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Technology is a required yearlong course and provides freshman students the skills and attitudes they will need to be successful in their academic classes here at MMACHS and in the workplace. Students will improve their keyboarding skills by typing medical documents and reports. In the area of technology, students will increase their skills in Canva, Microsoft Word, PowerPoint, Excel, Outlook, OneDrive, and OneNote. Students will also complete career research using online tools and various career assessments, including the SDS-Self Directed Search (Dr. John Holland), Career Information System (Next Steps) and Virtual Job Shadow. Students will explore and compare various career pathways, health and non-health occupations, universities (entrance requirements, costs etc.) and college scholarships. Two credits in this class are required for graduation from MMACHS.

Class Expectations: 
Academic Dishonesty:
Cheating in the classroom is a serious form of academic dishonesty that involves using unfair methods to gain an advantage or complete assignments and tests. As stated in the MMACHS student handbook, cheating can take many forms, such as copying another student's work, using unauthorized notes during an exam, plagiarizing (using someone else's words or ideas without giving them credit), turning in work that was not generated by you, or providing your work to another student to turn in as their own. Students caught cheating will receive 0% on the assignment.

Use of Artificial Intelligence:
In recognition of the growing importance of artificial intelligence (AI) in today's world, the use of AI tools is not prohibited. It is the expectation that all students use them responsibly and ethically. This means using AI as a helpful resource to enhance your learning, not as a shortcut to avoid doing your own work. When you use AI for research or to generate ideas, always double-check the information, cite your sources, and add your own thoughts and analysis. Remember, the goal is to learn and develop your skills, not just to complete assignments quickly.

Absences:   
It is your responsibility to make up work when you are absent.  Please check the Daily Agenda (available in Schoology) to see what we did that day. You have an additional 2 school days for each day you were absent to turn in any assignments, quizzes or tests.  The computer lab is open before school, at lunch, study hall and after school until at least 3:00.  During class time you should be working on the current day’s assignment, not make up work. 

Late Work:
Assignments or projects turned in late will receive 75% credit.  If you feel you need extra time on an assignment, please come talk to me to see if other arrangements can be made. 
 
	   
	Grading Policy
	
	Grading Scale

	Assignments/Projects       
	   45%
	     
	90-100           
	  A

	Tests    
	   45%
	    
	80-89                        
	  B    

	Final Exam     
	  10%
	    
	70-79 
	  C    

	
	      
	   
	 0-69
	  WIP (no credit   




	Course Outline for 2024-2025

	First Semester 

	Week 1-2
	
	Class Expectations & Syllabus 
File Management in OneDrive, e-mail in Outlook, Microsoft OneNote, Keyboarding practice

	Week 3
	
	Intro to Canva
· Flyers, Infographics, Tri-Fold Brochures

	Week 4
	
	Virtual Job Shadow-Career Assessments & Medical Professions
Tri-Fold Career Brochure

	Week 5-7
	
	Microsoft Word Chapters 1-2
· Creating and Modifying a Flyer
· Creating a Research Paper (MLA and APA)

	Week 8-10
	
	 Microsoft Word Chapter 3
· Modified block style letter with letterhead
· Tabs, tables, envelopes

	Weeks 11-12
	
	   Medical Keyboarding
· SOAP Notes, History & Physical, Discharge Summaries, etc.

	Week 13-16
	
	 Job Seeking Skills
· Creating personal resumes
· Creating cover letters and reference page
· Job Interview basics
· Business communication skills

	Week 17-18 
	
	Review and Final Exam 

	Second Semester 

	Weeks 1-2
	
	 Excel Chapter 1
· Worksheets and charts

	Week 3-8
	
	Excel Chapters 2-3
· Formulas, Functions, Formatting
· Advanced Charting, What-If Analysis, Absolute References

	Week 9
	
	 Idaho CIS
· Research colleges
· Create college costs spreadsheet/charts

	Week 10-15 
	
	PowerPoint Chapters 1-5
· Creating and Enhancing Presentations with Shapes and SmartArt
· Inserting WordArt, Charts, Tables
· Slide Masters
· Adding Animation, Media, Enhanced SmartArt
· Microsoft Office Specialist (MOS) Certification Exam

	Week 16
	
	Microsoft Office Specialist PowerPoint certification exam

	Week 17-18
	
	 Review and Final Exam




Be Respectful:


listen when the teacher or a classmate is speaking


Cell phone turned off and put away UNLESS you are working independently and have been given permission to listen to music


Be Responsible:


Do not abuse desktop or laptop computers


Follow Computer Use Policy found in student handbook


no food in the computer lab, drinks must have lids


Do your own work. 


Keep interactions with classmates and teacher positive and school-appropriate


Come to class prepared to learn


Be respectful of the teacher and classmates
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