
Computer Applications - 1

	Business Technology
School Year

Computer Applications
Course Code # _____3721, _____3718, _____3638
Term:____Fall____Spring
1 Credit

Recommended Prerequisites or Concurrent with: Keyboarding
Suggested Prerequisite or concurrent with: Keyboarding/Document Formatting
	Student:
Grade:

	
	Teacher:
School:

	
	Number of Competencies in Course: 47

	
	Number of Competencies Mastered:

	
	Percent of Competencies Mastered:


Standard 1.0
The student will evaluate the impact and applications of computers in society.
	Student Performance Indicators: Evidence Standard is Met 
Check the appropriate Mastery or Non-Mastery column
	Mastery
	Non-Mastery

	1
	· 
	Compares and contrasts the benefits and limitations of computer technology in business, education, recreation, and entertainment. 
	
	

	2
	· 
	Examines and reports on current trends through the use of videos, Internet, magazines, newspapers, etc. 
	
	


Standard 2.0
The student will apply skills appropriate to the resident operating system.
	Student Performance Indicators: Evidence Standard is Met
Check the appropriate Mastery or Non-Mastery column
	Mastery
	Non-Mastery

	3
	· 
	Applies correct body and hand position for keyboarding.
	
	

	4
	· 
	Uses the proper technique system to reach the alphabetic, numeric and special characters keys.
	
	

	5
	· 
	Demonstrates the features of the operating system
	
	

	6
	· 
	Utilizes the operating system environment to:

· Analyzes the types of files shown in a directory. 
· Creates directories (folders) and sub directories. 
· Renames existing files and directories (folders). 

· Saves or moves files to a variety of storage media. 
	
	


Standard 3.0
The student will research and apply knowledge of ethical and legal issues within the industry.
	Student Performance Indicators: Evidence Standard is Met
Check the appropriate Mastery or Non-Mastery column
	Mastery
	Non-Mastery

	7
	· 
	Applies ethical conduct providing the proper credit to those whose ideas and content has been used in creating interactive multimedia projects.
	
	

	8
	· 
	Demonstrates ethical behaviors in what is written, spoken, or presented in designing and presenting a multimedia project.
	
	

	9
	· 
	Applies knowledge of copyrights in seeking formal permission from copyright sources before using materials.
	
	

	10
	· 
	Recognizes the legal implications of violating federal and state laws in multimedia/digital publishing. 
	
	

	11
	· 
	Demonstrates legal responsibilities using the Internet for interactive multimedia projects. 
	
	

	12
	· 
	Demonstrates skills necessary for safety and environmental protection in digital design and photography. 
	
	

	13
	· 
	Develops a virtual presentation on ethical and legal issues that could be posted on the Web. 
	
	


Standard 4.0
The student will research and apply typography, layout, design, and composition concepts and guidelines for preparation of documents.
	Student Performance Indicators: Evidence Standard is Met
Check the appropriate Mastery or Non-Mastery column
	Mastery
	Non-Mastery

	14
	· 
	Prepares a layout using typography specifications.
	
	

	15
	· 
	Applies layout and design principles using original and/or imported graphics. (Gateway Algebra 5.0) 
	
	

	16
	· 
	Applies spot color to graphics and text. 
	
	

	17
	· 
	Applies typographical commands to text. 
	
	

	18
	· 
	Rotates text and graphics. (Gateway Algebra 5.0)
	
	

	19
	· 
	Proofs, edits, resizes, crops/manipulates copy and graphics. (Gateway Algebra 2.0) 
	
	

	20
	· 
	Prints or publishes hard copy that meets publication and design standards.
	
	


Standard 5.0
The student will accurately create a variety of word processing documents.
	Student Performance Indicators: Evidence Standard is Met
Check the appropriate Mastery or Non-Mastery column
	Mastery
	Non-Mastery

	21
	· 
	Inputs and formats documents for a specific communication project. 
	
	

	22
	· 
	Demonstrates document productivity by using appropriate proofreading skills and editing skills. 
	
	


Standard 6.0
The student will create and design spreadsheets to produce and manipulate alpha/numeric data.
	Student Performance Indicators: Evidence Standard is Met
Check the appropriate Mastery or Non-Mastery column
	Mastery
	Non-Mastery

	23
	· 
	Demonstrates the functions and terminology of spreadsheet software. 
	
	

	24
	· 
	Creates spreadsheets using appropriate inputting, editing, and formatting skills.

· Develops and applies formulas.

· Incorporates graphic elements.

· Sets up print specifications and prints. 
	
	


Standard 7.0
The student will develop database skills to organize and maintain information.
	Student Performance Indicators: Evidence Standard is Met
Check the appropriate Mastery or Non-Mastery column
	Mastery
	Non-Mastery

	25
	· 
	Constructs databases using appropriate inputting, formatting, and editing skills. 
	
	

	26
	· 
	Searches and sorts database for specific information. 
	
	

	27
	· 
	Creates and formats database reports. 
	
	


Standard 8.0
The student will design a multimedia presentation.
	Student Performance Indicators: Evidence Standard is Met
Check the appropriate Mastery or Non-Mastery column
	Mastery
	Non-Mastery

	28
	· 
	Creates a ten-slide multimedia presentation applying inputting, formatting, and editing skills. 
	
	

	29
	· 
	Inserts and/or scans necessary graphics, digital clips, and/or video clips within the framework of copyright laws. 
	
	

	30
	· 
	Prints an outline and a copy of the audience handout with given number of frames to a page. 
	
	

	31
	· 
	Delivers the presentation to a specific audience. 
	
	


Standard 9.0
The student will examine the new and emerging technologies.
	Student Performance Indicators: Evidence Standard is Met
Check the appropriate Mastery or Non-Mastery column
	Mastery
	Non-Mastery

	32
	· 
	Researches emerging trends in the field of computer technology, related applications, and potential employment opportunities. 
	
	

	33
	· 
	Predicts and assess emerging trends in computers, communication, and business.
	
	


Standard 10.0
The student will examine network, hardware, software, and programming applications.

	Student Performance Indicators: Evidence Standard is Met
Check the appropriate Mastery or Non-Mastery column
	Mastery
	Non-Mastery

	34
	· 
	Diagrams a communications system incorporating various hardware devices. 
	
	

	35
	· 
	Distinguishes between the Internet, intranet, and the World Wide Web. 
	
	

	36
	· 
	Practices proper Internet etiquette, security, privacy, and copyright laws. 
	
	

	37
	· 
	Utilizes the Internet/intranet for electronic communication and research. 
	
	

	38
	· 
	Evaluates the validity of information received through the Internet. 
	
	

	39
	· 
	Complies with all security, privacy, and copyright laws and regulations. 
	
	


Standard 11.0
The student will develop and demonstrate human relations, self-management, organizational and professional leadership skills.
	Student Performance Indicators: Evidence Standard is Met
Check the appropriate Mastery or Non-Mastery column
	Mastery
	Non-Mastery

	40
	· 
	Researches, analyzes, composes, keys, formats, and prints a report on the attributes of a leader.
	
	

	41
	· 
	Applies effective image-building and public relations techniques.
	
	

	42
	· 
	Designs, writes formulas, keys and formats financial data for the local chapter in a spreadsheet.
	
	

	43
	· 
	Organizes and manages a team presentation on leadership.
	
	

	44
	· 
	Demonstrates parliamentary procedure skills through group activities.
	
	

	45
	· 
	Participates in a mock Business Professionals of America, Computer Science Club, and/or Future Business Leaders of America, meeting.
	
	

	46
	· 
	Makes a two-minute oral report on attributes of a leader.
	
	

	47
	· 
	Participates in a mock Computer Science, Business Professionals of America and/or Future Business Leaders of America organization meeting.
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