
	Industry Sector: Information Technology  Career Pathway: Information Support and Services   Program of Study: _________________ Consortium::__________________________  School:____________________________  District: ________________________________
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	PowerPoint Comprehensive
	
	14
	
	
	

	Excel Comprehensive
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	Spreadsheet Comprehensive
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	14
	
	
	

	Access Comprehensive
	
	14
	
	
	

	Networking Essentials 1 
	
	14
	
	
	


Industry Sector: Information Technology     Pathway: Information Support and Services    Grade   7

Course Title:  Career Exploration 
CBEDS: _4650_____School:____________________________________

	Critical Course Competencies/Skills/Concepts
	Course Description

	· Understanding the Workplace (functions of economy, influences that societal, economic, and technological changes have on employment trends and future training)  [IT 3.5]
· Self-awareness & Decision Making (goal setting, self-reflections, personalities tests)  [IT3.1]
· Career Exploration (sources of career info, details regarding occupations, transferable skills) [IT 3.1, IT 3.2]
· Workplace Skills Necessary (team working, problem solving, presentation skills, innovation, soft skills) [IT 5.0, IT 9.0]
· Career and Education Planning (identify education required for major areas of interest,  salary potential) [IT 3.2, IT 3.3]
· Job Preparation (job interview, job application) [IT 2.2W(9-10) 2.5, IT 2.2W(11-12) 2.5, IT 3.6]

	The instructional program provides individuals with exploratory experiences related to career opportunities in business at entry, technical, and professional levels.  These experiences explore careers in computer science and information processing, accounting and finance, business management, marketing, and entrepreneurship.  The program provides information about employment and the education requirements for various business occupations, interest and aptitude assessment, and career and educational planning.  The program also provides exploration in the following areas:  business and consumer concepts, business computations, computer literacy, economic concepts, and scientific and technological developments.


Industry Sector: Information Technology
  Career Pathway: Information Support and Services   Grade Level:  8
Course Title:  Keyboarding   
CBEDS:  4610   School: ___________________________________

	Critical Course Competencies/Skills/Concepts
	Course Description

	· Interacting with the Computer (input/output devices, operating system basics, file management, peripherals)  [IT 4.2]
· Key entry methods (proper finger placement, technique skills)

· Learn format of business documents  [IT 4.2]
· Accurately type letters, memorandums, reports, and tables. [IT 4.2]
· Utilize application programs for designated purpose (word processing) [IT 4.2]
· Internet essentials (search engine  basics, working online) [IT 4.4]
· Insert & use graphics and other media to enhance documents    [IT 4.2]

	This instructional program prepares individuals to operate a computer keyboard by using the touch system; set tabs and margins; adjust spacing; center text; and format simple letters and reports.

When school resources allow, teachers may introduce students to the internet, where they learn about different search engines, e-mail, and the variety of educational resources on the internet.


Industry Sector: Information Technology
 Career Pathway: Information Support and Services   Grade Level:  9
Course Title:  Business Computer Applications 
CBEDS:  2450   School: ________________________________

	Critical Course Competencies/Skills/Concepts
	Course Description

	· Demonstrate word processing skills to prepare documents. [IT 4.0]

· Demonstrate presentation software skills to prepare visual support for presentations. IT 2.0 WS2.6

· Apply spreadsheet skills to expedite mathematical calculations and to create financial documents. [IT 10.4]

· Use technical skills to produce publishable materials [IT 4.2]

· Employ web search skills to obtain information.  [IT 4.4]

· Use email functions to expedite work [IT 2.5]

· Demonstrate effective work habits both individually and on a team. [IT 9.1, IT 9.3]


	2450 Computer Literacy

This introductory course in computers is designed to acquaint the students with techniques for using computers. Students learn key entry skills in order to use word processors, mathematical or database applications, presentation software, and spreadsheets.

Students use the internet, where they learn to become proficient using search engines, e-mail, and a variety of educational resources on the internet.


Industry Sector: Information Technology
    Career Pathway: Information Support and Services  Grade: 10
Course Title:  Introduction to Business 
CBEDS:  4602   School: ____________________________________

	Critical Course Competencies/Skills/Concepts
	Course Description

	· Demonstrate how business plays a role in providing the goods, services, jobs and benefits that society requires, including the consideration of ethics, social responsibility, and diversity. 

   [IT 7.0, IT 8.2 IT 8.3]

· Differentiate the relationship between business and the social, physical, and political environment, including the role of government in business and the economy. [IT 7.0, IT 8.2 IT 8.3]
·  Analyze the forms of a business organization and explain their advantages and disadvantages. [FAB A3.1]
·  Evaluate the interconnections between business and economics, such as money and banks, markets and prices, in the context of an ever-changing global economy and advances in technology.  [FAB 1.3Econ12.1.5]
· Distinguish the primary internal functions of a business such as marketing, production and operations, human resources, accounting, finance, budgeting, and management and construct a business plan. [MSS B2.0]
· Read, analyze, and discuss articles and periodicals dealing with business and economic topics. [IT 2.1R]
· Apply analytical, interpersonal, and communication skills through case study and group and individual projects. [IT 4.0]
·  Prepare a personal financial plan. 
·  Demonstrate how to market and promote a product or service.   [IT 10.3]
·  Demonstrate the ability to utilize computer skills to enhance effective business communications and presentations. [T 4.2, IT 4.4, IT 4.5]
· Understanding of the components of a business plan. [MSS B2.0]

	Introduction to Business examines the basic concepts of business and the application of economic principles to the operation of business. The course explores economic systems, global markets, ethics, entrepreneurship, management, human resources, marketing, accounting, finance, securities markets, money supply, the impact of information technology on business, and personal financial planning.


Industry Sector: Information Technology

Career Pathway: Information Support and Services   Grade Level: 11 

Course Title: Communication Technology    CBEDS: 4615    School: ____________________________________

	Critical Course Competencies/Skills/Concepts
	Course Description

	· Demonstrate correct use of file management, including creating and managing file directories. [IT 4.5, IT 10.1, IT A7.1]
· Demonstrate word processing application knowledge by creating and formatting letters, memos, reports, newsletters, brochures, and other MS Word/Publisher documents. [IT 2.0 W1.8, 1.9, 2.4, 2.5, IT 10.1]
· Understand written business communication modes, such as email messages, differences between memos and letters, and other one-page executive summaries. [IT 2.0 W2.5]
· Demonstrate presentation application knowledge by creating, formatting, and editing presentations, including correctly designing and formatting slides, inserting charts and graphics with utilization of custom animation. [IT 2.0 W(11-12) 2.6, IT 10.1]
· Display correct use of the Internet by identifying the similarities and differences among popular browsers, utilizing search techniques with search engines and evaluating the quality of information obtained from the web. [IT 2.0 R2.6, IT10.1, IT A8.1]
· Prepare a MLA research report using proper formatting and researching techniques.[IT 2.0W1.7,2.3, 10.1]
· Demonstrate a basic understanding of HTML and design a web page. [IT 2.0W1.7,2.3, 10.1]
· Demonstrate the ability to utilize technical reading skills. [IT 2.0 R2.6]
· Use technical writing and communication skills to work effectively with diverse groups of people. [IT A6.2]
· Prepare a resume and cover letter. [IT 2.0 W(11-12) 2.6]
· Workplace Skills Necessary (team working, problem solving, presentation skills, innovation, soft skills) [IT 5.0, IT 7.0, IT 9.0]
 
	4615 Information Processing

This instructional program prepares individuals to create business correspondence, reports, publications, and forms by using computer operating systems; word processing; desktop publishing software; presentation software, basic webpage program, hardware and peripherals.

Students use the internet, where they learn to become proficient using search engines, e-mail, and a variety of educational resources on the internet. The students will use appropriate electronic information resources to research and transmit information and operate industry-standard equipment.  



Industry Sector: Information Technology

Career Pathway: Information Support and Services  Grade Level:__12____
Course Title:  PC Maintenance & Upgrading Comprehensive 
CBEDS:   School: 
	Critical Course Competencies/Skills/Concepts
	Course Description

	· Correctly apply electrical and mechanical safety principles [IT A7.5] 

· Identify the basic operational components that form a personal computer system [IT A7.5] 

· Disassemble, assemble a PC [IT A2.3, IT A7.5]

· Install upgraded subassemblies into a person computer [IT A7.5]

· Understand the basics of operating systems and their use to configure PC subassemblies [IT A7.5]

· Analyze and determine hardware requirements for computer purchases [IT A7.5]

· Maintain a personal computer and keep it at its best performance level [IT A2.0, IT A2.3, IT A7.5]  

· Determine if the hard drive has been set-up for the most efficient system operation [IT A7.5] 

· Perform common preventive maintenance procedures to extend the life of a personal computer [IT A2.3] 


	Necessary skills and information needed to make an informed purchase, maintain, upgrade, and evaluate personal computer system.  The student will receive hands-on instruction for performing basic preventive maintenance and the installation of simple upgrades such as adding RAM, installing hard drives, sound cards, etc.  Included is the study of soldering techniques, electronic part identification, and safety and system operation.  Emphasis will be placed n the student’s ability of keeping personal computers running at their best performance. 



Industry Sector: Information Technology

Career Pathway: Information Support and Services  Grade Level:__13____
Course Title:  Introduction to Word Processing 
TOPS: 0514.00   School: 
	Critical Course Competencies/Skills/Concepts
	Course Description

	· Describe the hardware components, peripherals and storage medium of a word processing system. [IT A7.0, IT A7.5]
· Perform word processing commands efficiently to prepare business documents such as letters, memorandums, and reports 
· Edit, save and retrieve documents using correct formats and styles [IT A7.0, IT A7.1, IT A7.2, IT A7.3, IT A7.5]
· Send and receive e-mail and complete basic research on the Internet [IT A7.0, IT A8.2, IT A8.3]
· Communicate effectively and concisely utilizing a current word processing software package [IT A7.0, IT A7.1, IT A7.2, IT A7.3, IT A7.5]
· Understand the importance of storing, retrieving, and revising documents in an efficient manner [IT A7.5]

	An introductory word processing course designed to develop skills in formatting and editing documents using personal computers.


Industry Sector: Information Technology

Career Pathway: Information Support and Services  Grade Level:__13____
Course Title:  Intro. to Internet Explorer 
TOPS: 0514.00    School: 
	Critical Course Competencies/Skills/Concepts
	Course Description

	· Understand how to use browser software [IT A7.0, IT A8.1]
· Appreciate the advantages of using several search engines [IT A8.0, IT A8.1, IT A8.2]
· Understand the importance of communication through the Internet [IT A7.0, IT A7.5]
· Demonstrate the ability to subscribe to newsgroups and RSS feeds [IT A7.0, IT A7.5]
· Send attachments, open, print, and reply to e-mail [IT A7.0, IT A7.5]
· Identify several different search engines and perform advanced searches [IT A8.0, IT A8.1, IT A8.2]
	An introductory course in the use of browser software explaining how to use tabbed browsing, advanced web searches, using a variety of search engines, managing favorites and history, using e-mail, and subscribing to newsgroups and RSS feeds.  


Industry Sector: Information Technology

Career Pathway: Information Support and Services  Grade Level:__13____
Course Title:  Advanced  Word Processing 
TOPS: 0514.00   School: 
	Critical Course Competencies/Skills/Concepts
	Course Description

	· Perform advanced word processing commands to prepare business documents [IT A5.0, IT A5.1, IT A5.2, IT A7.0, IT A7.1, IT A7.2, IT A7.3, IT A7.4, IT A7.5, IT A9.0, IT A9.1, IT A9.2 10.5]
· Describe the hardware components, peripherals and storage medium of a word processing system [IT A7.0, IT A7.5]
· Gather and process data for management’s use in making business decisions [IT A8.2, IT A8.3]

· Compare and analyze the advantages and disadvantages of a software program or hardware item and determine the best choice based on applicable criteria [IT A3.1, IT A3.2] 
· Create a work-based sample of business documents that can be used in a portfolio [IT A7.0, IT A7.5]
· Communicate effectively and concisely utilizing advanced word processing skills [IT A7.5]
· Arrange and revise documents using advanced formats and styles [IT A7.5]

	An advanced word processing course designed to develop industry proficiency in the skills required for processing information in today’s electronic office.  Includes inserting graphics and WordArt to create flyers and newsletters, creating online forms, inserting a table of contents, marking an index, creating a web page, and completing a mail merge. 




Industry Sector: Information Technology

Career Pathway: Information Support and Services  Grade Level:__13____
Course Title:  Business Communication 
TOPS: 0505.00   School: 
	Critical Course Competencies/Skills/Concepts
	Course Description

	· Understand the many type of communications used in government and industry [IT A8.0]

· Learn to critically assess the most effective document format and content for a particular situation [IT A6.2] 

· Appreciate the importance of creating and maintaining records/documents [IT A6.0, IT A6.2] 

· Communicate effectively in a variety of written forms [IT A6.2]

· Understand liability when endorsing documents [IT A6.0]  

· Evaluate and select the most effective way to communicate specific information [IT A6.2]

· Distinguish between the formal and informal communications [IT A6.2]

· Assess and determine the data required for specific documents and publications and arrange the material in logical sequence [IT A8.0]
· Evaluate documents and publication on appearance, organization, word usage, spelling, and punctuation [IT A8.0]
· Use effective writing skills to develop communications with a clear focus developed fully and comprehensively [IT A8.0]

	A study of the types of communications used in industry and government with emphasis on the content and practice of creating and writing various types of letters, memorandums, reports, Internet, e-mail, multimedia presentations and other types of documents.  Spelling, correct word usage, sentence structure, punctuation, appearance of copy and organization of ideas are emphasized. 




Industry Sector: Information Technology

Career Pathway: Information Support and Services  Grade Level:__14____
Course Title:  PowerPoint Comprehensive 
TOPS: 0514.00   School: 
	Critical Course Competencies/Skills/Concepts
	Course Description

	· Identify different types of media for a business presentation [IT A7.0, IT A7.5] 
· Create slide presentations using computer-based shows [IT A7.0, IT A7.5]
· Animate slide transitions, bullets, and clip art objects[IT A7.0, IT A7.5]
· Add sound to a presentation and create and edIT Agraphics[IT A7.0, IT A7.5]
· Create a PowerPoint presentation containing animation, clip art, transitions, hyperlinks, action buttons, sound and video. [IT A7.0, IT A7.5]
· Describe and effectively use the available features in PowerPoint. [IT A7.0, IT A7.5]


	An introduction to computer-based business presentations and their development using PowerPoint. Topics include selection of presentation media, design templates, animation, slide shows and clip art.




Industry Sector: Information Technology

Career Pathway: Information Support and Services  Grade Level:__14____
Course Title:  Spreadsheet Comprehensive 
TOPS: 0514.00   School: 
	Critical Course Competencies/Skills/Concepts
	Course Description

	At the end of the course, the student will demonstrate the ability to 
1. evaluate and construct a worksheet using spreadsheet software. 

2. demonstrate the use of spreadsheet commands and functions. 

3. write, in the proper logical sequence, the commands necessary to list graphs and spreadsheets on the printer. 

4. write macro commands. 

5. read and evaluate information contained in the spreadsheet software manual. 

6. locate resources related to LOTUS using the on-line search capability of the LRC. 

· 
	This course provides the student with an introduction to the use of spreadsheets using a microcomputer. The course will enable the student to. understand the concept of an electronic worksheet, become familiar with the features of an electronic worksheet, and. learn to set up and analyze worksheets using microcomputer spreadsheet software. 




Industry Sector: Information Technology

Career Pathway: Information Support and Services  Grade Level:__14____
Course Title:  Excel - Comprehensive 
TOPS: 0514.00   School: 
	Critical Course Competencies/Skills/Concepts
	Course Description

	· Understand the power of the computer as a business problem-solving tool [IT A7.0]

· Learn the available spreadsheet features to improve the profitability of the firm [IT A7.1, IT A7.2, IT A7.3, IT A7.4, IT A7.5]

· Understand the value of using spreadsheets an aid in business decision-making [IT A7.1, IT A7.2, IT A7.3, IT A7.4, IT A7.5]
· Set up manual spreadsheets for preliminary computer analysis [IT A7.1, IT A7.4, IT A7.5]
· Verify spreadsheet results in terms of business decision-making processes [IT A7.2, IT A8.1, IT A8.2]

	Manage and analyze information using spreadsheets for more informed decisions.  Some skills covered are applying formatting, creating calculations, using functions, creating Pivot Tables and Pivot Charts, developing macros, sharing data, and writing VBA code. 



Industry Sector: Information Technology

Career Pathway: Information Support and Services  Grade Level:__14____
Course Title:  Administrative Operations and Office Procedures 
TOPS: 0514.00   School: 
	Critical Course Competencies/Skills/Concepts
	Course Description

	· Understand the new role of the secretary in the office [IT A7.5]

· Become aware of the opportunities available and prepare for entry-level office positions [IT A7.5]

· Communicate orally and in writing, using appropriate vocabulary and grammar, and be aware of accepted standards for punctuation, capitalization, and numbers in written communications [IT A8.0]

· Read and comprehend business literature related to office technology [IT A7.5]

· Understand valued working conditions including fringe benefits, and job security, cultural differences, equal opportunity, sexual harassment, and discrimination [IT A6.2]

· Apply proper administrative operations and procedures for business [8.1]

· Create memos and letters addressing critical thinking assignments [IT A6.3]


	This course focuses on both the computerized and non-computerized administrative tasks performed by secretaries and administrative assistants in today's electronic office.  Students will be required to utilize one or more of their office administration technical applied skills such as keyboarding in this course.




Industry Sector: Information Technology

Career Pathway: Information Support and Services  Grade Level:__14____
Course Title:  Access - Comprehensive  TOPS: 0514.00   School: 
	Critical Course Competencies/Skills/Concepts
	Course Description

	· Understand the power of the computer as a business problem-solving tool [IT A4.0, IT A4.1, IT A4.2]

· Learn the available database features to improve the profitability  of business [IT A4.0, IT A4.1, IT A4.2] 

· Understand the value of using databases as an aid in business decision-making [IT A4.0, IT A4.2]
· Analyze business systems for database processing [IT A3.0, IT A3.1]

· Develop the database structures to satisfy the system [IT A2.4, IT A7.5, IT A10.0, 10.1, 10.2, 10.3, 10.4, 10.5]]

· Translate business problem analysis into algorithms [10.0]

· Develop the programs needed to satisfy the system specifications [IT A10.0, IT A10.1, IT A10.2, IT A10.3, IT A10.4, IT A10.5]

· Test and debug the system programs. [IT AA1.3, IT A7.0, IT A7.5, IT A10.1, IT A10.3] 

	Learn techniques to solve business problems and develop business decision-making processes using a database program.  Some skills covered are developing and maintaining tables, relationships, queries, forms, reports, macros, and code modules. 



Industry Sector: Information Technology

Career Pathway: Information Support and Services  Grade Level:__14____
Course Title:  Networking Essentials 1 
TOPS: 0708.20   School: 
	Critical Course Competencies/Skills/Concepts
	Course Description

	· Understand basic hardware and software of microcomputers [IT A7.5]

· Apply learned concepts to establish and maintain network systems [IT A1.0, IT A1.1, IT A1.2, IT A1.3, IT A2.0, IT A2.1, IT A2.2, IT A2.3, IT A2.4]

· Understand data communications and network operating systems [IT A1.0, 1.1, 1.2]

· Comprehend various network topologies and connection options [IT A1.0, IT A1.1, IT A1.2, IT A1.3, IT A3.0, IT A3.1, IT A3.2, IT A3.3]
· Master basic lab skills: PC hardware, software, and test equipment [IT A7.5]
· Apply deductive reasoning to troubleshoot and identify the source of network problems [IT A1.1, IT A1.2, IT A6.0, IT A6.1]
· Demonstrate the processes of laying and terminating networking media [IT A1.0, IT A1.1, IT A1.3, IT A2.0, IT A2.1, IT A2.2, IT A2.3, IT A2.4]
· Design and install a local area network [IT A1.1, IT A1.3]

· Describe various troubleshooting tools and techniques of LAN maintenance [IT A1.1, IT A1.2, IT A6.1]

	First course in a series designed to provide students with knowledge of and laboratory experiences with current and emerging computer networking technology.  Focus will be on LANs, WANs, OSI models, IP addressing, cabling, compTIA Network+, and network standards; the theory behind various kinds of network architectures and data transmission methods; the use of decision-making and problem-solving techniques in applying science, mathematics, and communication concepts to solve networking problems.  Instruction and training are provided in the proper care, maintenance, and use of networking software, tools, and equipment.  Emphasis will be placed on Cisco Systems Certification. 
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