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Grade Level:
10-12, One Semester.  1 ½ elective credits

Prerequisite:
Completion of Business Technology & Web Design

UAA Tech Prep/Articulation:
Yes



Certification:

Microsoft Office Specialist (MOS) Expert Level Certification (National certification test may be taken independently at student’s expense after completing the course)

Academic Credit:
0.5 English Elective Credit upon completion of two semesters.
Course Description:
Being enrolled in Business Technology & Web Design 2 course students can earn one-half English elective credit to be applied toward graduation as well as the 1 elective credit OR 1 ½ elective credit.  Job entry opportunities:  Court Clerk; typist/work processor; general office clerk; customer service representative; insurance clerk; order clerk; library assistant; personnel clerk; credit and loan clerk; data entry operator; office machine operator; receptionist; telephone operator; hotel desk clerk; mail clerk.  The students will be working toward the MOS certification on the Expert Level.  In addition to preparing for the certifications, students will be working on several projects that will integrate all aspects of the Microsoft Office bundle including written papers, presentations, and graphics.
	STUDENTS SHOULD KNOW

Unit 1:  Worker Traits

Unit 1:  Work Traits – Cont. 


	STUDENTS SHOULD BE ABLE TO DO

Enabling Competencies:

· Students will discuss assigned office tasks.

· Discuss appropriate reference materials to answer software questions.

· Discuss working with others in an office setting.

· Discuss office practices to include following instructions on assigned office tasks.

· Discuss work ethic and employer’s expectations.

· Discuss completing tasks efficiently and in a timely manner.

Integration Skills:
· Students will demonstrate completed office tasks.

· Students will demonstrate appropriate reference materials used to answer software questions.

· Students will demonstrate working safely with others in an office setting.

· Students will demonstrate practices to include following instructions on assigned office tasks.

· Students will demonstrate work ethic and employer’s expectations.

· Students will demonstrate completing tasks efficiently and in a timely manner.

	Unit 2: General Office Skills

Unit 2: General Office Skills – Cont.

	Enabling Competencies:
· Students will master typing skills necessary for production in the modern office setting.

· Students will understand proper office telephone etiquette.

· Students will master office production work with few or no errors.

· Students will proofread and make corrections.

· Students will understand how to operate a facsimile machine.

· Students will understand how to choose appropriate software for given jobs.

Integration Skills:
· Students will demonstrate master typing skills necessary for production in the modern office setting.

· Students will demonstrate proper office telephone etiquette.

· Students will demonstrate master office production work with few or no errors.
· Students will demonstrate proofreading skills and make corrections.

· Students will demonstrate how to operate a facsimile machine.

· Students will demonstrate how to choose appropriate software for given jobs.



	Unit 3: Basic Network Skills


	Enabling Competencies:
· Students will understand how to long on and off a computer network using assigned user ID. 

· Students will understand how to access computer mail to receive and send electronic messages.

· Students will understand how to access appropriate software from a network menu.

· Students will understand how to do minor troubleshooting to determine printer/network connection problems.

Integration Skills:
· Students will demonstrate how to long on and off a computer network using assigned user ID. 

· Students will demonstrate how to access computer mail to receive and send electronic messages.

· Students will demonstrate how to access appropriate software from a network menu.

· Students will demonstrate how to do minor troubleshooting to determine printer/network connection problems.



	Unit 4: Current Word Processing Software 
Unit 4: Current Word Processing Software (Word) – Cont.
Unit 4: Current Word Processing Software (Word) – Cont.

	Enabling Competencies:

· Students will master how to save, edit and print memos, letters, and reports.

· Students will master how to format documents (margins, tabs, line spacing, indenting, numbering and bulleting).
· Students will understand how to use document enhancement.

· Students will understand how to use required space, hyphen, and required page break.

· Students will manipulate text within documents by using find, search/replace, move copy drop caps and auto format.

· Students will understand how to save to various drives to include retrieving, coping, deleting, moving and renaming folders.

· Students will understand how to use spell and grammar check, thesaurus, hyphenation, word count passwords, and help.

· Students will understand how to enhance text by changing font size and font face.

· Students will understand how to create, add files and delete folders.

· Students will understand how to create, edit, delete, and suppress headers, footers, and page numbers.

· Students will understand how to create and/or edit columns and templates.

· Students will understand how to create, format, and print business envelopes.

· Students will understand how to create, edit and print standard business and personal envelopes and labels.

· Students will understand how to create, edit save and play macros.

Integration Skills:
· Students will demonstrate how to save, edit and print memos, letters, and reports.

· Students will demonstrate how to format documents (margins, tabs, line spacing, indenting, numbering and bulleting).
· Students will demonstrate understand how to use document enhancement.

· Students will demonstrate how to use required space, hyphen, and required page break.

· Students will demonstrate text manipulation within documents by using find, search/replace, move copy drop caps and auto format

·  Students will demonstrate how to save to various drives to include retrieving, coping, deleting, moving and renaming folders.

·  Students will demonstrate how to use spell and grammar check, thesaurus, hyphenation, word count passwords, and help.

· Students will demonstrate how to enhance text by changing font size and font face. Students will demonstrate how to create, add files and delete folders.

· Students will demonstrate how to create, edit, delete, and suppress headers, footers, and page numbers.

· Students will demonstrate how to create and/or edit columns and templates.

· Students will demonstrate how to create, format, and print business envelopes.

· Students will demonstrate how to create, edit and print standard business and personal envelopes and labels.

· Students will demonstrate how to create, edit save and play macros.



	Unit 5: Current Word Processing Software (Word Expert)
Unit 5: Current Word Processing Software (Word Expert) – Cont. 

	Enabling Competencies:

· Students will master all functions of beginning segment.

· Students will understand how to merge documents and sorting and selecting data.
· Students will understand how to format with macros and styles.
· Students will understand how format with special features adding visual appeal to documents.
· Students will understand how to work with shared documents.
· Students will understand how to create specialized tables and indexes.
· Students will understand how to prepare and protect forms and sharing data.
Integration Skills:
· Students will demonstrate mastery of all functions of beginning segment.

· Students will demonstrate how to merge documents and sorting and selecting data.

· Students will demonstrate how to format with macros and styles.

· Students will demonstrate how format with special features adding visual appeal to documents.

· Students will demonstrate how to work with shared documents.

· Students will demonstrate how to create specialized tables and indexes.

· Students will demonstrate how to prepare and protect forms and sharing data.

	Unit 6: Spreadsheets (Excel Expert)
Unit 6: Spreadsheets (Excel Expert) – Cont. 
	Enabling Competencies:

· Students will understand how to format Excel worksheets using advanced formatting techniques.

· Students will understand how to work with templates and workbooks.

· Students will understand how to work with lists.

· Students will understand how to use Excel’s analysis tools.

· Students will manage and audit worksheets.

· Students will understand how to collaborate with workbooks

· Students will understand how to import and export data.

Integration Skills:
· Students will demonstrate how to format Excel worksheets using advanced formatting techniques.

· Students will demonstrate how to work with templates and workbooks.

· Students will demonstrate how to work with lists.

· Students will demonstrate how to use Excel’s analysis tools.

· Students will demonstrate how to manage and audit worksheets.

· Students will demonstrate how to collaborate with workbooks

· Students will demonstrate how to import and export data.

	Unit 7: Database (Access Expert)
Unit 7: Database (Access Expert) – Cont.


	Enabling Competencies:

· Students will understand how to create and modify advanced tables.

· Students will understand how to create and modify forms.

· Students will understand how to refine querries.

· Students will understand how to use advanced report features.

· Students will understand how to define relationships.

· Students will understand how Access tools.

· Students will understand how to create database applications.

· Students will understand how to use data from the Internet and other sources.

Integration Skills:
· Students will demonstrate how to create and modify advanced tables.

· Students will demonstrate how to create and modify forms.

· Students will demonstrate how to refine querries.
· Students will demonstrate how to use advanced report features.

· Students will demonstrate how to define relationships.

· Students will demonstrate how Access tools.

· Students will demonstrate how to create database applications.

· Students will demonstrate how to use data from the Internet and other sources.

	Unit 8: Publisher

Unit 8: Publisher – Cont.

Unit 8: Publisher – Cont.
	Enabling Competencies:

· Students will understand how to create, edit, revise and print and view publications.
· Students will understand how to apply color schemes and font schemes
· Students will understand how to create a sign and flyer while using spelling, autocorrect and thesaurus.
· Students will understand how to create a newsletter and brochure.
· Students will understand how to import Word and Excel text and converting text into Publisher.
· Students will understand how to draw lines, shapes, rotation, aligning, creating borders.
· Students will understand how to use special formatting such as fills and patters to objects, gradients, tints and shades, texture and recoloring objects.
· Students will understand how to group objects, align multiple objects, nudging, cropping, layer and create a master page.
· Students will understand how to create a watermark, use kerning, tracking and scaling.
· Students will understand how to create a table, a table of contents and linking files in two software applications.
· Students will understand how to create invitation cards, business cards, resume, business forms and letterheads, banners, calendars, advertisements, award certificates, gift certificates, menus, labels and using mail merges.
· Students will understand how to create pages for a web site, previewing the page, use design checker, saving web pages as HTML, animated objects, converting newsletters and brochures to web page and adding electronic forms to the web site.
Integration Skills:

· Students will demonstrate how to create, edit, revise and print and view publications.
· Students will demonstrate how to apply color schemes and font schemes
· Students will demonstrate how to create a sign and flyer while using spelling, autocorrect and thesaurus.
· Students will demonstrate how to create a newsletter and brochure.
· Students will demonstrate how to import Word and Excel text and converting text into Publisher.
· Students will demonstrate how to draw lines, shapes, rotation, aligning, creating borders.
· Students will demonstrate how to use special formatting such as fills and patters to objects, gradients, tints and shades, texture and recoloring objects.
· Students will understand how to group objects, align multiple objects, nudging, cropping, layer and create a master page.
· Students will demonstrate how to create a watermark, use kerning, tracking and scaling.
· Students will demonstrate how to create a table, a table of contents and linking files in two software applications.
· Students will demonstrate how to create invitation cards, business cards, resume, business forms and letterheads, banners, calendars, advertisements, award certificates, gift certificates, menus, labels and using mail merges.
· Students will demonstrate how to create pages for a web site, previewing the page, use design checker, saving web pages as HTML, animated objects, converting newsletters and brochures to web page and adding electronic forms to the web site.

	Unit 9:  Dreaweaver 8 – Creating and Using Interactive Forms
	Enabling Competencies:

· Students will understand how forms work.
· Students will understand basic form design and Web Pages.
· Students will understand the principles of form objects and behaviors.
Integration Skills:

· Students will demonstrate how forms work.
· Students will design a form and Web Page.
· Students will demonstrate form objects and behaviors.


	Unit 10:  Dreaweaver 8 – Creating Templates and Style Sheets

Unit 10:  Dreaweaver 8 – Creating Templates and Style Sheets – Cont.
	Enabling Competencies:

· Students will understand workplace organization.
· Students will understand the use of templates in Dreamweaver.
· Students will be introduced to style sheets.
Integration Skills:

· Students will demonstrate workspace organization.
· Students will create, save, edit, design, add and display templates.
· Students will demonstrate the use of HTML styles, cascading style sheets, conflicting styles, CSS styles panel, style sheets and maintenance, and expanded tables mode.

	Unit 11:  Dreaweaver 8 – Layers, Image Maps, and Navigation Bars
	Enabling Competencies:

· Students will understand how to copy data files to the local Web site, opening and closing Dreamweaver.
· Students will understand the use of layers and behaviors.
Integration Skills:

· Students will demonstrate copying data files to the local Web site.
· Students will demonstrate adding layers and behaviors.


	Unit 12:  Dreaweaver 8 – Page Layout and Frames
	Enabling Competencies:

· Students will understand advantages and disadvantages of frames, framesets and frame basics.
· Students will understand how to select and name frames and framesets.
· Students will understand how to format frames.
· Students will understand flash buttons.
Integration Skills:

· Students will list advantages and disadvantages of frames, framesets and frame basics.
· Students will demonstrate selecting name frames and framesets.
· Students will insert flash buttons.


	Unit 13:  Dreaweaver 8 – Animation and Behaviors

Unit 13:  Dreaweaver 8 – Animation and Behaviors – Cont.
	Enabling Competencies:

· Students will understand preparing the Web site.
· Students will understand the use of timelines.
Integration Skills:

· Students will demonstrate preparing the Web site.
· Students will demonstrate, insert, edit, add,  preview and linking timelines. 


	Unit 14:  Dreaweaver 8 – Media Objects
	Enabling Competencies:

· Students will understand the use of Macromedia Flash and Audio on the Web page.
Integration Skills:

· Students will demonstrate creating, adding, editing Flash Text and movies.



Recommended Resources:  (Textbooks, equipment, reference materials, supplies) 


Microsoft Word, Excel and Access 2003 Expert Certification; Paradigm 



Publishing  

Microsoft Publisher 2002; Paradigm Publishing

Various business-related Web Sites (constantly changing)


Macromedia Dreamweaver 8; Thomson Course Technology
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