Survey of Business
Class Syllabus
Teacher:  Mrs. Sharon Boren
Room:  New Gym Business Lab
School Phone: 893-2811
Prep Period:  
E-Mail Address:  sboren@nemo.k12.ar.us

Survey of Business is a two-semester course designed to prepare student in the use of software that is industry recognized.  Topics include word processing, spreadsheets, database, presentations, and cloud computing.  This course will focus on skills needed to obtain Microsoft Office Specialist (MOS) certifications.
Supplies Required:

· pen/pencil

· Folder w/brads for storing notes/handouts/assignments
· Paper

Homework:

· All computer work can be completed in the classroom if time is used wisely
· If classroom work is not finished, it is the student’s responsibility to find the time to come in and work if computer equipment is needed

· Most work in the is class CANNOT be completed on a Chromebook.

Curriculum

· Microsoft Office Imagine IT Academy

· Project-based Assignments

· Gmetrix
Evaluations:
· Step by steps in IT Academy

· Projects in IT Academy

· GMetrix Microsoft Office Practice Exams

· Microsoft Office Certification Exams.

Grading:


Your grade is based on the total points you have earned divided by the total possible points for the grading period.
Additional Lab Time/Assistance:

· I arrive by 7:30 a.m. and I am available during lunch to help.  Please make arrangements with me if you need any of these extra times for assistance or additional lab time to complete assignments.
Expectations
My expectations are simple: We are to be respectful, responsible, and punctual. 
