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COURSE DESCRIPTION:

This course is designed to prepare the student to take the IC3 Certification test. The course introduces the student to basic concepts in computer and information technology. The areas of instruction covered include computer hardware, software, Internet, and network systems.  
COURSE COMPETENCIES: 
Computing Fundamentals 
Computer Hardware: 
· Identify types of computers, how they process information and how individual computers interact with other computing systems and devices 
· Identify the function of computer hardware components 
· Identify the factors that go into an individual or organizational decision on how to purchase computer equipment 
· Identify how to maintain computer equipment and solve common problems relating to computer hardware 

Computer Software: 
· Identify how software and hardware work together to perform computing tasks and how software is developed and upgraded 
· Identify different types of software, general concepts relating to software categories, and the tasks to which each type of software is most suited or not suited 
· Identify fundamental concepts relating to database applications 

Using an Operating System: 
· Identify what an operating system is and how it works, and solve common problems related to operating systems 
· Manipulate and control the Windows desktop, files and disks
· Identify how to change system settings, install and remove software 

Key Applications 
Common Program Functions: 
· Be able to start and exit a Windows application and utilize sources of online help 
· Identify common on-screen elements of Windows applications, change application settings and manage files within an application 
· Perform common editing and formatting functions Perform common printing functions 

Word Processing Functions: 
· Be able to format text and documents including the ability to use automatic formatting tools 
· Be able to insert, edit and format tables in a document 

Spreadsheet Functions: 
· Be able to modify worksheet data and structure and format data in a worksheet
·  Be able to sort data, manipulate data using formulas and functions and add and modify charts in a worksheet 

Presentation Software: Be able to create and format simple presentations 

Living Online 
Networks and the Internet: 
· Identify network fundamentals and the benefits and risks of network computing 
· Identify the relationship between computer networks, other communications networks (like the telephone network) and the Internet 

Electronic Mail: 
· Identify how electronic mail works 
· Identify how to use an electronic mail application Identify the appropriate use of e-mail and e-mail related "netiquette" 

Using the Internet: 
· Identify different types of information sources on the Internet 
· Be able to use a Web browsing application 
· Be able to search the Internet for information 

The Impact of Computing and the Internet on Society: 
· Identify how computers are used in different areas of work, school, and home 
· Identify the risks of using computer hardware and software 
· Identify how to use the Internet safely, legally, and responsibly 

Note* The instructor reserves the right to change or alter this document as needed.
COURSE REQUIREMENTS AND NEW POLICY:
All books and equipment are provided by the instructor.  Students are expected to bring paper, pen or pencil, flash drive, as well as his/her agenda, to class every day.  Interim reports will be sent home every 3 weeks, and a quarter grade will be sent home every 9 weeks.  In accordance with the  new District Guidlines you will be able to access your childs progress using ParentPortal via the districts home page (www.richland2.org).  Simply look for the “Parents” heading and follow the instructions. You must have a valid email address on file given at oreientation or in perosn to our guidance office.  On Friday of each week, students will write their cumulative grade and attendance in their agenda.  PLEASE REMEMBER TO CHECK YOUR CHILD’S AGENDA EVERY FRIDAY FOR GRADES AND ATTENDANCE.  Parents and students are also reminded that students will be held to the standards of the Richland School District 2 academic integrity policy. If you have any questions, please call me at 699-2999, Ext. 408 or email me at rmoye@richland2.org.

REQUIRED TEXTBOOKS / INSTRUCTIONAL MATERIAL: 
Ambrose Ann, Bergerud Marly, Busche Donald. Computer Literacy BASICS A Comprehensive Guide to IC3 

1st Ed. Course Technology, Boston Massachusetts 2005
Late Work and Make-Up Policy: 

Students are responsible for all work missed due to absences.  Students must bring a readmit note from a parent, guardian, or doctor indicating reasons for any absence.  Without a readmit note, students will not be allowed to make up work missed due to absences.

Students will be graded on tests, daily assignments, work ethic, and teacher observation.
GRADING REQUIREMENTS:

All work is due when stated by the teacher.  See student handbook for excused/unexcused absence and grading policy.

	Grade Weighing

	Tests/Projects
	30%

	Class work / Daily Assignments
	25%

	Work Ethic
	25%

	Notes/Quiz
	20%
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Your signatures below indicate that you have read these handouts and agree to these policies.  Due by Friday, 27 Aug 10.
Please sign and return this sheet.  

IC3-Information Technology Foundations
Student’s Name (Print) _______________________________Period______________

Student’s Signature___________________________________Date_______________

Parent’s Signature____________________________________Date_______________

Parent’s Telephone_______________________________________________________      

Parent’s E-Mail__________________________________________________________









