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MAJOR CONCEPTS/ CONTENT:  The purpose of this course is to acquaint
students with career opportunities in the field of conputers as well as
hands-on, practical experience using application software. The student
will be able to use business decision maki ng and probl em sol vi ng

nmet hods, identify the parts and functions of a conputer system perform
conputer activities, identify uses of the computer and becone faniliar
wi th occupations dealing with conputer hardware and software.

LABORATORY ACTI VITIES: Laboratory activities are an essential part of
this course. This course has been designed as a hands-on class. It is
essential that conputers and software be nmade available to students.

SPECI AL NOTE: Activities including field trips and the use of guest
presenters fromthe business conmunity are appropriate for this course.

| NTENDED OQUTCOVES: After successfully conpleting this course, the
student will be able to:

01.0 Denonstrate conputer literacy.

02.0 Perform conputer activities using independent and integrated
sof t war e packages.

03.0 Devel op probl em sol ving skills.
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01.0 DEMONSTRATE COVPUTER LI TERACY--The student will be able to:

01.01 Identify basic computer term nology. LA A1
01.02 Denonstrate the steps necessary to "boot up" a conputer system

LA C1
01.03 Utilize conputer directories to locate files.
01.04 Identify the basic conponents of a conputer system LA A1l
01.05 Descri be occupati ons dealing with conputer hardware and
sof t war e.

02.0 PERFORM COMPUTER ACTI VI TI ES USI NG | NDEPENDENT AND | NTEGRATED SOFTWARE
PACKAGES- - The student will be able to:

02.01 Creat e business docunents using a word processing program
LA C1.3.1, LAD

02.02 Creat e business docunents using a database program LA B.2.3.1,
LA.B.2.3.2, LA B.2.3.4

02.03 Creat e busi ness docunents using a spreadsheet program NA A 1,
A3 A4, D2 EI1, MAMA1Ll LAAL13.2

02. 04 Create a business docunent using an integrated software
program LA. B.2.3.4, LA B.1.3, LAB1.3.3, LAB2.3.4

03.0 DEVELOP PROBLEM SOLVI NG SKILLS--The student will be able to:

03.01 Devel op a group plan for creation of a business docunent.
LA.2.3.7, LA 2.3.5

03.02 Denonstrate brain-stormng techniques. LA B.2.3.4, LA D2.3.6

03.03 Make an oral and/or witten presentation related to a business
oriented task. LA D.2.3.6



