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conput ers and ot her pieces of technol ogy, workplace related software
applications, |egal issues affecting the use of conmputers and

technol ogy, and possible future inmpact of conmputers and technology in
t he wor kpl ace

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 for the students
to use.

SPECI AL NOTE: Any Career and Technical Student Organization is
appropriate for providing | eadership training and reinforcing specific
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| NTENDED OQUTCOVES: After successfully conpleting this course the
student will be able to performthe follow ng:
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Expl ai n the past, present, and future inportance of technology in
t he wor kpl ace.

Defi ne the basic term nol ogy associated with technology in the
wor kpl ace.

Descri be components of emerging technol ogy.

Descri be ways technol ogy is used by business to satisfy the needs
and wants of custoners.

Descri be and denonstrate the uses of conputers.

Denonstrate sel ected workpl ace software application prograns.
Descri be applications of technology in the workplace.

Di scuss enpl oynent opportunities in the field of technol ogy.
Denonstrate know edge of tel econmuni cations.

Identify |l egal and ethical issues related to technology in the
wor kpl ace.
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STUDENT PERFORMANCE STANDARDS

Program Titl e: Wor kpl ace Technol ogy Applications
Secondary Nunber: 8300330

01.0 EXPLAIN THE PAST, PRESENT, AND FUTURE | MPORTANCE OF TECHNOLOGY | N THE
WORKPLACE- - The student will be able to:

01.01 Summari ze devel opment of technol ogy and response of technology to
changing needs. LA A 1.4.3, LAB.1.4.1, LAB 1.4.2, LAB1.4.3,

LA.B.2.4.1, LA B.2.4.2, LAB2.4.3, LAB.2.4.4, LA C3.4.1,
LA.C3.4.2, LAC3.4.3, LAC3.4.4, LA C3.4.5 SSB24.1,
SS.B.2.4.4, SC.D.2.4.1, SC G2.4.6, SC.H 3.4.5

01.02 List uses of technology in the business comunity. LA A 1.4.3,
LA B 1.4.1, LAB1.4.2, LAB1.4.3 LAB241 LABZ24.2,
LA.B.2.4.3, LAB.2.4.4, LAC3.4.1, LA C3.4.2, LAC3.4.3
LA.C 3.4.4, LA C.3.4.5, SCH3.4.5

01. 03 Descri be ways technol ogy hel ps enpl oyees do their job.
LAA1.4.3 LAB1.4.1 LAB1.4.2 LAB1.43 LABZ24.1,
LA.B.2.4.2, LA B.2.4.3, LAB 2.4.4, LA C3.4.1, LAC3.4.2,
LA.C3.4.3, LAC3.4.4, LAC3.4.5 SCH3.4.5

01. 04 Contrast ways enpl oyees performtheir jobs today using technol ogy
with the met hods used 20 years ago. LA A 1.4.3, LA B 1.4.1,
LA B 1.4.2, LAB.1.4.3, LAB2.4.1 LAB242 LABZ24.3,
LA B.2.4.4, LA C.3.4.1, LAC3.4.2, LA C3.4.3, LAC3.4.4,

LA.C. 3.4.5, SC.H3.4.5

01. 05 Descri be how technol ogy can be used to enhance the enpl oyee’s
ability to nmeet the needs of business and industry. LA A 1.4.3,
LA B 1.4.1, LA B.1.4.2, LAB1.4.3 LAB241 LABZ24.2,

LA.B.2.4.3, LAB.2.4.4, LAC3.4.1, LA C3.4.2, LAC3.4.3
LA.C3.4.4, LA C.3.4.5 SS.B.2.4.4, SCH3.4.5

01.06 Explain the inportance of keyboarding in the use of technol ogy.
LAA1.4.3 LAB1.4.1 LAB1.4.2 LAB1.43 LABZ24.1,
LA.B.2.4.2, LA B.2.4.3, LAB2.4.4, LA C3.4.1, LAC3.4.2,
LA.C3.4.3, LA C3.4.4, LAC3.4.5

01.07 Explain the concept of programm ng | anguages. LA A 1.4.3,
LA B 1.4.1, LAB1.4.2, LAB1.4.3 LAB241 LABZ24.2,
LA.B.2.4.3, LAB.2.4.4, LAC3.4.1, LA C3.4.2, LAC3.4.3
LA.C.3.4.4, LA C3.4.5

01. 08 Descri be ergonomc principles inmportant to the configuration of a
workstation. LA A 1.4.3, LAB1.4.1 LAB1.42 LAB1.4.3,
LA B.2.4.1, LA B.2.4.2, LAB2.4.3, LAB.2.4.4, LA C3.4.1,
LA C3.4.2, LAC3.4.3, LAC3.4.4, LAC3.4.5

01.09 Participate in a group presentation discussing if electronic
storage transm ssion of information will lead to the “paperless
office.” LA A1.4.3 LAC3.41 LACS3.42 LAC3.4.3
LA.C 3.4.4, LA C.3.4.5 S5.B.2.4.4, SS.D.1.4.1

01.10 Provide several exanples of how technol ogy m ght be
used in the future and its possible inpact on the workplace (e.g.
voi ce recognition dictation). LA A 1.4.3, LAB.1.4.1, LA B1.4.2,
LA B 1.4.3, LAB.2.4.1, LAB2.4.2, LAB243, LABZ24.4
LA C3.4.1, LAC3.4.2, LAC3.4.3, LAC3.4.4, LAC3.4.5
SS.B.2.4.4, SS.D.1.4.1, SS.D.2.4.2, SC.H 3.4.5

02.0 DEFINE THE BASI C TERM NOLOGY ASSOCI ATED W TH TECHNOLOGY | N THE
WORKPLACE- - The student will be able to:
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01 Define and describe the term"hardware.” LA A 1.4.3, LA B. 1.4.1,
LA B 1.4.2, LAB.1.4.3, LAB2.4.1 LAB242 LABZ24.3,
LA.B.2.4.4, LA C.3.4.1, LAC3.4.2, LA C3.4.3, LAC3.4.4,

LA.C. 3.4.5

02 Define and describe the term"program™"™ LA A 1.4.3, LA B1.4.1,
LA B 1.4.2, LAB.1.4.3, LAB 241 LAB242 LABZ24.3,
LA-B.2.4.4, LA C3.4.1, LAC3.4.2, LA C3.4.3, LAC3.4.4,

LA.C. 3.4.5

03 Define and describe the term "progranmm ng | anguage."” LA A 1. 4.3,
LA B 1.4.1, LAB1.4.2, LAB1.4.3, LAB241 LABZ24.2,
LA.B.2.4.3, LAB.2.4.4, LAC3.4.1, LAC3.4.2, LAC3.4.3
LA.C.3.4.4, LA C3.4.5

04 Define and describe the term"operating system" LA A 1.4.3,
LA B 1.4.1, LAB1.4.2, LAB1.4.3, LAB241 LABZ24.2,
LA.B.2.4.3, LAB.2.4.4, LAC3.4.1, LAC3.4.2 LAC3.4.3
LA.C.3.4.4, LA C3.4.5

05 Define and describe the terns "systens software" and "applications
software.” LA A 1.4.3, LA B 1.4.1, LAB1.4.2, LAB1.4.3,

LA B.2.4.1, LA B.2.4.2, LAB2.4.3, LAB2.4.4, LA C3.4.1,
LA C3.4.2, LAC3.4.3, LAC3.4.4, LAC3.4.5

06 Define and describe the concept of "conputer literacy."
LAA1.4.3, LAB1.4.1 LAB1.4.2 LAB1.43 LABZ24.1,
LA.B.2.4.2, LA B.2.4.3, LAB2.4.4, LA C3.4.1, LAC3.4.2,

LA.C 3.4.3, LA C3.4.4, LAC3.4.5

07 Define and descrl be the terns "nmai nframe conputer”,

"m ni conputers”, and "m croconputers.” LA A 1.4.3, LA B 1.4.1,
LA.B.1.4.2, LA 'B. 1. 4. 3, LAB.2.4.1, LAB.2.4.2, LA B.2.4.3,

LA B.2.4.4, LA C3.4.1, LAC3.4.2, LA C3.4.3, LAC3.4.4,
LA.C. 3.4.5

08 Define and describe the term"m croprocessor.” LA A 1. 4.3,

LA B 1.4.1, LAB1.4.2, LAB1.4.3 LAB241 LABZ24.2,
LA.B.2.4.3, LAB.2.4.4, LAC3.4.1, LA C3.4.2, LAC3.4.3
LA.C.3.4.4, LA C3.4.5

09 Define and describe the term "graphical user interface (GJ)."
LAA1.4.3 LAB1.4.1 LAB1.4.2 LAB1.43 LABZ24.1,
LA.B.2.4.2, LA B.2.4.3, LAB 2.4.4, LA C3.4.1, LA C3.4.2,
LA.C3.4.3, LAC3.4.4, LAC3.4.5

10 Explain the difference between data and information. LA A 1. 4.3,
LA B 1.4.1, LAB1.4.2, LAB1.4.3 LAB241 LABZ24.2,
LA.B.2.4.3, LAB.2.4.4, LAC3.4.1, LA C3.4.2, LAC3.4.3
LA.C.3.4.4, LA C3.4.5

11 Define and describe the term"nodem" LA A 1.4.3,

LA B 1.4.1, LAB1.4.2, LAB1.4.3, LAB241 LABZ24.2,
LA.B.2.4.3, LAB.2.4.4, LAC3.4.1, LAC3.4.2, LAC3.4.3
LA.C.3.4.4, LA C3.4.5

12 Define and describe the terms "Internet”, "Wrld Wde Web" (VWW,
"FTP", "Intranet", and "Extranet." LA A 1. 4. 3, LAB1.4.1,
LA.B.1.4.2, LA B 1. 4. 3, LAB.2.4.1, LAB.2.4.2, LA B.2.4.3,
LA.B.2.4.4, LA C3.4.1, LAC3.4.2, LAC3.4.3, LAC3.4.4,

LA.C. 3.4.5

13 Define and describe Universal Resource Locators (URLS) and
associ ated extensions. LA A 1.4.3, LAB1.4.1, LAB1.4. 2,

LA B 1.4.3, LAB.2.4.1, LAB24.2, LAB243, LAB24.4,
LA C3.4.1, LAC3.4.2 LAC3.4.3, LAC3.4.4, LAC3.4.5

14 Define and identify a variety of Internet search engines.
LAA1.4.3, LAB1.4.1 LAB1.4.2 LAB1.43 LABZ24.1,
LA.B.2.4.2, LA B.2.4.3, LAB2.4.4, LA C3.4.1, LA C3.4.2,
LA.C3.4.3, LAC3.4.4, LAC3.4.5



03.0 DESCRI BE COVPONENTS OF EMERG NG TECHNOLOGY- - The student will

04.

0

03.01

03. 02

03. 03

03. 04

03. 05

03. 06

DESCRI BE WAYS TECHNOLOGY

Li st 10 exanples of energing technologies. LA A 1. 4.3,

LA B.1.4.1, LAB1.4.2, LAB.1.4.3, LAB.2.4.1, LAB.2.4.2,
LA.B.2.4.3, LAB.2.4.4, LAC3.4.1, LAC3.4.2, LA C3.4.3,
LA.C.3.4.4, LAC3.4.5 SCH3.4.5

Identify and define multi-nedia technology. LA A1l 4.3,

LA B.1.4.1, LAB1.4.2, LAB1.4.3, LAB 241 LAB24.2,
LA.B.2.4.3, LAB.2.4.4, LAC3.4.1, LAC3.4.2, LAC3.4.3,
LA.C.3.4.4, LA C3.4.5

Identify techniques for designing effective nulti-nedia
presentations. LA A 1.4.3, LAB1.4.1, LAB1.4.2 LAB1.4.3,
LA B.2.4.1, LAB.2.4.2, LAB.2.4.3, LAB.2.4.4, LA C3.4.1,
LA.C3.4.2, LAC3.4.3, LAC3.4.4, LAC3.4.5 VAAL1l4.2
Identify and describe the various information systens (e.g., AS,
MS, DSS, I11S) available in today’ s business environnent.
LAA1.4.3, LAB1.4.1 LAB1.4.2 LAB1.4.3 LAB24.1,
LA B.2.4.2, LAB.2.4.3, LAB.2.4.4, LAC3.4.1, LAC3.4.2,
LA.C.3.4.3, LAC3.4.4, LAC3.4.5

Identify the basic functions of each of the above infornmation
systens. LA A 1.4.3, LAB 1.4.1, LAB1.4.2, LAB.14.3,

LA B.2.4.1, LAB.2.4.2, LAB.2.4.3, LAB.2.4.4, LA C3.4.1,
LA.C3.4.2, LAC3.4.3, LAC3.4.4, LAC3.4.5

Di scuss managenent of above listed information systens.
LAA1.4.3, LAB1.4.1, LAB1.4.2 LAB1.4.3 LAB24.1,
LA B.2.4.2, LAB.2.4.3, LAB.2.4.4, LAC3.4.1, LAC3.4.2,
LA.C.3.4.3, LAC3.4.4, LAC3.4.5

I'S USED BY BUSI NESS TO SATI SFY THE NEEDS AND

WANTS

OF CUSTOMERS--The student will be able to

04.01

04. 02

04. 03

04. 04

04. 05

04. 06

Identify information provided to

conput eri zed recei pt and invoi ce.

S

LA B.1.4.2, LAB1.4.3, LAB2 4.
LA.B.2.4.4, LAC3.4.1, LAC3.4.
LA.C.3.4.5, MAA1.4.3, MAALA4
MA.A 3.4.3, MAA4.4.1, NMAAS. 4
MA.B.4.4.2, VA D 1.4.2

Descri be advant ages of conputers
LA B.1.4.1, LAB1.4.2, LAB1 4.
LA.B.2.4.3, LA B.2.4.4, LA C3.4.
LA.C.3.4.4, LA C3.4.5 SCH3.4.
Descri be di sadvant ages of conput
LA B.1.4.1, LAB1.4.2, LAB14.
LA.B.2.4.3, LA B.2.4.4, LA C3.4.
LA.C.3.4.4, LA C3.4.5 SCH3.4.
Descri be how a word processor he
customers. LA A 1.4.3, LA B. 1. 4.
LA B.2.4.1, LAB2.4.2, LAB24.
LA.C3.4.2, LA C3.4.3, LAC3.4.
Descri be how a database hel ps bu
LAA1.4.3, LAB1.4.1 LAB14
LA.B.2.4.2, LA B.2.4.3, LAB2 4.
LA.C.3.4.3, LA C3.4.4, LA C3.4.
MALA 2.4.2, VAA 3.4.1, MAA 3.4
MA.B.1.4.3, MAB2.4.2, NMAB. 3.4
MA.D. 1.4.2, VA D.2.4.1, MAD. 2. 4.
Descri be how a spreadsheet hel ps
customers. LA A 1.4.3, LA B. 1. 4.
LA B.2.4.1, LA B 2.4.2, LAB.2 4.

a consuner on a sanple
LAA1.4.3 LABI1.41

1, LAB.2.4.2, LA B 2.4.3,

2, LA C3.4.3, LAC3.4.4,

4, MA.A 2.4.2, MAA3.4.1,

1, MAB.2.4.2, MAB 3.4.1,

in the workplace. LA A 1.4. 3
3, LAB.24.1 LABZ24..2,

1, LA C3.4.2, LAC3.4.3

5

rs in the workplace. LA A 1.4
3, LAB.2.4.1, LABZ24.2,

1, LA C3.4.2, LAC3.4.3

5

ps busi nesses benefit the

1, LAB.1.4.2, LAB1.4.3

3, LAB.2.4.4, LAC3.4.1,

4, LA.C. 3.4.5

i nesses benefit the custoners.
2, LAB1.4.3, LAB.2.4.1

4, LA.C 3.4.1, LA C.3.4.2,

5, MAAA 1.4.3, MAAL1l 4.4

3, MAMA441 MAAS.4.1,

1, MAB.4.4.2, MVAD1.4.1,

2, MAME1.4.1, MAE1.4.3
busi nesses benefit the

1, LAB1.4.2, LAB1.4.3

3, LAB24.4, LAC3.4.1

be able to:



LA.C3.4.2, LAC3.4.3, LAC3.4.4, LAC3.4.5 MA1A4.3,
MAA1.4.4 MAA2.4.2 MAA3. 4.1 NMAAS 43 MAA44.1,
MA.AG5.4.1, MAB1.4.3 MABZ242 NAB3.41 M.B4.4.2,
MA.D.1.4.1, MAD1.4.2, VAD2.4.1, MA D242 ME14.1,
MA.E 1.4.3

04. 07 Descri be how sophi sticated progranms such as graphics and desktop
publ i shing hel p busi nesses benefit their customers. LA A 1.4 3,
LA B 1.4.1, LA B.1.4.2, LAB1.4.3, LAB241 LABZ24.2
LA.B.2.4.3, LAB.2.4.4, LAC3.4.1, LA C3.4.2, LAC3.4.3

LA.C.3.4.4, LA C3.4.5

04. 08 Descri be how busi nesses use the Wrld Wde Wb and Wb Pages to
reduce costs, inprove communi cation, and market products or
imges. LA A1.4.3, LAB1.4.1, LAB1.4.2 LAB143,
LA B.2.4.1, LA B.2.4.2, LAB2.4.3, LAB.2.4.4, LA C3.4.1,

LA.C3.4.2, LAC3.4.3, LAC3.4.4, LA C3.4.5 SsD1.4.2,
SS.D.2.4.2, SC.F.1.4.7, SCH3.4.5

04.09 Di scuss how tel econferencing can save tine and noney. LA A 1.4.3,
LA B 1.4.1, LA B.1.4.2, LAB1.4.3 LAB241 LABZ24.2,
LA.B.2.4.3, LAB.2.4.4, LAC3.4.1, LAC3.4.2 LAC3.4.3
LA.C 3.4.4, LA C.3.4.5, SS.D.1.4.1, SS.D.2.4.2, SC H 3.4.5

04.10 Conpare and contrast the use of pagers and cellul ar tel ephones
LAA1.4.3, LAB1.4.1 LAB1.4.2 LAB1.43 LABZ24.1,
LA.B.2.4.2, LA B.2.4.3, LAB2.4.4, LA C3.4.1, LAC3.4.2,
LA.C3.4.3, LAC3.4.4, LAC3.4.5 SS.D.1.4.1, Ss.D.2.4.2

05.0 DESCRI BE AND DEMONSTRATE THE USES OF COVWPUTERS- - The student will be able
to:

05.01 Define and describe the three conponents of conputer hardware:
i nput device, central processing unit, and output device.
LAA1.4.3, LAB1.4.1 LAB1.4.2 LAB1.4.3 LAB24.1,
LAB.2.4.2, LAB.2.4.3, LAB.2.4.4, LAC3.4.1, LA C3.4.2,
LA.C.3.4.3, LAC3.4.4, LAC3.4.5

05. 02 Denonstrate "booting” and “power off” procedures for a conputer.

05. 03 Expl ai n use of machi ne specific commands and keyboard functi ons.
LAA1.4.3, LAB1.4.1 LAB1.4.2 LAB1.43 LAB24.1,
LA B.2.4.2, LAB.2.4.3, LAB.2.4.4, LAC3.4.1, LA C3.4.2,
LA.C.3.4.3, LAC3.4.4, LAC3.4.5

05. 04 Denonstrate use of a nouse.

05.05 Denonstrate use of a printer.

05.06 Denonstrate various methods for storing information.

05. 07 Descri be use of electronic mail. LA A 1.4.3, LA B1.4.1,
LA B.1.4.2, LAB.1.4.3, LAB2.4.1 LAB242 LABZ24.3,
LA B.2.4.4, LA C.3.4.1, LAC3.4.2, LA C3.4.3, LAC3.4.4,
LA.C. 3.4.5

05. 08 Descri be use of a scanner. LA A 1.4.3, LAB. 1.4.1, LAB. 1 4.2,
LA B 1.4.3, LAB2.4.1, LABZ24.2 LAB243, LAB24.4,
LA C3.4.1, LAC3.4.2, LAC3.4.3, LAC3.4.4, LAC3.4.5

05.09 Describe use of a digital camera. LA A 1.4.3, LA B 1.4.1,
LA B 1.4.2, LAB.1.4.3, LAB2.4.1 LAB242 LABZ24.3,
LA B.2.4.4, LA C3.4.1, LAC3.4.2, LAC3.4.3, LAC3.4.4,
LA.C. 3.4.5

05.10 Describe use of a video canmera and/or images. LA A 1.4.3,
LA B 1.4.1, LAB.1.4.2, LAB1.4.3, LAB241 LABZ24.2,
LA.B.2.4.3, LAB.2.4.4, LAC3.4.1, LA C3.4.2, LAC3.4.3
LA.C.3.4.4, LA C3.4.5

05.11 Define and describe processing and nmulti-tasking. LA A 1. 4.3
LA B 1.4.1, LAB1.4.2, LAB1.4.3 LAB241 LABZ24.2,
LA.B.2.4.3, LAB.2.4.4, LAC3.4.1, LA C3.4.2, LAC3.4.3
LA.C.3.4.4, LA C3.4.5
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Describe at |east two nethods of conpressing files. LA A 1.4 .3
LA B 1.4.1, LAB1.4.2, LAB1.4.3, LAB241 LABZ24.2,
LA.B.2.4.3, LAB.2.4.4, LAC3.4.1, LAC3.4.2, LAC3.4.3
LA.C.3.4.4, LA C3.4.5

Descri be the use of hypertext links using at least “mail to” and
“url.” LAA1.4.3, LAB1.4.1 LAB1l.42 LAB1.4.3,

LA B.2.4.1, LA B.2.4.2, LAB2.4.3, LAB2.4.4, LA C3.4.1,
LA.C3.4.2, LA C3.4.3, LAC3.4.4, LAC3.4.5

Describe a method of setting up a self-extracting file transfer
LAA1.4.3 LAB1.4.1 LAB1.4.2 LAB1.43 LABZ24.1,

LA B.2.4.2, LA B.2.4.3, LAB2.4.4, LA C3.4.1, LA C3.4.2,
LA.C3.4.3, LAC3.4.4, LAC3.4.5

Describe the use of two different types of electronic video.
LAA1.4.3 LAB1.4.1 LAB1.4.2 LAB1.43 LABZ24.1,
LA.B.2.4.2, LA B.2.4.3, LAB 2.4.4, LA C3.4.1, LA C3.4.2,
LA.C3.4.3, LA C3.4.4, LAC3.4.5

Expl ain two nethods of constructing a docunent in a hybrid
platform LA A 1.4.3, LAB1.4.1, LAB.1.4.2, LA B.1.4.3,

LA B.2.4.1, LA B.2.4.2, LAB2.4.3, LAB2.4.4, LA C3.4.1,

LA C3.4.2, LAC3.4.3, LAC3.4.4, LAC3.4.5

Descri be a method of converting a web graphic for GF to jpg.
LAA1.4.3, LAB1.4.1 LAB1.4.2 LAB1.43 LABZ24.1,
LA.B.2.4.2, LA B.2.4.3, LAB2.4.4, LA C3.4.1, LAC3.4.2,
LA.C 3.4.3, LA C3.4.4, LAC3.4.5

Denonstrate the rel ati onship of programm ng | anguage, input,
menory (storage), arithnetic and |ogic, control, and out put
(distribution).

Descri be inportance of care and handling of a conmputer and
peri pherals and systens mai ntenance. LA A 1.4.3, LA B.1.4.1,
LA B 1.4.2, LAB.1.4.3, LAB 241 LAB242 LABZ24.3,
LA.B.2.4.4, LA C3.4.1, LAC3.4.2, LAC3.4.3, LAC3.4.4,
LA.C. 3.4.5

Descri be typical conputer conponent and peripheral problens.
LAA1.4.3, LAB1.4.1 LAB1.4.2 LAB1.43 LABZ24.1,
LA.B.2.4.2, LA B.2.4.3, LAB2.4.4, LA C3.4.1, LAC3.4.2,
LA.C3.4.3, LAC3.4.4, LAC3.4.5

DEMONSTRATE SELECTED WORKPLACE SOFTWARE APPLI CATI ONS- - The student will

be able to:

06.01 List the brand names of conmputers used by several businesses in

06.

06.

06.

06.

06.

02

03

04

05

06

the community. LA A 1.4.3, LAB1.4.1, LAB1l.42 LAB14.3,
LAB.2.4.1, LA B.2.4.2, LAB2.4.3, LAB2.4.4, LAC3.4.1,

LA C3.4.2, LAC3.4.3, LAC3.4.4, LAC3.4.5

Li st the names of application software being used by several

busi nesses in the comunity. LA A 1.4.3, LAB 1.4.1, LAB.1.4.2,
LA B 1.4.3, LAB.2.4.1, LAB2.4.2, LAB.2.4.3, LAB 2.4.4,

LA C3.4.1, LAC3.4.2, LAC3.4.3, LAC3.4.4, LAC3.4.5
Conpare and contrast types of technol ogy and software being used
in the business conmunity with what is available at your school .
Descri be how one software package is being used (applied) in a
sanmpl e workplace. LA A 1.4.3, LAB.1.4.1, LAB1.4.2, LAB1.4.3,
LA.B.2.4.1, LA B.2.4.2, LAB2.4.3, LAB.2.4.4, LA C3.4.1,

LA C3.4.2, LAC3.4.3, LAC3.4.4, LAC3.4.5

Prepare a business letter and envel ope using an integrated
software application package. LA A 1.4.3, LA B 1.4.1, LA B.1.4.2,
LA B.1.4.3, LAB.2.4.1, LAB2.4.2, LAB243, LAB24.4
Denonstrate a nmethod to produce mnailing |abels using computer
software. LA A 1.4.3, LAB1.4.1, LAB1.4.2, LAB.1.4.3,
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08.0 DI SCUSS EMPLOYMENT OPPORTUNITIES IN THE FI ELD OF TECHNOLOGY- - The student

be able to:
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09.

0

08.

08.

08.

08.

01

02

03

04

List 10 different types of enploynent opportunities available in

the technology field (e.g., systens anal yst, operator,

speci al i st, sal esperson, web page designer). LA A 1.

4.3,

repair

LA.B.1.4.1, LAB1.4.2, LAB1.4.3, LAB241, LAB24. 2,
LA.B.2.4.3, LAB.2.4.4, LA C3.4.1, LAC3.4.2, LA C3.4.3,

LA.C.3.4.4, LA C3.4.5

Prepare and deliver an oral report on one of the jobs avail able
i ncl udi ng necessary education and training, pay, positions

avai | abl e, advancement opportunities. LA A 1.4.3, LA B 1l.4.1,
LA B 1.4.2, LAB.1.4.3, LAB2.4.1 LAB242 LABZ24.3,
LA.-B.2.4.4, LA C3.4.1, LAC3.4.2, LAC3.4.3, LAC3.4.4,

LA. C .5

LA A
LA.B.2.4.2, LAB.2.4.3, LAB.2.4.4

3.4
Interview individuals currently enployed in the technol ogy field.
1.4.3, LAB.1.4.1, LAB1.4.2, LAB1.4.3, LAB.2.4.1,

Create an electronic resune that could be used to apply for a
technol ogy-rel ated position. LA A 1.4.3, LAB1.4.1, LA B 1.4 2
LA.-B.1.4.3, LAB.2.4.1, LAB2.4.2, LAB.2.4.3, LAB2.4.4

to:
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09.
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DEMONSTRATE KNOALEDGE OF TELECOVMUNI CATI ONS- - The student will be able
Identify the basic functions of tel ecomunications. LA A 1. 4.3
LA B 1.4.1, LA B.1.4.2, LAB1.4.3, LAB241 LABZ24.2,
LA.B.2.4.3, LAB.2.4.4, LAC3.4.1, LA C3.4.2, LAC3.4.3
LA.C.3.4.4, LA C3.4.5
Defi ne and describe | ocal area networks (LANs). LA.A1.4.3,

LA B 1.4.1, LAB1.4.2, LAB1.4.3, LAB241 LABZ24.2,
LA.B.2.4.3, LAB.2.4.4, LAC3.4.1, LA C3.4.2, LAC3.4.3
LA.C.3.4.4, LA C3.4.5

Defi ne and describe wi de area networks (WANs). LA A 1.4.3,
LA B 1.4.1, LAB1.4.2, LAB1.4.3 LAB241 LABZ24.2,
LA.B.2.4.3, LAB.2.4.4, LAC3.4.1, LA C3.4.2, LAC3.4.3
LA.C.3.4.4, LA C3.4.5

Defi ne and describe electronic mail (e-mail) capabilities and
functions. LA A1.4.3, LAB.1.4.1, LAB1.4.2, LAB1.4.3,
LA B.2.4.1, LA B.2.4.2, LAB2.4.3, LAB.2.4.4, LAC3.4.1,
LA C3.4.2, LAC3.4.3, LAC3.4.4, LAC3.4.5

Defi ne and describe facsimle (FAX). LA A 1.4.3, LA B 1.4.1,
LA B 1.4.2, LAB.1.4.3, LAB2.4.1 LAB242 LABZ24.3,
LA.B.2.4.4, LA C3.4.1, LAC3.4.2, LA C3.4.3, LAC3.4.4,
LA.C. 3.4.5

Defi ne and describe voice nessaging. LA A 1.4.3, LA B.1.4.1,
LA B 1.4.2, LAB.1.4.3, LAB2.4.1 LAB242 LABZ24.3,
LA-B.2.4.4, LA C3.4.1, LAC3.4.2, LA C3.4.3, LAC3.4.4,
LA.C. 3.4.5

Defi ne and descri be networking cabling requirenments. LA A 1.4.3,
LA B 1.4.1, LA B.1.4.2, LAB1.4.3, LAB241 LABZ24.2,
LA.B.2.4.3, LAB.2.4.4, LAC3.4.1, LAC3.4.2 LAC3.4.3
LA.C.3.4.4, LA C3.4.5

Di scuss the energence of the Internet and electronic bulletin
boards as neans of transmitting information. LA A 1.4.3,

LA B 1.4.1, LAB1.4.2, LAB1.4.3, LAB241 LABZ24.2,
LA.B.2.4.3, LAB.2.4.4, LAC3.4.1, LA C3.4.2 LAC3.4.3
LA.C.3.4.4, LA C3.4.5

Describe the process for arranging a tel econference. LA A 1.4.3,
LA B 1.4.1, LAB.1.4.2, LAB1.4.3, LAB241 LABZ24.2,
LA.B.2.4.3, LAB.2.4.4, LAC3.4.1, LA C3.4.2, LAC3.4.3
LA.C.3.4.4, LA C3.4.5

10



10.0 | DENTIFY LEGAL AND ETHI CAL | SSUES RELATED TO TECHNOLOGY I N THE

WORKPLACE- - The student will be able to:

10. 01 Discuss the inmpact of technology and related trends on society and
the environnent. LA A 1.4.3, LAB1.4.1, LAB1.4.2, LAB.1.4.3,
LA.B.2.4.1, LA B.2.4.2, LAB2.4.3, LAB2.4.4, LA C3.4.1,
LA.C3.4.2, LAC3.4.3, LAC3.4.4, LA C3.4.5 LADZ2.4.5,
SS.B.1.4.4, SS.B.2.4.1, SCH2.4.1, SCH2 4.2, SCH3.4.1
SC.H3.4.2, SCH3.4.3, SCH3.4.4, SCH3.4.5 SCH3.4.6

10.02 Identify ethical issues resulting fromtechnol ogical advances
(e.g., hacking, conputer viruses, copyright infringenent).
LAA1.4.3 LAB1.4.1 LAB1.4.2 LAB1.43 LABZ24.1,
LA.B.2.4.2, LA B.2.4.3, LAB 2.4.4, LA C3.4.1, LAC3.4.2,
LA.C3.4.3, LAC3.4.4, LAC3.4.5 SCH1.47

10. 03 Di scuss copyright |laws and their inmpact on technol ogy
LAA1.4.3 LAB1.4.1 LAB1.4.2 LAB1.43 LABZ24.1,
LA.B.2.4.2, LA B.2.4.3, LAB2.4.4, LA C3.4.1, LAC3.4.2,
LA.C3.4.3, LAC3.4.4, LAC3.4.5 LADZ2.46

10. 04 Research ways to pronote confidentiality for nmessages transmtted
via technology. LA A 1.4.3, LAB1.4.1, LAB1.4.2, LAB1.4.3,

LA B.2.4.1, LA B.2.4.2, LAB.2.4.3, LAB.2.4.4

Participate in a group presentation discussing | egal and ethica

i ssues pertaining to the use of technology in the workplace (e.g.
personal privacy, security). LA A 1.4.3, LAB1l.4.1, LAB.1.4. 2,
LA B 1.4.3, LAB.2.4.1, LAB2.4.2, LAB.2.4.3, LAB 2.4.4,
SCH1.4.7, SCH3.4.5 SCH3.46

10. 05
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