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What Is This Class About?

Identify components of the Pub-
lisher window

Identify various toolbar features
and buttons

will have excellent, marketable job
skills. Students will have the skills to
work as clerical assistants, desktop
publishers, data entry clerks, publica-
tion specialists, computer operators,
prepared for writing college papers ~ word processors, typists, and com-
and preparing presentations.  puter support specialists.

Students entering the workforce .

Well, since you asked, students will
complete this course with a funda-
mental understanding of computer
operations and applications. Col-
lege-bound students will be well-

variety of computer software
applications and technology
resources in order to pre-
pare classroom projects.

® Create new documents by select-
ing a template from the catalog,
save it, open an existing presenta-
tion

® Change between different pages in
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DR. MASON’S RULES
You are expected to:

® Attend class regularly, arrive on time,
and be in your seat when the bell rings

® Begin warm-ups promptly and quickly

® Have your own work materials (flash
drive, pen, pencil, paper and note-
book)

® Raise your hand to ask or answer
questions

® Be polite, courteous and respectful to
the teacher, fellow classmates and
classroom guests

® Abide by student rules at all times
(wear school ID; do not bring elec-
tronic devices to class; dress appropri-
ately and do not eat or drink in class)

® Take good care of com-
puter/technology equipment

Grading Policy

To achieve success in Computer Software Applications students
must attend class daily, take their assigned seats prior to th’e late bell
aljd stay on task throughout the class period. A student's final grade
will be based on the following weighted factors:

Class Work 60%
Homework 10%
Assessment 30%

Total 100%

Letter grade equivalents for all classes are as follows:

A =90 - 100%

B=80-289%

C=70-79

D= 28 - (7;3[;: Computer S.oﬂware
E= 0-59% Applications
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Tips for Success in Computer Software Applications Class
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purpose of this course is for you to  class regularly, you will not complete  your pinder as you receive them.
learn how to create publications your projects on time.
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applications we will use in class, S0 fime, Take it with a grain of salt

NEVER throw away instructions on  anq gon't let it get you down. Save

One thing to remember is this: A how to do something. You'll need it york frequently to avoid major

computer class requires using again! You will also receive a note- problems.

computers in class (that is why it is

FOOD FOR THOUGHT...

Within our reach lies every path we
ever dream of taking.

Within our power lies every step we
ever dream of making.

Within our range lies every joy we ever
dream of seeing.

Within ourselves lies everything we

ever dream of being.

THINGS YOU’LL NEED FOR
THIS CLASS

+ Notebook
+ Notebook paper
+ Flash Drive ERHS Mission: Meeting the challenges

+ Pens of a changing world by creating a com-
+ Pencils munity of caring, life-long learners.




