing. 

Keyboarding technique is very important. Students must demonstrate competency in this area throughout the course. Keyboard mastery will be assessed by the student passing a series of competency tests at the completion of various stages of keyboard introduction. Timed writings will be given weekly and will measure speed and accuracy. 

Evaluation includes daily class assignments, production, timed writings, and assessments. 

Production Assignments: it is expected that when work is handed in, it is ready to be mailed with no errors. (40 % of Final Grade)
Class Participation/ Attendance: Participate in class, follow the classroom expectations, and come to class prepared. (30 % of Final Grade)
Assessments: All assessments will be announced. Proper review and practice will take place prior to an assessment. (20 % of Final Grade)
Timed Writings (Speed & Accuracy): By the end of the semester, you should be keying at least 35 or more wpm with no more than one error per minute. When you achieve this speed and accuracy you will receive an A on this portion of the course. (10 % of Final Grade)

Speed & Accuracy Grades:
A – 35+ words per minute
B – 32-24 words per minute
C – 26-31 words per minute
D – 23-25 words per minute
 
Cell Phone Policy
Cell phones should be turned off and away in lockers at all times. 

Attendance / Late Assignments / Expectations
Attendance is expected and crucial to be successful in this course. An attendance grade will be calculated each marking period based on the number of class periods missed. Perfect attendance will result in a grade of 100. Each class missed will reduce this grade by 3 points. 

Students will be allowed an amount of time equivalent to the absence for completing schoolwork in which they are deficient. Students missing tests, quizzes, or assignments which are graded because of truancy will be given a zero. 

Expectations of students – Olean High School Student-Parent Handbook as well as the Olean City School Districts Code of Conduct will be followed at all times. Students are responsible for knowing the contents of these policies. 

Disability Accommodation
Student IEP and 504 Plans will be followed at all times to ensure accommodations are met. If students believe their plans need refining, I encourage ant student to contact their guidance counselor or Marcie Richmond, Director of Special Education, at mrichmond@olean.wnyric.org or (716) 375-8010. 

Brightspace Use Policy
Brightspace use is not required for OHS students. 

Grade Conversion:

			A	100%-93%
			B+	92%-88%
			B	87%-83%
			C+	82%-78%
			C	77%-73%
			D+	72%-68%
			D	67%-65%
			

*The teacher reserves the right to modify contents in the syllabus with notice given students. Each student is responsible for obtaining all handouts, announcements, and schedule changes.


Extra Credit
There will be extra credit opportunities offered throughout the school year. An Extra Credit assignment can be turned in at any point during the year. Students can choose up to 4 extra credit assignments to do. The extra credit grade will replace the student’s lowest production assignment grade for the quarter. This can be done once per quarter. 

There will be other bonus point and other enrichment opportunities offered throughout the year in which students can boost their Participation and Assessment grades. 


































