July 2001
Fl ori da Departnment of Education
CURRI CULUM FRANMEWDORK

Program Titl e: Commer ci al Busi ness Machi ne Mai nt enance

Qccupati onal Area: I ndustrial Education
Secondary PSAV

Pr ogr am Nunber s 8716000 1470102

Cl P Nunber 0647. 010200 0647. 010200

G ade Level 9-12, 30, 31 30, 31

Lengt h 11 Credits 1650 hours

Certification BUS MACH @@ G BUS MACH acG
COW SVC @ G COw sSVC @G
ELECTRONI C @G ELECTRONI C @G

l. MAJOR CONCEPTS/ CONTENT:  The purpose of this programis to
prepare students for enploynent as office machi ne servicers
(85926659), (633.281-018).

The content includes, but is not limted to, comunication skills,
| eadership skills, human relations and enployability skills, safe
and efficient work practices, and the mai ntenance and repair of a
variety of office machi nes as keyboards, data processing

equi prrent, duplicating machi nes, and mailing machi nes.

Thi s program focuses on broad, transferable skills and stresses
under st andi ng and denonstration of the follow ng el enents of the
Busi ness Machi ne Mai nt enance i ndustry; planning, nanagenent,
finance, technical and product skills, underlying principles of
technol ogy, | abor issues, comunity issues and health, safety, and
envi ronnent al i ssues.

LABORATORY ACTI VITIES: Shop or |laboratory activities are an
integral part of this program and provide instruction in

di agnostic/ troubl eshooting technique, use of test equipnent, and
appl i ed nmechanics, and electrical/electronic theory as they relate
to the repair of business machines.

SPECI AL NOTE: Skill sUSA-VICA, Inc. is the appropriate Career and
Techni cal Student Organization (CTSO for providing | eadership
training and for reinforcing specific career and technical skills.
Career and Techni cal Student Organizations, when provided, shal

be an integral part of the career and technical instructiona
program and the activities of such organizations are defined as
part of the curriculumin accordance with Rule 6A-6.065, FAC

Cooperative training - QJT is appropriate for this program
VWhenever cooperative training - QJT is offered, the followi ng are
required for each student: a training plan, signed by the
student, teacher, and enpl oyer, which includes instructiona
objectives and a list of on-the-job and in-school |earning
experiences; a workstation that reflects equi pnent, skills and
tasks that are relevant to the occupation which the student has
chosen as a career goal. The student nust receive conpensation
for work perfornmed.

In accordance with Rule 6A-10.040, FAC, the m ni mum basic-skills
grade levels required for adult vocational students to conplete
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this programare: Mathematics 10.0, Language 9.0, Readi ng 10.0.
These grade-I|evel nunbers correspond to grade-equival ent scores
obt ai ned on one of the state-designated basic-skills exam nations.
If a student does not mneet the basic-skills level required for
conpl etion of the program renedi ati on should be provided
concurrently through Vocational Preparatory Instruction (VPl).

Pl ease refer to the Rule for exenptions.

VWhen a secondary student with a disability is enrolled in a
vocational class with nodifications to the curricul um franework,
the particul ar outcomes and student perfornmance standards, which
the student must master to earn credit, nust be specified on an
i ndi vi dual basis. The job or jobs for which the student is being
trained should be reflected in the student's desired postschoo
outcone statenent on the Transition |Individual Educational Plan
(Transition | EP)

Cccupational Conpl etion Points may be reached before the end of a
secondary course. All outcomes nust be conpleted to receive
credit for an Cccupational Conpletion Point (OCP).

Li sted bel ow are the courses that conprise this program when
of fered at the Secondary Level:

8716010 - Conmerci al Busi ness Machi ne Mai ntenance 1 (150)
8716020 - Conmerci al Busi ness Machi ne Mai ntenance 2 (150)
8716030 - Conmerci al Busi ness Machi ne Mai ntenance 3 (150) [450]
oCcP A

8716040 - Conmerci al Business Machi ne Mai ntenance 4 (150) [150]
OoCP B

8716050 - Conmerci al Busi ness Machi ne Mai ntenance 5 (150)
8716060 - Conmerci al Busi ness Machi ne Mai ntenance 6 (150) [300]
oCcP C

8716070 - Conmerci al Busi ness Machi ne Mai ntenance 7 (150)
8716080 - Conmerci al Busi ness Machi ne Mai ntenance 8 (150) [300]
OoCP D

8716090 - Conmerci al Busi ness Machi ne Mai ntenance 9 (150)
8716100 - Conmerci al Busi ness Machi ne Mai ntenance 10 (150) [225]
OCP E

8716110 - Commerci al Busi ness Machi ne Mai
OCP F

nt enance 11 (150) [225]

SCANS Conpetencies: To acconplish the Secretary's Com ssion on
Achi evi ng Necessary Skills (SCANS) conpetencies, instructiona
strategies for this cluster must include nmethods that require
students to identify, organize, and use resources appropriately;
to work with each other cooperatively and productively; to acquire
and use information; to understand social, organizational, and
technol ogi cal systens; and to work with a variety of tools and
equi prent. Instructional strategies nmust al so i ncorporate nethods
to i nmprove students' personal qualities and higher-order thinking
skills.

To be transferabl e statew de between institutions, this

program course nust have been reviewed, and a "transfer val ue"
assigned the curriculumcontent by the appropriate Statew de
Cour se Nunbering Systemdiscipline coomittee. This does not
preclude institutions from devel opi ng specific program or course
articulation agreenments with each ot her
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This program may be offered in courses. Vocational credit shal
be awarded to the student on a transcript in accordance with
Section 230.643, F. S

The standard length of this programis 1650 hours.

I V. | NTENDED OQUTCOVES: After successfully conpleting the program the
student will be able to:

OCCUPATI ONAL COVPLETI ON PO NT - A (450 Hours)
END USER SUPPORT TECHNI Cl AN - LEVEL | SUPPORT TECHNI Cl AN
HELP DESK SPECI ALI ST - | NDUSTRY TI TLE

01.0 Denonstrate proficiency in software fundanentals.
02.0 Denonstrate proficiency in custoner relations.
03.0 Denonstrate appropriate comunication skills.
04.0 Denonstrate enployability skills.

OCCUPATI ONAL COVPLETI ON PO NT - B (150 Hours)
PC ELECTRONI CS | NSTALLER - LEVEL I

05.0 Denonstrate proficiency in soldering and basic |aboratory
skills.

06.0 Denonstrate proficiency in basic D.C. circuits.

07.0 Denonstrate appropriate understandi ng of basic math.
08.0 Denonstrate appropriate understandi ng of basic science.
09.0 Denonstrate proficiency in basic AC circuits.

OCCUPATI ONAL COVPLETI ON PO NT - C (300 Hours)
COWPUTER SUPPORT SPECI ALI ST - LEVEL | - LAN TECHNI Cl AN

10.0 Denpnstrate proficiency in conputer systens architecture.
11.0 Denpnstrate proficiency in peripheral equipnent.

OCCUPATI ONAL COVPLETI ON PO NT - D (300 Hours)
FI ELD SERVI CE TECHNI Cl AN P. C. TECHNI Cl AN - CES 25104

12.0 Denopnstrate proficiency in electronic information exchanges.
13.0 Denpnstrate proficiency in site requirenments and
consi derati ons.

OCCUPATI ONAL COVPLETI ON PO NT - E (225 Hours)
COPI ER/ PRI NTER | NSTALLER

14.0 Denpnstrate proficiency in installation of copier systens.

15.0 Denpnstrate proficiency in installation of printing systens.

16.0 Denpnstrate proficiency in mnor preventive maintenance of
printer systens.

17.0 Denpnstrate proficiency in mnor preventive maintenance of
copi er systens.

OCCUPATI ONAL COVPLETI ON PO NT - F (225 Hours)
COPI ER/ PRI NTER NMAI NTENANCE TECHNI CI AN

18.0 Denpnstrate proficiency in diagnosis and repair of copier
syst ens.

19.0 Denopnstrate know edge in the repair of El ectro-Mechanica
Syst ens.
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20.0 Denonstrate proficiency in diagnosis and repair of printing
syst ens.
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The following diagramillustrates the program structure

COMVERCI AL BUSSI NESS MACHI NE MAI NTENANCE

oCP A
SOFTWARE FUNDAMENTALS

(450 Hours)

OCP B
BASI C ELECTRONI CS

(150 Hours)

oCP C
SYSTEMS HARDWARE

(300 Hours)

OoCP D
SYSTEMS NETWORKI NG

(300 Hours)

OCP E
COPI ER/ PRI NTER
I NSTALLATI ON

(225 Hour s)

OoCP F
COPI ER/ PRI NTER REPAI R

(225 Hour s)
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July 2001
Fl ori da Departnment of Education
STUDENT PERFORMANCE STANDARDS

Program Titl e: Commer ci al Busi ness Machi ne Mai nt enance
Secondary Nunber: 8716000
Post secondary Nunber: 1 470102

OCCUPATI ONAL COVPLETI ON PO NT - DATA CODE - A (450 Hours)

01.

02.

03.

0

0

0

END USER SUPPORT TECHN CI AN

DEMONSTRATE PROFI Cl ENCY | N SOFTWARE FUNDAMENTALS- - The student wil |
be able to:

01.01 Apply OS conmands, syntax usage and paraneters.

01. 02 Denonstrate know edge of OS file storage, FAT tables, boot
record and di sk partition procedures.

01.03 Identify Os utilities for technical personnel

01.04 Denonstrate proficiency in protecting stored data.

01. 05 Denonstrate an understandi ng and i npl ementati on of virus
protection.

01. 06 Understand, control and custom ze OS drivers

01. 07 Understand conpression technol ogies for the trouble shooting
of related probl ens.

01. 08 Understand and apply procedures for nmenory managenent and
conput er environment configuri ng.

01.09 Denonstrate proficiency in the boot up process.

01.10 Apply troubl eshooting techniques for operating systens.

01.11 Describe the fundanental s of advanced graphi cal user
interface (QUJ) operating network systens.

01.12 Denonstrate usage of third party software diagnostic tools.

DEMONSTRATE PRCFI Cl ENCY | N CUSTOVER RELATI ONS- - The student will be

able to:

02.01 Descri be and denonstrate appropriate personal hygi ene and
prof essi onal attire.

02.02 Descri be and denonstrate effective |istening techniques.

02. 03 Describe and apply techniques for instilling custoner
confi dence and satisfaction

02.04 Describe and apply techni ques for keeping the custoner
i nfornmned.

02.05 Describe and apply effective foll ow up techni ques.

02.06 Denonstrate discretion in interacting with custonmers in
field and retail environnents.

02. 07 Denonstrate an understandi ng of basic conflict resolution.

DEMONSTRATE APPROPRI ATE COVMUNI CATI ON SKI LLS--The student wi Il be

able to:

03.01 Wite logical and understandabl e statements, or phrases, to
accurately fill out forms and invoices comonly used in
busi ness and i ndustry.

03.02 Read and use graphs, charts, diagranms, tables, parts
manual s, and information sources commonly used in this
i ndustry/ occupati onal area.

03.03 Read and follow witten and oral instructions.

03. 04 Answer and ask questions coherently and concisely.
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04.

0

03.05 Read critically by recogni zi ng assunptions and i nplications
and by eval uating i deas.
03. 06 Denonstrate appropriate tel ephone/ comunication skills.

DEMONSTRATE EMPLOYABI LI TY SKILLS--The student will be able to

04.01 Prepare a resune.

04. 02 Conduct a job search.

04.03 Secure information about a job

04.04 ldentify and provide docunments, which may be required when
interviewing for a job.

04.05 Conplete a job application formcorrectly and conpl etely.

04.06 Denonstrate conpetence in job interview techniques.

04.07 ldentify and denonstrate appropriate responses to criticism
from enpl oyer, supervisor or other enpl oyees.

04.08 Identify and denonstrate acceptable work habits.

04.09 Denonstrate know edge of how to nake job changes
appropriately.

04.10 Denonstrate know edge of enpl oyee health issues.

04.11 Denonstrate efficient organizational skills.

04.12 Denonstrate know edge of the “Florida R ght-To-Know Law’ as
recorded in Florida Statutes Chapter 442

OCCUPATI ONAL COVPLETI ON PO NT - DATA CODE - B (150 Hours)

05.

06.

0

0

PC ELECTRONI CS | NSTALLER - LEVEL I

DEMONSTRATE PRCFI CI ENCY | N SOLDERI NG AND BASI C LABORATORY

PRACTI CES- - The student will be able to:

05.01 Apply proper Cccupational Safety Health Adm nistration
(CSHA) safety standards.

05. 02 Make el ectrical connections.

05.03 Identify and use hand tools properly.

05.04 Identify and use power tools properly.

05. 05 Denonstrate acceptabl e sol dering techni ques.

05. 06 Denonstrate acceptabl e desol dering techni ques.

05.07 Denonstrate electrostatic discharge (ESD) safety procedures.

05. 08 Describe the construction of printed circuit boards (PCB's).

05.09 Explain the theoretical concepts of sol dering.

05.10 Denonstrate rework and repair techniques.

DEMONSTRATE PRCFICIENCY IN BASIC D.C. CIRCUITS--The student will

be able to:

06.01 Solve problenms in electronic units utilizing netric
prefixes.

06.02 Identify sources of electricity.

06. 03 Define voltage, current, resistance, power and energy.

06.04 Apply Ohmis | aw and power fornul as.

06.05 Read and interpret color codes and synbols to identify
el ectrical components and val ues.

06. 06 Measure properties of a circuit using volt-ohmneter (VOV
and digital volt-ohmneter (DVM and oscill oscopes.

06. 07 Conpute conductance and compute and neasure resistance of
conductors and insul ators.

06.08 Apply OChnmis law to series circuits.

06.09 Construct and verify operation of series circuits.

06.10 Anal yze and troubl eshoot series circuits.

06.11 Apply Ohmis law to parallel circuits.
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07.

08.

09.

0

0

0

06.12 Construct and verify the operation of parallel circuits.
06.13 Anal yze and troubl eshoot parallel circuits.

DEMONSTRATE APPROPRI ATE UNDERSTANDI NG OF BASI C MATH- - The st udent
wll be able to:

07.01 Solve problenms for volunme, weight, area and circunference
and perinmeter neasurenments for rectangles, square and
cyl i nders.

07.02 Measure tol erance(s) on horizontal and vertical surfaces
using millinmeters, centinmeters, and feet and inches.

07.03 Add, subtract, multiply and divide using fractions, decimals
and whol e nunbers.

07.04 Determine the correct purchase price, to include sales tax
for a materials list containing a m nimumof six itens.

07.05 Denonstrate an understandi ng of federal, state and | ocal
taxes and their conputation.

DEMONSTRATE APPROPRI ATE UNDERSTANDI NG OF BASI C SCI ENCE- - The
student will be able to:

08. 01 Denonstrate an understanding of the effects of tenperature
extremes and noi sture content in regards to electronic
equi prrent .

08. 02 Denonstrate an understandi ng of the inpact and effects of
el ectrostatic discharge (ESD), power surges, grounding, and
lighting strikes.

08.03 Apply the scientific method to draw concl usi ons or nake
i nferences from data

08. 04 Denonstrate deductive reasoni ng techni ques when
t roubl eshoot i ng.

08. 05 Denonstrate an understanding of the effects of heat |oad and
ventilation in regards to el ectronic equi pnent.

08.06 Identify safety and health rel ated issues, including
exposure to work related chenicals and hazardous materi al s,
and denonstrate the appropriate precauti onary neasures.

08. 07 Denonstrate an understandi ng of environnmental inpact and
regul ations in regards to the appropri ate di sposal of
el ectroni c equi prent .

DEMONSTRATE PROFI CIENCY IN BASIC A.C. CIRCUI TS--The student will
be able to:

09.01 Identify properties of an AC signal .
09.02 Identify AC sources.
09. 03 Anal yze and nmeasure AC signals utilizing VOM DVM

OCCUPATI ONAL COVPLETI ON PO NT - DATA CODE - C (300 Hours)

10.

0

COWPUTER SUPPORT SPECI ALI ST - LEVEL | - LAN TECHNI Cl AN

DEMONSTRATE PROFI Cl ENCY | N COVPUTER SYSTEMS ARCH TECTURE- - The
student will be able to:

10. 01 Draw and expl ain systens configuration in block detail.

10. 02 Perform personal conputer systemtear-down, cleaning and
i nspecti on.

10. 03 Upgrade and troubl eshoot a variety of notherboards.

10. 04 Denonstrate know edge of bus systens and processor
architecture.

418



11.

0

10. 05 Understand and troubl eshoot nmenory and cache systens.

10. 06 Understand, troubl eshoot and replace power supply systens.
10. 07 Troubl eshoot a m croconputer system

10. 08 Denpnstrate system upgradi ng techni ques.

DEMONSTRATE PROFI Cl ENCY | N PERI PHERAL EQUI PMENT- - The student will
be able to:

11. 01 Denpnstrate an understandi ng of input/output devices.

11.02 ldentify and define serial and parallel interface standards.

11. 03 Troubl eshoot and replace video di splay hardware and
noni tors.

11. 04 Troubl eshoot, install and upgrade tel ecommuni cati ons devices
and adapter cards.

11. 05 Troubl eshoot, install and upgrade multinmedi a hardware and
sof t war e.

11. 06 Troubl eshoot, install and upgrade hard drives and CD ROVS.

11. 07 Troubl eshoot and install tape and other nass data storage
devi ces.

11. 08 Troubl eshoot, install and maintain printers.

11. 09 Denpnstrate professional connector assenbly procedures.

OCCUPATI ONAL COVPLETI ON PO NT - DATA CODE - D (300 Hours)

12.

13.

0

0

FI ELD SERVI CE TECHNI Cl AN/ P. C. TECHNI Cl AN OES 25104

DEMONSTRATE PROFI Cl ENCY | N ELECTRONI C | NFORMATI ON EXCHANGE- - The
student will be able to:

12.01 Install, connect and naintain network clients and
peri pherals to various network operating systens.

12.02 Denpnstrate use of file systenms commands and utilities on a
net wor k server.

12. 03 Denpnstrate setup configuring and sharing of user security,
file, printer and network resources.

12. 04 Denpnstrate setup configuring and troubl eshooting network
applications on the server.

12. 05 Denpnstrate setup configuring and backup operation on the
server or clients.

12. 06 Denpnstrate proficiency in perform ng hel p desk support for
a network computer system

12. 07 Connect and configure conmputers for network connectivity.

12.08 Perform basi c network system mai nt enance.

12.09 Describe use and system mai nt enance of a WAN and
t el econmuni cati ons system

12.10 Perform procedures related to adm nistration of a secure
net wor k.

12. 11 Denpnstrate know edge of the Internet WAN system

12.12 Denonstrate know edge of network protocols.

12. 13 Denonstrate know edge of fundanentals of an internet system

12. 14 Denonstrate know edge of tel ecomunications services and
st andar ds.

12.15 Un-install, configure and troubl eshoot Internet/Internet
access by using browsers.

DEMONSTRATE PROFI Cl ENCY | N SI TE REQUI REMENTS AND CONSI DERATI ONS- -
The student will be able to:

13. 01 Denpnstrate know edge of data comunication test equi pnent.
13. 02 Denpnstrate know edge of tel ecomruni cation wiring systens.
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13. 03 Denpnstrate know edge of cable and LAN topol ogy.
13. 04 Denonstrate know edge of hubs, switches and routers.
13.05 Cal cul ate and determ ne power requirenments.
13.06 Cal cul ate and determ ne requirements of the working
envi ronnent .
13.07 Install, configure and troubl eshoot LAN cabl e systens
(twi sted pair, coax, or fiber).
13.08 Configure and troubl eshoot patch bay, hubs and transceivers.

OCCUPATI ONAL COVPLETI ON PO NT - DATA CODE - E (225 Hours)

COPI ER/ PRI NTER | NSTALLER

DEMONSTRATE PROFI Cl ENCY | N | NSTALLATI ON OF COPlI ER SYSTEMS- - The
student will be able to:

14.01 Install and replace major office copier conmponents.
14.02 Performoffice copier systens checks.

14.03 Set up, and install office copier systens.

14.04 Perform cl eani ng and preventive mai nt enance on copiers.
14.05 Install copier related software.

DEMONSTRATE PROFI Cl ENCY | N | NSTALLATI ON OF PRI NTER SYSTEMS- - The
student will be able to:

15.01 install and replace major office printer conponents.
15.02 Performoffice printer systens checks.

15.03 Set up, and install office printing systens.

15.04 Install printer related software.

DEMONSTRATE PROFI Cl ENCY | N M NOR PREVENTI VE MAI NTENANCE OF PRI NTER
SYSTEMS- - The student will be able to:

16. 01 Perform cl eani ng and preventive mai nt enance on printers.
16. 02 Perform basic trouble shooting of printer systens.

DEMONSTRATE PROFI Cl ENCY | N M NOR PREVENTI VE MAI NTENANCE OF COPI ER
SYSTEMS- - The student will be able to:

17.01 Performcl eani ng and preventive mai nt enance of copier
syst ens.
17.02 Perform basic trouble shooting of copier systens.

OCCUPATI ONAL COVPLETI ON PO NT - DATA CODE - F (225 Hours)

COPI ER/ PRI NTER NMAI NTENANCE TECHNI CI AN

DEMONSTRATE PROFI Cl ENCY | N DI AGNOSI S AND REPAI R OF COPI ER SYSTEMS-
-The student will be able to:

18.01 Read and interpret schematics and bl ock diagrans of office.
18.02 Determ ne the status of el ectro-mechanical copier devices.
18.03 Determ ne the status of copier power supply systens.

18. 04 Renpve and repl ace copi er power supply.

18.05 Determne the status of copier control boards.

18. 06 renmpbve and repl ace defective copier control boards.

18.07 Determine the status of copier optical systens.

18. 08 Renpve and repl ace optical systens.

18.09 Calibrate optic and control systens.

18. 10 Determ ne status of fuse systens.

18. 11 Denpnstrate proficiency in installation of copier systens.
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19. 0 DEMONSTRATE KNOAMEDGE | N DI AGNCSI S AND REPAI R OF ELECTRO
MECHANI CAL SYSTEMS- - The student will be able to:

20.

0

Repair paper feed systens.

Denonstrate an understandi ng of copy transfer and fusing.
Denonstrate understandi ng of electro static charging.
Denonstrate an under st andi ng of devel opi ng.

Repair sorting systens.

Construct electrical connections.

Troubl e shoot keyboards.

Make m nor adjustments to keyboards and printing carriers.

DEMONSTRATE PRCFI CI ENCY I N REPAIR CF PRI NTI NG SYSTEMS- - The st udent

wi

20.

01

be able to:

Read and interpret schematics and bl ock diagrans of printing
syst ens.

Determ ne the status of electro nmechanical printer devices.
Determ ne the status of printer power supply systens.

Renove and repl ace printer power supply.

Determ ne the status of printer control boards.

Renove and repl ace defective printer control boards.
Determ ne the status of fuse systens.

Denonstrate proficiency in initialization of printer

syst ens.
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July 2001
Fl ori da Departnment of Education
STUDENT PERFORMANCE STANDARDS

Course Title: Commer ci al Busi ness Machi ne Mai ntenance 1
Cour se Nunber: 8716010
Course Credit: 1
01.0 DEMONSTRATE PRCOFI Cl ENCY I N SOFTWARE FUNDAMENTALS- - The student will
be able to:
01.01 Apply OS conmands, syntax usage and paraneters.
01. 02 Denonstrate know edge of OS file storage, FAT tables, boot
record and di sk partition procedures.
01.03 Identify Os utilities for technical personnel
01.04 Denonstrate proficiency in protecting stored data.
01. 05 Denonstrate an understandi ng and i npl ementati on of virus
protection.
01. 06 Understand, control and custom ze OS drivers
01. 07 Understand conpression technol ogies for the trouble shooting
of related probl ens.
01. 08 Understand and apply procedures for nmenory managenent and
conput er environment configuri ng.
01.09 Denonstrate proficiency in the boot up process.
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July 2001
Fl ori da Departnment of Education
STUDENT PERFORMANCE STANDARDS

Course Title: Commer ci al Busi ness Machi ne Mai nt enance 2
Cour se Nunber : 8716020
Course Credit: 1

01.0 DEMONSTRATE PROFI G ENCY I N SOFTWARE FUNDAMENTALS- - The student wil |l

be able to:

01.10 Apply troubl eshooting techni ques for operating systens.

01.

01.

11

12

Descri be the fundanental s of advanced graphical user
interface (QUJ) operating network systens.
Denonstrate usage of third party software diagnostic tools.

DEMONSTRATE PRCFI Cl ENCY | N CUSTOVER RELATI ONS- - The student will be

able to:

02.

02.
02.

02.

02.
02.

02.

01

02
03

04

05
06

07

Descri be and denonstrate appropri ate personal hygi ene and
prof essi onal attire.

Descri be and denonstrate effective |istening techniques.
Descri be and apply techniques for instilling customner
confi dence and satisfaction

Descri be and apply techni ques for keeping the custoner

i nfornmned.

Descri be and apply effective foll ow up techniques.
Denonstrate discretion in interacting with custonmers in
field and retail environnments.

Denonstrate an understandi ng of basic conflict resol ution
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July 2001
Fl ori da Departnment of Education
STUDENT PERFORMANCE STANDARDS

Course Title: Commer ci al Busi ness Machi ne Mai nt enance 3

Cour se Nunber: 8716030

Course Credit: 1

03. 0 DEMONSTRATE APPROPRI ATE COVMUNI CATI ON SKILLS--The student will be
able to:

03.01 Wite logical and understandabl e statements, or phrases, to
accurately fill out forms and invoices commonly used in
busi ness and i ndustry.

03.02 Read and use graphs, charts, diagranms, tables, parts
manual s, and information sources commonly used in this
i ndust ry/ occupati onal area.

03.03 Read and follow witten and oral instructions.

03. 04 Answer and ask questions coherently and concisely.

03.05 Read critically by recogni zi ng assunptions and inplications
and by eval uating i deas.

03. 06 Denonstrate appropriate tel ephone/ comunication skills.

04.

0

DEMONSTRATE EMPLOYABI LI TY SKILLS--The student will be able to

Prepare a resune.

Conduct a job search

Secure information about a job

Identify and provide docunents, which nmay be required when
interviewing for a job.

Conplete a job application formcorrectly and conpletely.
Denonstrate conpetence in job interview techniques.
Identify and denonstrate appropriate responses to criticism
from enpl oyer, supervisor or other enpl oyees.

Identify and denonstrate acceptable work habits.
Denonstrate know edge of how to make job changes
appropriately.

Denonstrate know edge of enpl oyee heal th issues.
Denonstrate efficient organizational skills.

Denonstrate know edge of the “Florida Ri ght-To-Know Law' as
recorded in Florida Statutes Chapter 442
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July 2001
Fl ori da Departnment of Education
STUDENT PERFORMANCE STANDARDS

Course Title: Commer ci al Busi ness Machi ne Mai nt enance 4
Cour se Nunber : 8716040
Course Credit: 1

05.0 DEMONSTRATE PROFI C ENCY I N SCLDERI NG AND BASI C LABORATORY

06.

07.

0

0

PRACTI CES- - The student will be able to:

05.01 Apply proper Cccupational Safety Health Adm nistration
(OCSHA) safety standards.

05. 02 Make el ectrical connections.

05.03 Identify and use hand tools properly.

05.04 Identify and use power tools properly.

05. 05 Denonstrate acceptabl e sol dering techni ques.

05. 06 Denonstrate acceptabl e desol dering techni ques.

05.07 Denonstrate electrostatic discharge (ESD) safety procedures.

05. 08 Describe the construction of printed circuit boards (PCB's).

05.09 Explain the theoretical concepts of sol dering.

05.10 Denonstrate rework and repair techniques.

DEMONSTRATE PROFI CIENCY IN BASIC D.C. CIRCU TS--The student will
be able to:

06.01 Solve problenms in electronic units utilizing netric
prefixes.

06.02 Identify sources of electricity.

06. 03 Define voltage, current, resistance, power and energy.

06.04 Apply Ohmis | aw and power fornulas.

06.05 Read and interpret color codes and synbols to identify
el ectrical components and val ues.

06. 06 Measure properties of a circuit using volt-ohmneter (VOV
and digital volt-ohmneter (DVM and oscill oscopes.

06. 07 Conpute conductance and compute and neasure resistance of
conductors and insul ators.

06.08 Apply Ohnis law to series circuits.

06.09 Construct and verify operation of series circuits.

06.10 Anal yze and troubl eshoot series circuits.

06.11 Apply Ohmis law to parallel circuits.

06.12 Construct and verify the operation of parallel circuits.

06.13 Anal yze and troubl eshoot parallel circuits.

DEMONSTRATE APPROPRI ATE UNDERSTANDI NG OF BASI C MATH- - The st udent
wll be able to:

07.01 Solve problenms for volunme, weight, area and circunference
and perinmeter neasurenments for rectangles, square and
cyl i nders.

07.02 Measure tol erance(s) on horizontal and vertical surfaces
using millimeters, centinmeters, and feet and inches.

07.03 Add, subtract, multiply and divide using fractions, decimals
and whol e nunbers.

07.04 Determine the correct purchase price, to include sales tax
for a materials list containing a m nimumof six itens.

07.05 Denonstrate an understandi ng of federal, state and | oca
taxes and their conputation.
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08. 0 DEMONSTRATE APPROPRI ATE UNDERSTANDI NG OF BASI C SClI ENCE- - The
student will be able to:

09.

0

08.

08.

08.

08.

08.

08.

08.

01

02

03

04

05

06

07

Denonstrate an understandi ng of the effects of tenperature
extremes and noi sture content in regards to electronic

equi prrent .

Denonstrate an understandi ng of the inpact and effects of

el ectrostatic discharge (ESD), power surges, grounding, and
lighting strikes.

Apply the scientific nethod to draw concl usi ons or make

i nferences from data

Denonstrate deductive reasoning techni ques when

t roubl eshoot i ng.

Denonstrate an understandi ng of the effects of heat |oad and
ventilation in regards to el ectronic equi pnent.

Identify safety and health related issues, including
exposure to work related chenicals and hazardous materi al s,
and denonstrate the appropriate precauti onary neasures.
Denonstrate an understandi ng of environnental inpact and
regul ations in regards to the appropri ate di sposal of

el ectroni c equi prent .

DEMONSTRATE PRCFI CI ENCY I N BASI C AC O RCU TS--The student will be

able to:

09.01 Identify properties of an AC signal
09.02 Identify AC sources.
09. 03 Anal yze and nmeasure AC signals utilizing VOM DVM
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Course Title: Commer ci al Busi ness Machi ne Mai nt enance 5
Cour se Nunber : 8716050
Course Credit: 1

10.0 DEMONSTRATE PROFI Cl ENCY | N COWUTER SYSTEMS ARCHI TECTURE- - The

student will be able to:

10.
10.

10.
10.

01
02

03
04

Draw and expl ain systens configuration in block detail.
Per f or m personal conputer systemtear-down, cleaning and

i nspecti on.

Upgrade and troubl eshoot a variety of notherboards.
Denonstrate know edge of bus systens and processor
architecture.

Under stand and troubl eshoot nenory and cache systens.
Under st and, troubl eshoot and repl ace power supply systens.
Tr oubl eshoot a m croconputer system

Denonstrate system upgradi ng techni ques.
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STUDENT PERFORMANCE STANDARDS

Course Title: Commer ci al Busi ness Machi ne Mai nt enance 6
Cour se Nunber: 8716060
Course Credit: 1
11.0 DEMONSTRATE PROFI ClI ENCY I N PERI PHERAL EQUI PMENT- - The student will
be able to:
11. 01 Denpnstrate an understandi ng of input/output devices.
11.02 ldentify and define serial and parallel interface standards.
11. 03 Troubl eshoot and replace video di splay hardware and
noni tors.
11. 04 Troubl eshoot, install and upgrade tel ecommuni cati ons devices
and adapter cards.
11. 05 Troubl eshoot, install and upgrade multinmedi a hardware and
sof t war e.
11. 06 Troubl eshoot, install and upgrade hard drives and CD ROVS.
11. 07 Troubl eshoot and install tape and other nmass data storage
devi ces.
11. 08 Troubl eshoot, install and maintain printers.
11. 09 Denpnstrate professional connector assenbly procedures.
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Course Title: Commer ci al Busi ness Machi ne Mai nt enance 7
Cour se Nunber : 8716070
Course Credit: 1

12. 0 DEMONSTRATE PROFI CI ENCY | N ELECTRONI C | NFORMATI ON EXCHANGE- - The

student will be able to:

12.

12.

12.

12.

12.

12.

01

02

03

04

05

06

Install, connect and maintain network clients and

peri pherals to various network operating systens.
Denonstrate use of file systenms commands and utilities on a
net wor k server.

Denonstrate setup configuring and sharing of user security,
file, printer and network resources.

Denonstrate setup configuring and troubl eshooti ng network
applications on the server.

Denonstrate setup configuring and backup operation on the
server or clients.

Denonstrate proficiency in performng hel p desk support for
a network conmputer system

Connect and configure conputers for network connectivity.
Per f or m basi ¢ network system mai nt enance.

Descri be use and system mai nt enance of a WAN and

t el econmuni cati ons system

Perform procedures related to adm nistration of a secure
net wor K.

Denonstrate knowl edge of the Internet WAN system
Denonstrate know edge of network protocols.

Denonstrate know edge of fundanentals of an internet system
Denonstrate know edge of tel econmunications services and

st andar ds.

Un-install, configure and troubl eshoot Internet/Internet
access by using browsers.
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Course Title: Commer ci al Busi ness Machi ne Mai nt enance 8
Cour se Nunber : 8716080
Course Credit: 1

13.0 DEMONSTRATE PROFI CENCY I N SITE REQUI REMENTS AND CONSI DERATI ONS- -

The student will be able to:

Denonstrate know edge of data communication test equi pnent.
Denonstrate know edge of tel econmunication wiring systens.
Denonstrate know edge of cable and LAN topol ogy.

Denonstrate knowl edge of hubs, switches and routers.

Cal cul ate and determ ne power requirenents.

Cal cul ate and determ ne requirenments of the working

envi ronnent .

Install, configure and troubl eshoot LAN cable systens

(twi sted pair, coax, or fiber).

Configure and troubl eshoot patch bay, hubs and transceivers.
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Course Title: Commer ci al Busi ness Machi ne Mai nt enance 9
Cour se Nunber : 8716090
Course Credit: 1

14.0 DEMONSTRATE PROFI Cl ENCY | N | NSTALLATI ON OF COPI ER SYSTEMs- - The

student will be able to:

14.01 Install and replace major office copier conmponents.
14.02 Performoffice copier systens checks.

14.03 Set up, and install office copier systens.

14.04 Perform cl eani ng and preventive mai nt enance on copiers.
14.05 Install copier related software.

DEMONSTRATE PROFI Cl ENCY | N | NSTALLATI ON OF PRI NTER SYSTEMS- - The
student will be able to:

15.01 install and replace major office printer conponents.
15.02 Performoffice printer systens checks.

15.03 Set up, and install office printing systens.

15.04 Install printer related software.

DEMONSTRATE PROFI Cl ENCY | N M NOR PREVENTI VE MAI NTENANCE OF PRI NTER
SYSTEMS- - The student will be able to:

16. 01 Perform cl eani ng and preventive mai nt enance on printers.
16. 02 Perform basic trouble shooting of printer systens.

DEMONSTRATE PROFI Cl ENCY | N M NOR PREVENTI VE MAI NTENANCE OF COPI ER
SYSTEMS- - The student will be able to:

17.01 Performcl eani ng and preventive mai nt enance of copier
syst ens.
17.02 Perform basic trouble shooting of copier systens.
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STUDENT PERFORMANCE STANDARDS

Course Title: Commer ci al Busi ness Machi ne Mai nt enance 10
Cour se Nunber: 8716100
Course Credit: 1
18.0 DEMONSTRATE PROFI Cl ENCY I N REPAI R OF COPI ER SYSTEMS-- The student
will be able to:
18.01 Read and interpret schematics and bl ock diagrans of office.
18.02 Determne the status of electro mechanical copier devices.
18.03 Determ ne the status of copier power supply systens.
18. 04 Renpbve and repl ace copi er power supply.
18.05 Determne the status of copier control boards.
18. 06 renmpbve and repl ace defective copier control boards.
18.07 Determine the status of copier optical systens.
18. 08 Renpbve and repl ace optical systens.
18.09 Calibrate optic and control systens.
18. 10 Determ ne status of fuse systens.
18. 11 Denpnstrate proficiency in installation of copier systens.

19.

0

DEMONSTRATE KNOALEDGE | N THE REPAI R OF ELECTRO MECHANI CAL SYSTEMS-

-The student will be able to:

Repair paper feed systens.

Denonstrate an understandi ng of copy transfer and fusing.
Denonstrate understandi ng of electro static charging.
Denonstrate an under st andi ng of devel opi ng.

Repair sorting systens.

Construct electrical connections.

Troubl e shoot keyboards.

Make m nor adjustments to keyboards and printing carriers.
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Course Title: Commer ci al Busi ness Machi ne Mai ntenance 11
Cour se Nunber: 8716110
Course Credit: 1
20. 0 DEMONSTRATE PRCOFI Cl ENCY I N REPAIR OF PRI NTI NG SYSTEMS- - The st udent
will be able to:
20.01 Read and interpret schematics and bl ock diagranms of printing
syst ens.
20.02 Determine the status of electro nechanical printer devices.
20.03 Determine the status of printer power supply systens.
20. 04 Renove and replace printer power supply.
20.05 Determine the status of printer control boards.
20.06 Renove and replace defective printer control boards.
20.07 Determine the status of fuse systens.
20.08 Denonstrate proficiency in initialization of printer

syst ens.
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