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Course Overview:


Grade Level:  10-12.  One Semester.



Prerequisite:   Keyboarding



This course will provide instruction on a variety of electronic office equipment.  The 

curriculum will vary from school to school based on what equipment and software is available in each building. Programs will vary as new versions are released.  Students will be provided with hands-on experience in operating network computers for such activities as electronic calendaring and electronic mail.  Other, more traditional activites will use the ten-key calculator and electronic typewriter.  It is designed to prepare students for entry-level positions in the electronic office.  An excellent class for those students who plan either to work immediately upon graduation from high school or to work their way through college.  This class is the related course for Cooperative Office Education.  May be taken four times in order to complete training on more advanced levels of the available equipment and software.  Not all units can be completed in one semester.

	Major Instruction Units
	Student Competencies/Outcomes

	Unit 1:  Word Processing using current software.
	Enabling Competencies:

1.1   Correctly use terminology related to    word processing.

1.2   Demonstrate knowledge of entering, editing, and formatting text.

1.3   Demonstrate basic to more complex functions of word processing used in the office and home.

1.4 Prepare documents in finished form.

Integration Skills:
  1.1a   Able to use appropriate software to prepare documents and to solve problems familiar with common applications of technology in the workplace as called for in the RFW. 

1.2a  Acquire and uses information as called for in the SCANS.

1.3a  Applying what is learned as called for in RFW.

1.4a  Productive/adequate output of work and knowing how to learn as called for in RFW



	Unit 2:  Spreadsheets using current software.
	Enabling Competencies:

2.1 Correctly use terminology related to spreadsheets.

2.2 Use spreadsheets to solve problems in various business areas.

2.3 Produce readable analysis of data. 

Integration Skills:
  2.1a  Able to use appropriate software to prepare documents and to solve problems familiar with common applications of technology in the workplace as called for in RFW.  

   2.2 a  Perform basic computations and approaches practical problems by choosing appropriately from a variety of mathematical techniques as called for in SCANS.

  2.3A  Know how to learn and produce adequate output of work as called for in RFW.



	Unit 3:  Desktop Publishing using current software.
	Enabling Competencies:

3.1 Correctly use terminology related to desktop publishing.

3.2 Combine graphics and text to design documents such as flyer, newsletters, letterhead, brochures.

Integration Skills:
  3.1a –3.2a

            Seeing things in the mind’s eye – organizes and processes symbols, pictures, graphs, objects and other information as called for in SCANS.



	Unit 4:  Database using current software
	Enabling Competencies:

4.1 Correctly use terminology related to database.

4.2 Demonstrate knowledge of organizing and setting up of a database.

4.3 Demonstrate knowledge of entering and summarizing date in database.

4.4 Prepare finished reports.

Integration Skills:
  4.1a   Able to use database software to  prepare reports found in the work place as called for in RFW.

  4.2a  Acquires and uses information as called for in SCANS.

  4.3a  Applies what is learned as called for in RFW.

  4.4a  Productive/adequate output of work and knowing how to learn as called for in RFW. 



	Unit 5:  Presentation Graphics using current software
	Enabling Competencies:

5.1 Correctly use terminology related to presentation graphics.

5.2 Combine graphics, text, and sound to create slides.  

Integration Skills:
  5.1a – 5.2a  Seeing things in the mind’s eye, organizes and processes symbols, pictures, graphs, objects and other information as called for in SCANS 



	Unit 6:  Traditional Skills such as:

· Ten-key

· Electronic typewriter

· Filing

· Telephone

· Transcription Machines

· Business Simulations
	Enabling Competencies:

6.1 Correctly use terminology related to the various units.

6.2 Productive/adequate output of work – shows initiative; is ambitious; figures out how to get the job done; works as efficiently as possible to get the job done.

6.3 Participates as a member of a team – contributes to group effort.

6.4 Teaches others new skills.

Integration Skills:
  6.1a    Applying what is learned – possess various skills, reasoning, analysis, and problem solving as called for in RFW

  6.2a  Performs tasks in the prescribed manner as called for in RFW.

  6.3a  Able to see long term results of efforts on the job and willing to put in time and effort before expecting an acknowledgment as called for in RFW (Ready for Work).
  6.4a  Sociability – demonstrates understanding, friendliness, adaptability, empathy, and politeness in group settings as called for ins SCANS.



	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.
	


