
Iola High School 

Computer Applications II 

Course Syllabus 

 

 

 
Contact Information: Laura Schinstock 

 laura.schinstock@usd257.org 

 Room 311 

 620-365-4715 

 

Required Materials: Earbuds 

 Writing utensils 
 

Course Outcomes: 

By the end of the semester, students will: 

 Use digital media for personal organization and to communicate and work 

collaboratively. 

 Understand and integrate word processing and desktop publishing functions. 

 Effectively use and understand presentation software. 

 Create, interpret and evaluate data using spreadsheet software. 

 Use database software to organize data. 

 Practice legal and ethical behavior related to technology when using digital 

tools and social media. 

 Practice legal and ethical behavior related to technology when using social 

media as it applies to their future and careers. 

 

What can you expect from Mrs. Schinstock? 

 A variety of challenging projects using different media and skills. 
 Clear instruction and demonstrations for using the materials and doing the 

projects. 

 Encouragement and guidance in evaluating your own and your peers’ work 
constructively. 

 A clear grading policy and frequent formal or informal progress reports. 
 Respect for your input, ideas, and personal interests. 
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Course Objectives: 

GOOGLE APPS 
 Google Mail 
 Google Hangouts, Calendar, and Groups 

 Google Drive Apps 
 Other Google Tools 

 

WORD 

 Creating a Document with a Title Page, Lists, Tables, and a Watermark 

 Using a Template to Create a Resume and Sharing a Finished Document 
 Generating Form Letters, Mailing Labels, and a Directory 

 Creating a Newsletter with a Pull-Quote and Graphics 
 

POWERPOINT 
 Creating and Formatting Information Graphics 
 Collaborating on and Delivering a Presentation 

 Navigating Presentations Using Hyperlinks and Action Buttons 
 Creating a Self-Running Presentation Containing Animation 

 

EXCEL 

 Financial Functions, Data Tables, and Amortization Schedules 

 Working with Multiple Worksheets and Workbooks 
 Creating, Sorting, and Querying a Table 

 Creating Templates, Importing Data, and Working with SmartArt, Images, and 
Screen Shots 

 

ACCESS 
 Access Basics 

 Querying a Database 

 Maintaining a Database 
 Creating Reports and Forms 

 
CAPSTONE SIMULATION 

 Integrating all of Office 2013 through real-world projects 

 

Grading Scale: 

90-100 A   
80-89 B   

70-79 C   
60-69 D   
59 Below F   



How Do You Make Up Missing or Incomplete Work? 

You are expected to keep up with lessons and projects in class. This is a lab class 

and good attendance will be necessary to receive a good grade. If you miss class, it 
will be necessary to make up the missed assignments outside of class. It is your 

responsibility to find out what was missed on the days that you were absent. If you 
feel like you are falling behind or struggling, please come see me before you get too 

far behind. 
 

311 Lab Hours: 

Missed work is not to take precedence over current assignments. You will need to 

come in before school, after school or during seminar to make up these assignments. 
The computer lab is open daily by 7:30 each morning and we are usually here until 

4:00 (or later) each day. Students are allowed to use the computer lab during 
seminar when necessary. HOWEVER, you are required to obtain a seminar pass from 

me PRIOR to the time that you need to work. 
 

Behavior: 

Since everyone learns about business skills in my classroom, everyone is considered 

an employee. Get used to thinking of yourself that way! My job is to teach you 
professionalism in addition to computer skills. Professionalism means being 

respectful to me and others around you, and behaving in an acceptable 
manner. 

 

Classroom Rules: 

1) Attend class. 
2) Be to class on time. 

3) Bring something to write with every single day. 
4) Complete all of your assignments to the best of your ability. 

5) Listen and follow directions. 
6) Be an active participant. 

7) Don’t prevent others from learning. 
8) Be a problem solver first—ask questions later. 

9) Complete missing work promptly. 

10) Inform me (when possible) if you will be gone for school related activities, 
doctor appointments, etc. 

11) Keep things clean (throw all trash away and put all materials away at the 
end of class). Push in your chairs please! 

12) Food and drink policy— 
a) Beverages with a screw-on cap are allowed. 

b) Food that is not messy and not eaten near the computers is 
allowed. 

c) Gum is allowed as long as I don’t find any under tables or chairs. 



Abuse of my lenient food and drink policy will mean you  

lose food and drink privileges. 

Technology Policy: 

 All equipment used for this class is to be used for school purposes only. Take 
care of the equipment and report any problems to me immediately. 

 Do not tamper with software, files, or hardware. This includes changing 
passwords, settings, or the work of others. 

  “Free Time” on the computer will be allowed only when all assignments are 

completed and you have asked for and received my permission. 
 Facebook and Twitter are NOT allowed. 

 Cell phones are only allowed during passing periods and at lunch. Keep them 
put away and on silent during my class time. There may be a few occasions 

that I will give you permission to use them for a class assignment but they 
should not be seen unless I have given you permission to use them. 

o You will receive one warning to put your cell phone away if I see or hear 
it. After that warning, the cell phone will be taken and turned in to the 

office which will result in Friday night school. 
 Listening to music on your I-pod or MP3 players is allowed in my class when 

you are working on assignments. You are not to have your 
headphones/earbuds in your ears when I am giving instructions or working 

with other students. (You will NOT be allowed to listen to music on your 
phones). 

 Consequences—if you fail to respect the technology policy, you will lose your 

access to a computer for that day. This means that if you are found using the 
computer for anything other than our assignments (and you have not been 

given “free time”) you will be asked to log off for the remainder of the period. 
Continued problems could result in losing all computer/technology privileges.  

 
 

OTHER POLICIES AND PROCEDURES 

Tardies: 
You are tardy if you are not in the classroom when the tardy bell rings. I follow 

the designated tardy policy of the school.  
 The tardy policy is as follows: one free tardy per semester; 2nd tardy—a 20-

minute detention will be assigned; 3rd & 4th tardy—a 40-minute detention will 
be assigned; 5th and subsequent tardies—further discipline action to be 

determined by Mr. Hoffman. 

Hall Passes: 
You may ask permission to get a drink and use the restroom as necessary. You are 
to use the restroom facilities on the third floor. If you abuse this privilege, you will 

lose it. 



Cheating, Plagiarism, or Forgery: 

If you cheat in my class there is an extremely good chance that I will catch you at 
it. Cheating means that a student is not completing an assignment, quiz, or 

project honestly and completely. It is cheating if you do the work for someone 
else, or if you give your files to him/her in some way after you have completed 

them. It is also cheating if you simply give someone the answers to a quiz, or if 
you read the answers off of someone else’s paper. It is not cheating if you help 

someone, but he/she must do all the actual work themselves. 

Because two parties are usually involved in the attempt to cheat, both the student 
doing the actual work and the student who did not do the work will be punished 

for cheating (see below). 

The consequences for cheating are: 

 First offense is a zero for that test/assignment 

 Second offense is a zero and 5 day OSS 
 Third offense is failure for the class 

  

The parent/guardian and the student must sign the form below stating they have 

read and understand the syllabus. If this is signed and returned to the instructor 

by Friday, August 29, 2014, the student will receive 10 extra credit points.  

Parents – please feel free to contact me at the number given above or by email 

(laura.schinstock@usd257.org) if you have any questions/concerns throughout the 

semester. I would also like your email address (if you have one) so I can contact 

you if I have any questions or concerns about your child.  

Finally, the school district has a new and improved website this year (usd257.org). 

Each teacher has a page on the site. I have E-Notes that you can sign up to 

receive on my page for each of my classes. When necessary, I will send out 

reminders about homework, tests, projects, etc. so you can help your student or 

remind them that they have an assignment due. Thank you! 

 

__________________________________________ Parent/Guardian Signature 

__________________________________________ Parent/Guardian E-mail  

__________________________________________ Student Signature 
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