Computers Grade 10
This course is divided into two parts.  The first part of the course deals with Print Communication and the second part Data Collection and Analysis. Below a description is given for both of these courses.

Section 1 - Print Communication 20S (MSWord 2003)
The purpose of the course is to provide students with the skills and knowledge to plan and create documents for personal and business

communications.  This section of the course will be taught 1st semester.  You will receive ½ credit for the completion of this section.
Topics:

Intro/throughout term
· Review management of electronic files.

· Review health issues:

· Ergonomics

· Repetitive strain injuries

· Review ethical and legal issues.

· Review keyboarding skills and techniques.
1.  Plan and produce print documents conforming to recognized standards:

· Business letters

· Labels and envelopes

· Meeting agendas

· Meeting minutes

· Research papers in a prescribed style (Examples: MLA, APA, Chicago…)

· Résumés and cover letters
Specific areas to be covered:

Business Letters

· Letterhead

· Salutation

· Enclosures

· Copy notations

· Multiple pages

Labels and Envelopes

· Courier and postal requirements
Meeting Agendas

· Organization name

· Date, time, and location of the meeting

· Discussion topics

· Presenter or discussion leader for each topic

· Time allotted to each topic

Meeting Minutes

· Create a template to record meeting minutes.

· Date, time, and location of the meeting

· Purpose of the meeting

· Meeting lead or chair’s name

· Names of people in attendance

· Assigned action items

· Decisions made

Research Papers

· Create research papers using the formatting and style guide prescribed by the school. (Examples: MLA, APA, Chicago…)

· Title page

· Table of contents (automatically generate)

· Enumerations

· Bulleted and numbered lists

· Citations

· Quotations

· Footnotes and endnotes

· Headers and footers

· Bibliography

· Index (automatically generate)

2. Participate in multi-user document editing and reviewing.
Specific areas to be covered:

· Use software tools to edit documents and track changes.

· Focus on composition, language accuracy, and appropriate tone to communicate a message and achieve desired results.
These two topics are a component of every assignment and project.

3. Use language and tone appropriate to the communication.

4. Incorporate elements of good design when designing documents.

(Examples: balance, harmony, contrast, colour, consistency…)
Section 2 – Data Collection and Analysis 35S (MSExcel 2003)
The purpose of the course is to provide students with the skills and knowledge to collect, organize, manipulate, and analyze data to solve problems using spreadsheets. This section of the course will be taught 2nd semester.  You will receive ½ credit for the completion of this section.

1. Analyze data for accuracy, currency, credibility, validity, reliability, objectivity, fairness, and relevance.

· Analyze sample data and discuss the implications of flawed or misrepresented data.
2. Analyze whether information from media sources has been manipulated. (Examples: bogus information, graphs showing only selected data…)
· Students collect information from media sources and explain how

the information has been manipulated or misrepresents the original data.
3. Create worksheets by entering and importing data.
· Creating Worksheets

· Enter text and numerical values.

· Enter data values and time values.

· Import data from a file or from an online source.

· Erase, replace, and edit cell content.
4. Create formulas, including:

• Cell references (Examples: relative, absolute, mixed…)

• Mathematical expressions

• Functions (Examples: financial, logical, statistical…)
· Formulas and Functions

· Enter and edit formulas manually.

· Use operators and order of precedence in formulas.

· Compare, create, and use relative, absolute, and mixed references.

· Analyze data using AVERAGE, MAX, and MIN functions.

· Use a variety of functions such as IF, PMT, RATE, PV,

· VLOOKUP, CHOOSE.

· Use Date and Time functions.

· Use logical functions.
5. Sort data.
· Sorting Data

· Sort records using one field and multiple fields.

· Filter records using “OR/AND” search criteria.
6. Create, modify, and publish charts.
· Creating and Modifying Charts

·  Identify common chart types and features. (Examples: bar, pie, line, area...)

· Create a chart using a wizard.

· Create a chart using non-adjacent data series.

· Create a combination chart.

· Modify a chart:

· Move, resize, and change chart type

· Move and delete chart elements

· Modify plot area, chart area, legends, axes…

· Delete, add, and change data series
7. Automate repetitive tasks by using software tools. (Examples:

macros, templates…)
· Macros

· Record, copy, delete, and run a macro

· Assign a macro to run from a keyboard shortcut

· Templates

· Create, modify, and use a template
8. Link multiple worksheets and multiple spreadsheet documents.
· Integrating Applications

· Import and export data.

· Use hyperlinks within a workbook.

· Create links to connect to data and files.
9. Improve the readability of a worksheet. (Examples: layout, format, labels, borders, hiding cells…) (Taught throughout this half of course)

· Modifying and Formatting a Spreadsheet

· Hide and reveal cells, rows, and columns.

· Change the width of columns and height of rows.

· Copy and move ranges.

· Change spreadsheet views.

· Change cell alignment (left, right, centre).

· Format numbers (percentage, decimal, currency).

· Change fonts and font sizes.

· Use colours and shading.

· Add borders and lines.

· Add background images.

· Apply, create, and modify styles.

· Adding Special Effects

· Add and modify shapes and objects.

· Insert a graphic file.

· Embed a sound file.
Assessment:

There will be an exam for both sections.  Remember each section is classified as a half credit.  

	Assignments 
	50%

	Tests/Quizzes
	20%

	Exam
	30%


Some other topic to be considered if time permits:

   Graphics  (MS PhotoDraw 2000, Animator program)

· Importing images and getting permission

· Capturing still images (cameras and scanners) (If equipment is available)

· Drawing and changing images
  Multimedia  (Movie Maker, as equipment is available)

· Telling a story with animation and video

· Capturing good pictures and sounds

