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Course Description:  


Advanced Business Technology 2 is a 1 semester, 5-credit course designed to increase students’ proficiency in using Microsoft Office 2007 applications and preparing professional documents and communications.  Students will utilize the many capabilities of word processing, spreadsheet, and presentation applications to work more efficiently and effectively. Students will also utilize www.collegeincolorado.com to research career and college opportunities; the internet to do research, and email in a professional context.  Students will work in teams on some projects.
· Unit 1:  Computer Fundamentals – Identify hardware and software components and their functions while understanding the overall operation of computers and their uses.   Utilize the internet as a source for research and communications.
· Unit 2: Word Processing – Utilize functions of Microsoft Word to compose, edit, format, organize and illustrate various forms of written communications.  Understand different types and styles of written business communications.  Use email to communicate effectively.
· Unit 3: Spreadsheets – Develop, edit, format, illustrate and program worksheets and charts using Microsoft Excel.  

· Unit 4: Presentations – Utilize PowerPoint software to develop animated, illustrated, creative and communicative presentations for a variety of audiences.  

· Unit 5: Transfer learned skills and knowledge to additional applications: Utilize your skills online in Google Software, Jing and more!

Materials:

· Websites: class agendas and some assignments will be posted in our Google Group.  Each student will need to create a Google account and join the group.  You can find the link to the group at www.amberhall.net
· The textbook for this class is provided and will remain in the classroom.  Textbooks in this class are shared with other periods and are not checked out to students.  A copy is available in the library for checkout.
· All work should be saved on individual student folders on the file server.  Students are encouraged to back up files to a flash drive or other portable storage device.  You will be provided with a folder to keep paper handouts in class if desired.
· Business Technology – computers, scanner, digital cameras and remotes are provided during class.
Classroom Expectations:

1. Come to class everyday on time and prepared to learn with a writing utensil. 

2. Respect your learning environment, your peers and your instructor.

3. Abide by LHS computer etiquette and treat the classroom supplies with care and conservation.

4. NO FOOD OR BEVERAGES are allowed near the computers.  There is a table by the door where you may place your food and drinks during class.

5. You are expected to manage yourself and your time effectively.  If you have trouble managing yourself, Mrs. Hall will be happy to assist you through preferential seating, confiscation of distractions, extra time outside of class, etc.  Please make sure you are not distracted by:
a. Cell phones, iPods, electronics, etc.  (Music device are allowed during specified times).

b. Inappropriate behavior, language, and/or attitudes that disrupt the learning environment.

c. Cheating and/or plagiarism (this will not be tolerated, and will result in a 0 on the assignment and referral to administration on the 1st offense).
Attendance and Late Work

Your attendance and active participation are vital to your success and learning in this class.  

· Unexcused absences are unacceptable and will result in a loss of Work Habits points (Work Habits account for approximately 10% of your total grade).  3 unexcused absences = referral to a Vice-Principal.

· Late work: Students must notify Ms. Hall in writing when they are submitting late work to earn credit.  This includes assignments turned in late after missing a class (it is better to email the assignment to me on time then to turn it in late with an excuse).  Projects with deadlines stated in the document must be submitted by the deadline for full credit.
· Modifications and Accommodations: Ms. Hall is willing to provide a variety of opportunities to demonstrate your learning ONLY IF you attend class regularly and do not have unexcused absences or excessive tardies in your record.

Evaluation:

Students will be assessed based on achievement of the skills and standards of the course.  For each area assessed, the following scale will be used:


3 = Consistently exceeds the standard/demonstrates; advanced

2 = Consistently meets the standard/demonstrates; average

1 = Inconsistently or partially meets the standard/demonstrates; in need of improvement 


0 = does not demonstrate

Assignments are assessed for achievement of the learning goals as well as completeness, professionalism, critical thinking and accuracy.  Not every assignment will be graded – many of these are opportunities for you to practice and develop the skills you will need for the assessments.  Each assessment will include multiple standards.
Grading:

Your class grade is a direct result of your input to the class and your achievement of the learning goals.  It is earned by you, not given by me!  Letter grades will be determined based on the Littleton High School grading curve and are automatically calculated in Infinite Campus.  Ms. Hall does not round grades and attempts to keep online grades current within two weeks of when work is submitted.  
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