COMPUTER APPLICATIONS
COURSE DESCRIPTION:
This course is designed to be a basic first year course that all students would be required to take and that all students would benefit from.  This course will teach students how to use examples of the most common types of software used productively in the workplace and home.  It should also prepare the student for the computer use required by various other classes at Martin Luther High School

COURSE OBJECTIVES:

1. Grow in their faith in Jesus Christ

2. Become familiar with word processors, slideshows, and spreadsheets

3. Be able to use the computer in other classes

4. See what a data base is
5. Learn about safety issues involved with computer use

6. Learn about computer hardware

7. Learn about computer history

INTEGRATING THE FAITH:

The class has very few lectures—most lessons are taught through guided assignments.  Therefore, most integrating of the faith takes place in one-on-one situations and is more likely to be connected to student attitude, work habits, responsibility, or emotional states.  When a student does wrong, I make a point to express both my forgiveness and God’s, and while I have to monitor patterns of behavior, I try not to hold past misdeeds against a student.  When I do address the whole class on matters of faith, it is most likely to be related to current events in the world or the school, and so it will vary quite a bit from year to year.

COURSE OUTLINE:
I. OpenOffice Writer
A. Starting Writer 

1. Saving Files

2. Opening and Printing Documents

3. Switching between Documents

4. Changing Views

B.
Editing Documents

1. Cut, Copy, and Paste

2. Spelling and Grammar

3. Formatting Text

4. Boarders

5. Bullets and Numbers

6. Indenting and Tabs

C.
Advanced Formatting

1. Page Numbers

2. Footnotes

3. Headers and Footers

4. Page and Section Breaks

5. Margins and Columns

D. Tables

1. Creating Tables

2. Adding Rows and Columns

3. Formatting a Tables

II. Computer Safety

III.
OpenOffice Impress
A. Starting Impress
1. Creating and Saving a Presentation

2. Viewing a Presentation

3. Printing a Presentation

B. Editing Presentations

1. Editing Text

2. Changing Importance in Lists

3. Changing Layouts

4. Adding Art

5. Formatting a Slide

C. Advanced Formatting

1. Adding Animations

2. Reordering Slides

3. Adding Transitions

IV.
Computer Hardware

V.
OpenOffice Calc
A. Starting Calc
1. Creating and Saving a Workbook

2. Understanding Cells

3. Entering and Moving Data

4. Inserting Rows and Columns

B. Formulas

1. Using Formulas

2. Using AutoCalculate

3. Errors in Formulas

4. Copying Formulas

C. Formatting Worksheets

1. Changing Cell Width and Height

2. Formatting Numbers

3. Borders and Colors

4. Applying Designs

D. Printing Worksheets

E. Multiple Worksheets

1. Switching Between Worksheets

2. Renaming Worksheets

3. Adding, Moving, and Deleting Worksheets

F. Charts

1. Creating Charts

2. Changing Charts

3. Printing Charts

VI.
Computer History

VII.
OpenOffice Base

A. Understanding the parts of a database

B. Creating and editing parts of a database

EVALUATION:

Applications will be graded with a 0-10.  Only perfect applications will receive a 10.  After grading applications the student may correct and resubmit any application once.  I will record the second of the two grades. Participation is 10%.  Participation is based on class behavior and effort and can be above 100% or below 0%. 

