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This course will continue to work with database, spreadsheet, and DTP/Presentation programs using current software programs.  Students will become proficient in the fundamentals of these applications as well as advanced functions as they apply to both personal and professional uses.  Relevant usage of the Internet and its applications to business will be explored as well as web page design and its applications for both personal and professional use.  Speed and accuracy are still highly stressed as are developing the skills to be proficient on the keypad.

	Major Instruction Units
	Student Competencies/Outcomes

	Unit 1:  Apply knowledge of DTP and/or multi-media presentation.
	Enabling Competencies:

1.1 Explain the functions, terminology and techniques of presentation software.

1.2 Identifies and applies principles and techniques of DTP design.

1.3 Use appropriate software to design, create, and import date/graphics/scanned images to format and produce a variety of applications.

Integration Skills:
1.1-3a Able to interpret information and take appropriate action as called for in RFW.

1. 1-3b Use technology and multi-media information as called for in RFW.

1. 1-3c Applies higher-level thinking skills as called for in RFW.



	Unit 2: Examine the opportunities and implications of telecommunications and the world wide web as it relates to business applications and practices.
	Enabling Competencies:

2.1 Defines, examines, discusses, and/or uses multi-media and telecommunications through the internet or other access points.

2.2 Demonstrates knowledge of and applications for web page design using appropriate software.

2.3 Understands and applies use of the internet in the areas of distance educations and life-long learning.

Integration Skills:
2.1a Uses technology to access information as called for in RFW.

2.1b Promotes life-long learning as called for in RFW.

2.1c Demonstrates initiative, integrity, ethics and appropriate social etiquette as called for in RFW.




Evaluation:

The evaluation of this course is performance based.  The students will submit documents demonstrating their ability to complete these competencies.  Observation by the instructor will validate that proper techniques are being used.

