
Integrated Input Technologies - 7

	Business Technology
School Year

Integrated Input Technologies
Course Code # 3730
Term:____Fall____Spring
1 Credit _____ or 2* Credit _____

Recommended Prerequisites: Keyboarding and Keyboarding/Document Formatting
Suggested Prerequisite:
Computer Applications or Keyboarding/Document Layout and Design, Spreadsheet Applications, Interactive Multimedia Presentations, Database Design/Management
	Student:
Grade:

	
	Teacher:
School:

	
	Number of Competencies in Course: 1 Credit 168, 2* Credits  170 

	
	Number of Competencies Mastered:

	
	Percent of Competencies Mastered:

	
	Note:
*Students must choose areas of specialization and achieve industry certification by completing Standard 10.0.


Grades: 11, 12 

Standard 1.0
The student will describe current and emerging information systems, including communication and networking systems.

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

	1
	· 
	Evaluates the needed components of the computer configuration.
	
	

	2
	· 
	Performs functions using desktop features of the resident software. 
	
	

	3
	· 
	Discusses computer communications channels and equipment and the Internet, World Wide Web, and ecommerce. 
	
	

	4
	· 
	Integrated Component: Evaluates research on various computer hardware and software components and prepares a specification sheet for a proposed purchase of a computer system. The specification sheet must include hardware specifications as well as software requirements, including at least one emerging information technology advance, i.e., voice recognition, etc.
	
	


Standard 2.0
The student will research and apply typography, layout, design, and composition concepts and guidelines for document preparation.
	Student Performance Indicators: Evidence Standard is Met
Check the appropriate Mastery or Non-Mastery column
	Mastery
	Non-Mastery

	5
	· 
	Prepares a layout using typography specifications. 
	
	

	6
	· 
	Applies layout and design principles using original and/or imported graphics. (Gateway Algebra 5.0)
	
	

	7
	· 
	Applies spot color to graphics and text.
	
	

	8
	· 
	Applies typographical commands to text.
	
	

	9
	· 
	Rotates text and graphics. (Gateway Algebra 5.0)
	
	

	10
	· 
	Proofs, edits, resizes, crops/manipulates copy and graphics. (Gateway Algebra 2.0)
	
	

	11
	· 
	Prints or publishes hard copy that meets publication and design standards.
	
	

	12
	· 
	Integration Project: using typography specifications and layout and design principles, designs original graphics for a letterhead, envelope, and newsletter masthead for a company of choice. Graphics must include spot color, text rotation, and cannot be copied from any other source. 
	
	


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

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

	14
	· 
	Applies ethical conduct providing the proper credit to those whose ideas and content has been used in creating interactive multimedia projects.
	
	

	15
	· 
	Demonstrates ethical behaviors in what is written, spoken, or presented in designing and presenting a multimedia project.
	
	

	16
	· 
	Applies knowledge of copyrights in seeking formal permission from copyright sources before using materials. 
	
	

	17
	· 
	Recognizes the legal implications of violating federal and state laws in multimedia\digital publishing. 
	
	

	18
	· 
	Demonstrates legal responsibilities using the Internet for interactive multimedia projects.
	
	

	19
	· 
	Demonstrates skills necessary for safety and environmental protection in digital design and photography.
	
	

	20
	· 
	Identifies property, privacy, access and accuracy issues pertaining to information technology.
	
	

	21
	· 
	Identifies strategies that address and improve character traits of honesty, integrity, compassion and justice.
	
	

	22
	· 
	Analyzes case studies relating to use of technology and chooses an ethical course of action.
	
	

	23
	· 
	Develops a personal and business code of ethics related to management of technology.
	
	

	24
	· 
	Integrated Project: Design policies for a company handbook for the following topics: privacy, ethical use of technology, safety, and environmental hazards. Include a suggested code of ethics for employees pertaining to use of company time and equipment.
	
	


Standard 4.0
The student will attain proficiency level in word processing.

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

	25
	· 
	Inserts and edits text, symbols, and special characters.
	
	

	26
	· 
	Inserts frequently used and pre-defined text.
	
	

	27
	· 
	Navigates to specific content.
	
	

	28
	· 
	Inserts, positions, and sizes graphics.
	
	

	29
	· 
	Creates and modifies diagrams and charts.
	
	

	30
	· 
	Locates, selects, and inserts supporting information.
	
	

	31
	· 
	Inserts and modifies tables.
	
	

	32
	· 
	Creates bulleted lists, numbered lists and outlines.
	
	

	33
	· 
	Inserts and modifies hyperlinks.
	
	

	34
	· 
	Formats text and paragraphs.
	
	

	35
	· 
	Applies and formats columns.
	
	

	36
	· 
	Inserts and modifies content in headers and footers.
	
	

	37
	· 
	Modifies document layout and page setup. 
	
	

	38
	· 
	Circulates documents for review. 
	
	

	39
	· 
	Compares and merges documents. 
	
	

	40
	· 
	Inserts, views, and edits comments.
	
	

	41
	· 
	Tracks, accepts, and rejects changes to documents.
	
	

	42
	· 
	Creates new documents using templates.
	
	

	43
	· 
	Reviews and modifies document properties.
	
	

	44
	· 
	Organizes documents using file folders.
	
	

	45
	· 
	Saves documents in appropriate formats for different uses.
	
	

	46
	· 
	Prints documents, envelopes, and labels.
	
	

	47
	· 
	Previews documents and Web pages.
	
	

	48
	· 
	Changes and organizes document views and windows.
	
	

	49
	· 
	Integrated Projects: (1) Research local companies and request sample copies of Policies and Procedures Manuals and/or company handbooks. Choose one and modify document layout and page setup. (2) Using the policies created in Standard 3, circulate them for review among class teams. Each team should edit the other teams’ policies and track any changes made to the policies for the originating team’s review. Make proposed changes. Using original graphics created in Standard 2, design a cover for the handbook or Policies and Procedures Manual.
	
	


Standard 5.0
The student will attain proficiency level in spreadsheet applications.

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

	50
	· 
	Enters and edits cell content.
	
	

	51
	· 
	Navigates to specific cell content. 
	
	

	52
	· 
	Locates, selects and inserts supporting information. 
	
	

	53
	· 
	Inserts, positions, and sizes graphics.
	
	

	54
	· 
	Filters lists using AutoFilter.
	
	

	55
	· 
	Sorts lists.
	
	

	56
	· 
	Inserts and modifies formulas.
	
	

	57
	· 
	Uses statistical, date and time, financial, and logical functions. 
	
	

	58
	· 
	Creates, modifies, and positions diagrams and charts based on worksheet data.
	
	

	59
	· 
	Applies and modifies cell formats and cell styles.
	
	

	60
	· 
	Modifies row and column formats.
	
	

	61
	· 
	Formats worksheets.
	
	

	62
	· 
	Inserts, views, and edits comments.
	
	

	63
	· 
	Creates new workbooks from templates.
	
	

	64
	· 
	Inserts, deletes, and moves cells.
	
	

	65
	· 
	Creates and modifies hyperlinks.
	
	

	66
	· 
	Organizes worksheets.
	
	

	67
	· 
	Previews data in other views.
	
	

	68
	· 
	Customizes Window layout. 
	
	

	69
	· 
	Prints data. 
	
	

	70
	· 
	Organizes workbooks using file folders. 
	
	

	71
	· 
	Saves data in appropriate formats for different uses. 
	
	

	72
	· 
	Audits formulas; locates and resolves errors; identifies dependencies in formulas. 
	
	

	73
	· 
	Uses subtotals with lists and ranges. 
	
	

	74
	· 
	Defines and applies filters. 
	
	

	75
	· 
	Adds group and outline criteria to ranges. 
	
	

	76
	· 
	Uses data validation. 
	
	

	77
	· 
	Retrieves external data and creates queries. 
	
	

	78
	· 
	Creates PivotTables, PivotCharts, and PivotTable/PivotChart Reports. 
	
	

	79
	· 
	Forecasts values with what-if analysis. 
	
	

	80
	· 
	Creates and displays scenarios. 
	
	

	81
	· 
	Tracks, accepts, and rejects changes to workbooks.
	
	

	82
	· 
	Merges workbooks.
	
	

	83
	· 
	Integrated Project: Work on policies in Standards 3 and 4 for the company handbook and/or Policies and Procedure Manual. Assume the handbook or manual is to be published. Choose a minimum of 5 printing companies and obtain bid quotations on publishing the handbook or manual. Create a spreadsheet using the “what if” scenarios with respect to the number of copies, number of pages, type of paper, etc., to be published. Write a memo to the handbook and/or Policies and Procedure Manual committee chair to determine the procedure used in obtaining the bids. Import spreadsheet scenarios in the memo with the bid quotations.
	
	


Standard 6.0
The student will attain proficiency level in database design and management.

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

	84
	· 
	Creates databases.
	
	

	85
	· 
	Opens database objects in multiple views. 
	
	

	86
	· 
	Moves among records. 
	
	

	87
	· 
	Formats datasheets. 
	
	

	88
	· 
	Creates and modifies tables. 
	
	

	89
	· 
	Adds a pre-defined input mask to a field. 
	
	

	90
	· 
	Creates lookup fields. 
	
	

	91
	· 
	Modifies field and form properties. 
	
	

	92
	· 
	Creates and modifies select queries; specifies multiples query criteria. 
	
	

	93
	· 
	Adds calculated fields to select queries. 
	
	

	94
	· 
	Creates and displays forms. 
	
	

	95
	· 
	Enters, edits, and deletes records. 
	
	

	96
	· 
	Sorts and filters records; creates and applies advanced filters. 
	
	

	97
	· 
	Creates and runs parameter queries. 
	
	

	98
	· 
	Creates and runs action queries. 
	
	

	99
	· 
	Uses aggregate functions in queries.
	
	

	100
	· 
	Establishes one-to-many relationships, many-to-many relationships; enforces referential integrity.
	
	

	101
	· 
	Creates, formats, and modifies reports.
	
	

	102
	· 
	Adds calculated and subreport controls to reports.
	
	

	103
	· 
	Sorts and groups data in reports.
	
	

	104
	· 
	Previews and prints reports.
	
	

	105
	· 
	Imports/exports data to/from database software to other software applications.
	
	

	106
	· 
	Uses data validation.
	
	

	107
	· 
	Links tables. 
	
	

	108
	· 
	Creates lookup fields and modifies lookup field properties.
	
	

	109
	· 
	Creates and modifies input masks.
	
	

	110
	· 
	Creates a form in Design view.
	
	

	111
	· 
	Assigns database security. 
	
	

	112
	· 
	Integrated Project: Design a database for the personnel department for all employees’ personnel data. Design and create this database based on information normally collected in a personnel office. Develop a minimum of 3 related tables. Utilize the information obtained and create 3 queries, 3 typical sorts, and 3 possible reports to utilize all the functions of the relational database.
	
	


Standard 7.0
The student will attain proficiency level in multimedia presentations.

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

	113
	· 
	Creates new presentations from templates. 
	
	

	114
	· 
	Inserts and edits text-based content.
	
	

	115
	· 
	Inserts tables, charts, and diagrams.
	
	

	116
	· 
	Inserts pictures, shapes, and graphics.
	
	

	117
	· 
	Inserts objects. 
	
	

	118
	· 
	Formats text-based content. 
	
	

	119
	· 
	Formats pictures, shapes and graphics. 
	
	

	120
	· 
	Formats slides. 
	
	

	121
	· 
	Applies animation schemes. 
	
	

	122
	· 
	Applies slide transitions. 
	
	

	123
	· 
	Customizes slide templates. 
	
	

	124
	· 
	Manages a slide master. 
	
	

	125
	· 
	Tracks, accepts, and rejects changes in a presentation. 
	
	

	126
	· 
	Adds, edits, and deletes comments in a presentation. 
	
	

	127
	· 
	Compares and merges presentations. 
	
	

	128
	· 
	Organizes a presentation. 
	
	

	129
	· 
	Sets up slide shows for delivery. 
	
	

	130
	· 
	Rehearses timings. 
	
	

	131
	· 
	Delivers presentations. 
	
	

	132
	· 
	Prepares presentations for remote delivery. 
	
	

	133
	· 
	Saves and publishes presentations. 
	
	

	134
	· 
	Adds links to a presentation. 
	
	

	135
	· 
	Previews and prints slide, outlines, handout, and speaker notes. 
	
	


	136
	· 
	Adds sound and video to slides. 
	
	

	137
	· 
	Exports a presentation. 
	
	

	138
	· 
	Integrated Project: Prepare a presentation on an assigned company handbook or Policies and Procedures Manual. Format content using links to word processing files (of handbook and/or Policies and Procedures Manual). Organize and key the slides, set up and rehearse timings. Add a link to the presentation showing the expenses associated with printing the changes proposed. Use the original graphics created in Standard 2.0 appropriately on the master slide. 
	
	


Standard 8.0
The student will attain proficiency level in schedule and contact management.

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

	139
	· 
	Organizes folders to be used in the personal information management program. 
	
	

	140
	· 
	Creates and modifies appointments, meetings, and events. 
	
	

	141
	· 
	Attaches files to items. 
	
	

	142
	· 
	Creates and modifies a personal signature for messages. 
	
	

	143
	· 
	Modifies e-mail message settings and delivery options. 
	
	

	144
	· 
	Creates and edits contacts. 
	
	

	145
	· 
	Accepts, declines, and delegates tasks. 
	
	

	146
	· 
	Updates, cancels, and responds to meeting requests. 
	
	

	147
	· 
	Customizes calendar settings. 
	
	

	148
	· 
	Creates, modifies, and assigns tasks. 
	
	

	149
	· 
	Creates and modifies distribution lists. 
	
	

	150
	· 
	Links contacts to other items. 
	
	

	151
	· 
	Creates and modifies notes. 
	
	

	152
	· 
	Organizes items; organizes items using folders. 
	
	

	153
	· 
	Searches for items. 
	
	

	154
	· 
	Saves items in different file formats. 
	
	

	155
	· 
	Integrated Project: Create a schedule of meetings to introduce the new employee handbook and/or Policies and Procedures Manual for a company. Contacts should be created for each of the various departments in the company. A distribution list should be created to identify persons attending each meeting so that all company personnel are exposed to the new changes. 
	
	


Standard 9.0
The student will maintain safety, health, and environmental standards, and address ergonomic concerns.

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

	156
	· 
	Establishes and maintains a safe and healthy work environment. 
	
	

	157
	· 
	Completes a safety inspection evaluating possible fire, electrical, and ergonomic hazards. 
	
	

	158
	· 
	Passes with 100% accuracy a written safety examination. 
	
	

	159
	· 
	Maintains computer equipment and workspace in a safe and clean condition. 
	
	

	160
	· 
	Integration Project: In Standard 3 a company handbook and/or Policies and Procedures Manual was created with policies. Re-evaluate the safety policies to determine if these policies will allow the company to maintain a safe and healthy work environment. Research ergonomic practice in business and write a new policy addressing ergonomics. Also note whether the policies written previously did included a policy on maintaining computer equipment and workspace. If not, write a policy to cover this area. 
	
	


Standard 10.0*
The student will individually advance toward expert level in the technological area of choice.

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

	161
	· 
	Designs a plan of action to achieve individual performance standards in at least two areas of specialization, i.e., word processing, spreadsheet applications, database.
	
	

	162
	· 
	Takes a certification test in at least two areas of specialization. 
	
	


Standard 11.0
The student will develop and demonstrate human relations, leadership, self-management, and workplace management skills.

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

	163
	· 
	Role-plays negative and positive conflict resolution techniques.
	
	

	164
	· 
	Presents a report on the various types of leaders, including a leadership test for the participants. 
	
	

	165
	· 
	Organizes a meeting at which parliamentary procedures can be taught and practiced. 
	
	

	166
	· 
	Develops slide presentation on time management. 
	
	

	167
	· 
	Practices proper parliamentary procedure skills through group activities. 
	
	

	168
	· 
	Makes an oral presentation which demonstrates effective and non-effective communication. 
	
	

	169
	· 
	Participates in Business Professionals of America and/or Future Business Leaders of America. 
	
	

	170
	· 
	Integrated Project: Using a team approach, design and develop a performance appraisal sheet which takes into consideration the self-management and workplace management skills associated with employability.  Have each team critique each others’ work using word processing skills to edit and track proposed changes. End result should be one performance appraisal sheet agreed upon by all teams. 
	
	


Additional comments: 
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