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MAJOR CONCEPTS/ CONTENT:  The purpose of the course is to refine and add
to the student's ability in using integrated application software,

expandi ng the | evel and speed of the student's keyboarding (typing) and
deci si on nmaking skills acquired in Conputer Applications in Business 1

Enphasis will be placed on work ethics, productivity and quality. The
student, working individually and within groups, will be able to use
busi ness deci si on nmaki ng and probl em sol ving techni ques to develop a
simul ated work activity to produce a quality product.

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 an integrated program including word processing,

dat abase and spreadsheet be enpl oyed.

SPECI AL NOTE: This course enphasi zes teamwork, solid and productive
wor k ethics, cooperation and listening skills to train the student for
the work place. Decision making and group interaction procedures are
enployed in this course. The teacher becones a facilitator of |earning;
the students are encouraged to question, interact and produce.

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

01.0 Per f orm mat hemat i cal applications.

02.0 Per f or m keyboardi ng activities.

03.0 Per f orm communi cation activities.

04.0 Denonstrate proper and safe procedures while working with
technol ogi cal tools, apparatus, equipnent, systens and
materi al s.

05.0 Perform technol ogy applications.
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01.0 PERFORM MATHENATI CAL APPLI CATI ONS-- The student will be able to

01.01 Apply addition, subtraction, nultiplication and
division skills to the solution of business-related probl ens
using a calculator/computer. MA.A 5.3.1, MA B 3.3.1,
MA.B.4.3.1, MAB.4.3.1, MAAD1.3.1, MAD23.1, MADZ23.2
MA.E. 1.3.1

02.0 PERFORM KEYBOARDI NG ACTI VI TI ES- - The student will be able to:

02.01 Key documents and apply formatting principles. LA A 2.3.5
02.02 Key material from handwitten copy.LA B.1.3.2

03.0 PERFORM COVMUNI CATI ON ACTIVITI ES--The student will be able to:

03.01 Locate, interpret and record information retrieved fromwitten
resources.LA.A 2.3.8 MAE1.3.1
03. 02 Foll ow oral and witten instruction. LA C1.4.1, LA C1.4.3
03.03 Participate in group discussion activities.
LA.C.3.3.4, LAB.2.3.2, LAC3.4.1
03.04 Conmpose and revise sentences applying principles of standard
English. LA B.1.4.2

04.0 DEMONSTRATE PROPER AND SAFE PROCEDURES WVWH LE WORKI NG W TH TECHNOLOGQ CAL
TOOLS, APPARATUS, EQUI PMENT, SYSTEMS AND MATERI ALS-- The student will be
able to:

04.01 Foll ow | ab safety rules and procedures. LA . C.1.3.1

04. 02 Denonstrate good housekeeping at work stations within total
lab. LA.C.3.3.4

04. 03 Exercise care and respect for all tools, equipnent and
materials. LA C1.3.1

05.0 PERFORM TECHNOLOGY APPLI CATI ONS--The student will be able to:

05.01 Prepare sinple docunents using the basic functions and conmands
of word processing software. LA.B.1.3.3. LA B.2.3. 4

05. 02 Prepare sinple docunents using the basic functions and conmands
of database software. LA A 2.3.8, LA B.2. 3.4,
LA A2 3.5 LAB23.2 LAA23.7 MAI1

05. 03 Prepare sinple docunents using the basic functions and conmands
of spreadsheet software. MA. A1



