Grading

· Mr. Winter receives the e-mail mentioned below with the correct information: 20 points

· Mr. Winter receives the signed Parent Form and Student Contract by Friday: 20 points

· The syllabus test below is complete: 35 points

· The syllabus test (this file) is saved properly with correct header: 5 points

Create and Send me an E-mail

1. If you do not have an e-mail account, go to www.hotmail.com and sign up for one now.

a. If you are not allowed to have an e-mail account, create a Word document with the same information in this E-mail section. Call the document AlternatetoEmail with the long filename starting with O1, O2, I, or F and a proper header. Print out the document and put it in the inbox:
2. Go to Mr. Winter’s Web site at www.rickwinter.com and choose My Students. Click on the appropriate link for the syllabus. Read the complete syllabus and use the information for all items below. You can split your window to see the syllabus test and the syllabus at the same time. If you don’t know how to do this, ask a neighbor or me.
3. Open your e-mail and type (or copy and paste) the following text that I’ve bolded: Here is Mr. Winter’s contact information and a link to the Syllabus. I need to discuss the syllabus with my parents tonight and bring back the Parent Form and Student Contract for a grade of 20 points by Friday.
4. Copy and paste my contact information from the Syllabus. The contact information should include my name, phone number, e-mail, and Web site address.

5. Type or copy Here is the link to the syllabus on Mr. Winter’s Web site.

6. While still viewing the syllabus, highlight the Web address in your browser and copy (Ctrl+C) and paste it into your e-mail document (Ctrl+V).

7. In the Subject line, type Syllabus e-mail.

8. Don’t forget to sign your name at the bottom of the e-mail.

9. E-mail this to yourself, your parents, and me. If you don’t know your parents’ e-mail addresses or they don’t have one, include a comment in your e-mail to me.
10. At the top of the Syllabus page in the boxes, click the link to the Parent Form and print out the form. 
11. Fill out the third page (Student Grade and Objectives Contract) before you talk to your parents.

12. Discuss the syllabus with your parents. Fill in the form, sign it, and have your parents sign pages 2 and 3. Return the forms by Friday for your 20 points.
Questions from Syllabus
While you are reading the syllabus, copy (Ctrl+C) and paste (Ctrl+V) the answers in the second column to each of the following questions in the first section:

	Question
	Copy and paste answer here

	Top Section

	1. School phone number with my extension:
	

	2. My e-mail address:
	

	3. My Web site:
	

	4. What is the comment in the parentheses in the left hand column that starts with Course Texts about checking books out (it starts with if available)?
	

	5. Under homework, copy the phrase that is after if you do not complete your work in class
	

	Deadlines Section

	6. When is the following due for Office 1, Office 2, Internet, and Flash?

Office 1: Access chapters 1-3

Office 2: Access chapters 4-6

Internet: Chapters Intro, 1-2

Flash: Chapters 1-4
	

	College Credit Section

	7. How much does each national Office certification cost?
	

	8. If you pass the Word core exam, what are you excluded from doing?
	

	Learning Needs Section

	9. What assignment helps you with the Bloom category of Knowledge?
	

	10. What assignment helps you with the Bloom category of Comprehension?
	

	11. What assignment helps you with the Bloom category of Application?
	

	12. What assignment helps you with the Bloom category of Analysis?
	

	13. What assignment helps you with the Bloom category of Synthesis?
	

	Preparation for the Work World Section

	14. Copy the rest of the sentence: credit will only be given for documents…
	

	15. Should you use spell check on all documents?
	

	16. Where should you look for completed examples to compare against the work you do?
	

	17. If you come across problems, what are you expected to do?
	

	18. Why do you use the instructor as a last resort?
	

	19. How many minutes does the syllabus say you’re expected to be in class?
	

	20. If you are going to Web sites, playing games, getting out of your chair, talking about things not related to the class and not getting your work done, what might the teacher do?
	

	21. Complete the following: Unexcused absences, tardies, or suspensions count for
	

	22. If a student is late 10 or more minutes (unexcused) or if a student has two unexcused tardies, how many minutes will be deducted from your time?
	

	23. How much does the final exam count toward your grade?
	

	24. How can you get out of doing the final exam?
	

	Assignments Section

	25. Where are assignments listed?
	

	26. How many points do you get off if any file in the chapter is typed wrong?
	

	27. How many points do you get off if you don’t have a heading?
	

	28. How many points do you get off if a word is misspelled (you didn’t do a spell check)?
	

	Classroom Rules Section

	29. Is a covered water container allowed in the classroom?
	

	30. Is food allowed in the classroom by the computers?
	

	31. Is soda pop allowed in the classroom by the computers?
	

	32. Complete the following: Because of viruses, spyware, and other problems…
	

	Plagiarism Policy Section

	33. If you copy someone’s work without saying where you got it what is the possible consequence?
	

	Course Requirements

	34. Complete the following: You are expected to be at every class,
	

	35. Complete the following: You should support other students and not
	


Saving and Naming the Document 

1. Put the proper 3 line header on this document. 

2. Save it with the long filename (the assignment name is SyllabusTest). 

3. Save this on all three places (My Documents, Samba, Floppy or Email). 

