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Course Description:

The need for qualified office workers continues to increase annually.  In business, Technology students will explore various software packages and basic web design.  In addition, they will learn to prepare a resume and cover letter.  
	STUDENTS SHOULD KNOW
	STUDENTS SHOULD BE ABLE TO DO

	Unit 1: Current Word Processing Software (Word)
Unit 1: Current Word Processing Software (Word) – Cont.

	Enabling Competencies:

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

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

· 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.

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 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.


	Unit 2:  Web Site Development and Macromedia Dreamweaver 8

Unit 2:  Web Site Development and Macromedia Dreamweaver 8 – Cont.


	Enabling Competencies:
· Students will understand the significance of the Internet and its associated terms.

· Students will understand the World Wide Web and its associated terms.

· Students will understand the differences between the Internet and the World Wide Web.

· Students will understand the difference between a Web page and a Web site.

· Students will understand what a Web browser is and identify their main features.

· Students describe nine types of Web sites.

· Students will understand how to plan, design, develop, test, publish, and maintain a Web site.

Integration Skills:

· Students will demonstrate and discuss how significant the Internet and its associated terms.

· Students will demonstrate and discuss what the World Wide Web and its associated terms

· Students will discuss the differences between the World Wide Web and the Internet.
· Students will discuss the differences between a Web page and a Web site.

· Students will demonstrate and identify what a Web browser is and their main features.
· Students will discuss and list the nine types of Web sites.

· Student will demonstrate how to plan, design, develop, test, publish, and maintain a Web site.



	Unit 3:  Creating a Dreamweaver Web Page and Local Site
Unit 3:  Creating a Dreamweaver Web Page and Local Site – Cont.

	Enabling Competencies:

· Students will describe what Dreamweaver 8 is.

· Students will describe how to start Dreamweaver 8 and what the Dreamweaver workspace consists of.

· Students will define a local site.

· Students will understand how to save a Web Page and prepare a workspace.

· Students will understand how to add a background image.

· Students will understand how to add text to a Web page.

· Student will understand how to format text and change a web title.
· Students will understand how to check spelling, preview and printing a Web page.

Integration Skills:

· Students will demonstrate how to use Dreamweaver 8, how to start, save, and prepare a workspace.
· Students will demonstrate how to add a background image, add text, and how to format text and to change a web title.

· Students will demonstrate how to check for spelling errors, preview and print a Web page.

	Unit 4:  Adding Web Pages, Links, and Images
	Enabling Competencies:

· Students will understand how to manage a Web site.

· Students will understand what the files panel is.
· Students will understand how to format images.

· Students will understand different types of links.

· Students will understand source code and how to modify it.

Integration Skills:

· Students will demonstrate how manage a Web site.
· Students will demonstrate how to manipulate the files panel.
· Students will demonstrate how to format images, liking different types of links.
· Students will demonstrate what source code is and will modify the source code.


	Unit 5:  Tables and Page Layout
Unit 5:  Tables and Page Layout – Cont.
	Enabling Competencies:

· Students will understand and plan a page layout.
· Students will understand how to add a page to a Web site.

· Students will understand tables.
· Students will understand standard mode and layout mode.

Integration Skills:

· Students will demonstrate and sketch out a plan for a Web page layout.
· Students will demonstrate how to add a page to a Web site.
· Students will demonstrate inserting a table.
· Students will demonstrate how to manipulate standard mode and layout mode.



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


Microsoft Office 2003 Specialist Certification; Paradigm Publishing  

Macromedia Dreamweaver 8; Thomson Course Technology.
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