Business Technology Applications

Content Standard 1: Students will meet established objectives and locate resources in order to solve problems utilizing appropriate computer software

Indicators of Achievement:
A. select and use word processing software 

A.1 explain the purposes, functions and common features of word processing software 
A.2 explain the meaning of common word processing terminology 
A.3 compose, organize and edit information 
A.4 create, modify, store, retrieve and print documents 
A.5 proofread and edit documents for accuracy and content, as well as correct grammar, spelling and punctuation 
A.6 report on the educational requirements needed for selected occupations in a technology career field of your choice 
A.7 format a letter to the local Chamber of Commerce in a city you would like to visit requesting information on lodging, restaurants and points of interest 
A.8 prepare an itinerary to show a detailed plan for a business trip including travel arrangements, appointments, hotel reservations and reminders of meetings and other special instructions 
A.9 format a table using appropriate itinerary information (refer to A.8) 
A.10 utilize appropriate software in web page design and construction

B. select and use database software 

B.1 explain the purposes, functions and common features of database software 
B.2 explain the meaning of common database terminology 
B.3 use database software to store, query, retrieve and sort data 
B.4 use database software to plan, create, update, add and delete records 
B.5 use database software to plan, create, modify and print reports 
B.6 create a database and subsequent report of recent program graduates 
B.7 use a database to create, query and report the inventory of a personal music library (include type of music, title, artist name, etc.)

C. select and use desktop publishing software 

C.1 explain the purposes, functions and common features of desktop publishing software 
C.2 explain the meaning of common desktop publishing terms 
C.3 identify and apply principles and techniques of publication design
C.4 use desktop publishing software to design, create, import data/graphics/scanned images, & produce publications including web pages 
C.5 design a promotional poster and/or brochure for a school or community event (use imported images, such as logos, as appropriate)

D. select and use spreadsheet software

D.1 explain the purposes, functions and common features of spreadsheet software 
D.2 explain the meaning of common spreadsheet terms 
D.3 design, create, manipulate, store, retrieve, update, add, search, sort, print, chart and delete data 
D.4 design and enter formulas that permit users to ask "what if" questions to analyze spreadsheet data 
D.5 prepare a spreadsheet with charts and/or graphs indicating the results of previous student assignments 
D.6 design, test and analyze a spreadsheet with formulas and functions depicting a student's monthly budget vs. actual spending
D.7 design, test and analyze a spreadsheet tracking monthly payroll for a small business

E. select and use presentation and multimedia software 

E.1 explain the meaning of common presentation and multimedia software terminology 
E.2 explain the purposes, functions and common features of presentation and multimedia software 
E.3 identify principles and techniques of presentation and multimedia design and delivery 
E.4 use presentation and multimedia software to design, create, import data, graphics, scanned images, sound and video 
E.5 use presentation and multimedia software to edit, format, sequence and produce a presentation promoting a course, program or activity within the school 
E.6 use presentation and multimedia software to edit, format, sequence and produce a presentation to be used as a marketing tool promoting a small business or community activity.

F. select & use internet browser & search engines to conduct "on-line" research of databases

F.1 picking an appropriate topic area, have students use internet browser and/or search engines to research data and prepare an oral presentation

Business Technology Applications

Content Standard 2: Students will demonstrate skill-based knowledge using business technology applications by selecting the most appropriate process to develop an end product using efficient keyboarding methods, correct formatting and proofreading techniques for malleability

Indicators of Achievement:

A. utilize a variety of software programs to manipulate data and produce useful information 
A.1 report on the job description, average salary and educational requirements needed in a specific technology career field 
A.2 create a budget (based on one month's average salary) to show expenses for a month and analyze buying power for one position in this field (refer to A.1) 
A.3 display graphs and/or charts depicting results of the comparison (refer to A.2) 
A.4 compile a list of several related technological careers available and associated information (i.e. beginning salary, average salary, educational requirements, duties, etc.) 
A.5 sort, query and report information (refer to A.4) based on selected criteria 
A.6 compile, sort, compute and report an inventory assessment for a class or program within the school 
A.7 develop a presentation which depicts the current technology available in a class or program within the school 
A.8 create a poster promoting the use of technology in various departments within the school
A.9 assemble a promotional display for a student organization such as Business Professionals of America
B. utilize appropriate software to perform multiple tasks required to effectively and efficiently produce professional documents and presentations 

B.1 prepare a report identifying and contrasting several methods of storing information (i.e. microfiche, imaging, tape, disk, CDROM) used 
B.2 prepare and test an automated or manual scheduling calendar indicating employees' hours, assigned days off, sick days, workshops, meeting, appointments, vacations, holiday, etc. 
B.3 design a matrix or chart to show customer contacts made 
B.4 prepare a job procedures manual for at least one position within the business including, but not limited to: a job description, work flow chart, performance review form, review of office procedures, protocol, records management systems, computer applications used and/or other pertinent information
B.5 prepare a presentation including information from activities B.1 - B.4 
B.6 write a follow-up and/or thank you letter to key personnel within the business, sharing the manual, as appropriate
B.7 prepare a plan to include: a budget, points of interest, accommodations and travel routes 
B.8 use verbal and written communications procedures (both traditional and electronic) to correspond with travel agencies and other sources to investigate airline, train and rental car options and compile a list of input received 
B.9 sort, query and report information obtained (refer to B.8) 
B.10 research cost, time of year, points of interest, food, clothing, medical needs, modes of transportation and existing travel services available
B.11 sort, query and report information obtained (refer to B.10) 
B.12 create a travel poster and/or brochure illustrating the city or area, lodging and specific points of interest 
B.13 prepare and present a visual presentation to include the chosen site (and why), cost factors, best time to visit, points of interest, history, culture, sociology, foods, entertainment, safety and preferred travel route

Business Technology Applications 
Content Standard 3: Students will interpret materials and resources pertinent to business technology applications by following verbal and/or written instructions

Indicators of Achievement:
A. demonstrate information processing concepts necessary to gather, create and analyze data 

Utilize written, electronic and/or primary resources to: 

A.1 write a short manual or user's guide explaining the use of an electronic device, hardware component or basic function of a software program (i.e. preview a document using a designated software program) 
A.2 test and evaluate another student's manual (refer to A.1) for accuracy and assist in making appropriate corrections 
A.3 observe a demonstration on the use of voice mail, FAX machines or other type of technology 
A.4 write an evaluation of the demonstration techniques observed (refer to A.3) analyzing if the information presented was clear, organized and sequential 
A.5 write a user-friendly manual or reference guide for another form of technology 
A.6 present information on the technology and manual (refer to A.5) utilizing verbal, written and electronic techniques
A.7 develop a flow chart describing the process for purchasing a computer system for a small business based upon an oral presentation or written references 
A.8 identify and demonstrate the use of computer peripherals including printers, input device and storage devices, utilizing written and electronic references 
A.9 demonstrate and explain optical character recognition devices and/or the capabilities of hand-held and page scanners in reading typewritten, computer printed or hand-written copy 
A.10 write a report on the operation of computers including, but not limited to, the explanation of the terms: bit, byte, megabyte, RAM, ROM, VGA, CGA, MHz speed, mother board, power supply, drives, and serial and parallel ports 
A.11 research various computer systems for a fictitious business and prepare a presentation to explain: hardware and software evaluations, networking, maintenance contract, room setup, furniture, costs and supplies

B. evaluate procedures necessary to effectively transmit information using traditional and electronic media 

Utilize written, electronic and/or primary resources to:
B.1 generate a list of resource and communication devices that were not in existence ten years ago 
B.2 write an essay on the reliability and/or security issues associated with these innovations (refer to B.1) 
B.3 develop a personal electronic application (i.e. e-mail) and create a users' manual that details the procedures to be followed 
B.4 prepare an effective facsimile transmission cover sheet to meet selected criteria and describe and explain the importance and capabilities of a FAX machine in the business world 
B.5 write a report about local and wide area networks, the use of modems and the advantages of using networks to both large and small businesses 
B.6 prepare a presentation describing methods that businesses use today to transmit voice, data, text and images across the country and around the world

Business Technology Applications
Content Standard 4: Students will use a constructive thought process and effective interpersonal communication skills when collaborating as a team member to solve business problems

Indicators of Achievement:
A. utilize appropriate technology and work as a team to analyze situations, solve problems and formulate action plans 

A.1 discuss and examine different types of surveys, polls and data collection methods 
A.2 develop an action plan to conduct a survey of graduates of the school or program 
A.3 design a follow-up survey to study graduates from the school/program including year of graduation, educational level, occupational field, income, perception of success in high school courses as preparation for college or an occupation and present proximity to the local area 
A.4 individually, devise three to five questions to obtain information that is of interest 
A.5 in groups, analyze, sort and categorize the questions to determine the ten most appropriate 
A.6 administer, evaluate and revise the survey as needed 
A.7 compile the results 
A.8 individually, prepare a spreadsheet with charts and graphs indicating the results of the surveyA.9 write a summary to assess the process and analyze resultsA.10 create a database of graduates for future use

B. work in a group to develop a product 

B.1 list ways in which the feelings and attitudes needed for teamwork are best created
B.2 identify characteristics or behaviors that individuals should possess in order to be effective team members
B.3 create a poster that symbolizes or embodies those characteristics (refer to B.2)
B.4 conduct an inventory of technology available at a local secondary or post-secondary school, or business of the student's choice
B.5 compile, sort, compute, edit and report a total inventory investment of the school/business
B.6 use graphs and/or charts to depict the use of technology throughout various departments in the school/business
B.7 develop an action plan and make a video showing the present use of technology in the different departments
B.8 prepare a script to be incorporated in the video
B.9 using various forms of media, develop a presentation which shows the potential for upgrading technology in the school/business, including cost estimates
B.10 individually, write a summary report of experiences observed while participating in group projects (include recommendations for future projects)
B.11 utilize research gathered by conducting "on-line" database research to help in the development of a presentation as outlined in sample skill activity B.9

