
Computer Technology 

Instructors:  
Katrina Anderson  AndersoK@zbths.org     Phone: (847) 731-9468 

Andrew Stout   StoutA@zbths.org     Phone: (847) 731-9466 

Cheryl Wade   WadeC@zbths.org      Phone: (847) 731-9469 

 

Course Description: 
This course is designed to enhance student understanding of the technology they will need to be 

successful at ZBTHS and in the future.  Students will leave the course with keyboarding proficiency and 

have skills to use Microsoft Office tools effectively.  They will also develop a wide range of Internet 

skills and be trained in Internet safety.  Students will also use other software programs that they will 

need during their ZBTHS experience. 

 

Course Objectives: 
• To provide students with the computer skills, understanding and confidence to use the software 

• Understand how to utilize ZBTHS resources 

• Safely utilize the Internet 

• Identify and understand computer software 

• Create and Edit Documents using MS Word 

• Create and Edit Documents using MS Excel 

• Create and Edit Presentations using PowerPoint 

 
Assignments: 
ZB101 

Keyboarding 

Timed Writings 

Internet Safety 

Microsoft Office/LearnKey 

TechnoKids Projects 

 

Course Grading: 

Grading Scale for Overall Grade, Class Assignments, and Quizzes/Tests 

90-100 =
 

A  10% = Participation 

80-89 =
 

B  20% = Quizzes/Tests 

70-79 =
 

C  10% = Timed Writing 

60-69 =
 

D  30% = Assignments 

59-↓ =
 

F  30% = Projects 

Semester grades will be calculated based on the school policy of 40/40/20 
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Computer Technology 1 - Fall 2010 

 

Essential Questions for the Course: 
 

Why is keyboarding important? 

What is proper keyboarding technique? 

Why is proper keyboarding technique healthy for you? 

What is the relationship between keyboarding speed and technique? 

Why is it important to keep your eyes on copy when typing? 

 

How can you avoid having your identity stolen? 

Why is it important to make sure you know who are sharing information with online? 

What are some of the problems teens can encounter on social networking sites? 

What should parents, teachers, and other community members know about teen uses of Internet and cell 

phone technologies? 

How is the way information is published on the Web different from reference library resources? 

 

What are some means of navigating throughout a Word document in Word 2007? 

How do the features of a word processing program help an editor to do his/her job? 

What are the various ways text can be formatted, emphasized and organized? 

How can an e-zine be examined to determine its strengths and weaknesses? 

Why is it a good idea to save your work in folders? 

How can the use of clip art, styles and WordArt produce interesting effects? 

Why is it necessary to proofread as well as spell check your work? 

What makes a desktop document difficult to read? 

 

What is Excel and how is it used? 

How are formulas used in Excel? 

Why are charts useful in Excel? 

 

What is PowerPoint and how is it used? 

 

Units: 

Learning to Keyboard 

Internet Safety 

ZB 101 

MS Word 

MS Excel 

MS PowerPoint 

 

Required Readings: 

Assigned readings from textbook 

 

Required (Writings/Labs/Projects/Etc.): 

Computer literacy portfolio 

 
 Year: 2010--Current 


