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Course Description:  


Integrated Business Technology 3 is a 1 semester, 5-credit course designed to enable students to apply in-depth applications of business-orientated software to personal and professional situations.  Students will learn advanced features of Microsoft Office software including word processing, spreadsheet and chart development, desktop publishing, and presentation design.  Students will also be introduced to database design and management as well as web page design and development.  Students will demonstrate effective integration of all software programs and the internet to complete complex business projects and to enhance communication, organization and appeal throughout the semester; therefore, the units listed below will often be taught together and not necessarily in order.

· Unit 1:  Software Program Performance Review – This is a review unit where students will demonstrate basic competency in Word, Excel and PowerPoint Applications.

· Unit 2: Web Page Development – Student will understand basic HTML and create and modify web pages.  Students will participate in the Global Virtual Business Classroom Website Building Contest with our partner high schools in other countries.
· Unit 3: Database Design and Management – Using Microsoft Access, students will create, edit and navigate databases, datasheets, forms and reports using a variety of tools and functions of Access.

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
· 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. Students wishing to keep their work need to burn their folder to a CD at the end.
· Students will be able to use the microphones, webcams, digital cameras & video camera, scanner and document camera while in class for various projects.

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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