ASD Course: Business Technology 8
 CIP #  

ASD Course #: M8500 
Date: June 2002

Grade level 8. One semester or one quarter depending upon the school.  Noted that one semester is recommended. 

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. Business technology offers an opportunity to develop keyboarding mastery and to experience and practice many advanced computer applications and electronic communications. Students will also access the internet for a variety of activities.  

Emphasis is placed on career exploration and the development of personal traits such as promptness, work habits, and individual responsibility. 

	Career Cluster Area:  Business & Administrative Services 
              Prerequisites:  None

Pathway: Business Education Technology


Occupational Skills Standards/Sources of Supporting Elements:   NBEA

Eligibility for Nationally Recognized Skill Certificate(s)/State License:  None known as of June 2002. 

Tech Prep:  Noted that none are available at this time.


	Alaska Content Standards
	Alaska Reading, Writing, Math, Performance Standards
	Performance Standards

(Learner Outcomes)
	   Assessment
	Alaska Employability Standards
	Occupational Skills Standards
	   Alaska Cultural 

Standards
	All Aspects of 

Industry

	TECH

A.1,2

LA

A2

MATH

B7
	MATH

A3.3.2

W3.3

W3.4a
	Keyboarding:

· Practice proper keyboarding techniques;

· Improve speed and accuracy;

· Calculate words per minute;

· Proofread and finalize business documents.


	P/P

Test
	A2
	NBEA

SCANS
	B3
	IWE

4, 5, 9

	LA A2,5,7

C5

MATH

A1)a

TECH

A1,2

D1,2

E7
	W3.3

W3.4a

R3.6

MATH

A3.3.2

	Word Processing:

· Demonstrate knowledge of terminology, input, editing, and formatting used in word processing;

· Prepare a variety of finished documents.


	Tea.

Obs.*
	A2
	NBEA

SCANS
	B3
	IWE   

4, 5, 9

	LA

A, C1-4

MATH

B6,7

ARTS

A3

TECH

A1,2

D
	R3.6

W3.3

W3.4a

MATH

A3.3.2

A6.3.2
	Desktop Publishing:

· Demonstrate knowledge of terminology related to desktop publishing;

-      Prepare a variety of finished projects.                
	Tea.

Obs.*
	A2
	NBEA

SCANS
	B3
	IWE

4, 5, 9

	MATH

A

B 1,4

C1

E3

TECH

A1,2

C

LA

A7

B
	MATH

A6.3.2 C1.3.3

R3.4

R3.6

W3.3


	Spreadsheets:

· Demonstrate knowledge of terminology related to spreadsheets;                    

· Develop readable spreadsheets.


	Tea.

Obs.*
	A2
	NBEA

SCANS
	B3
	IWE

4, 5, 9

	MATH 

A1)a, E3

LA  

A2,5,7

TECH 

A1,2

C3

E7


	R3.6

W3.3

MATH

A3.3.2


	Databases:

· Demonstrate knowledge of terminology related to database;

· Demonstrate knowledge of setting up, organizing, entering data, and summarizing data in a database;

· Use data in a form letter.    


	Tea.

Obs.*
	A2
	NBEA

SCANS
	B3
	IWE

4, 5, 9

	TECH A1-3

B1,2

ARTS

A3

MATH

A3
	R3.6

MATH

A3.3.2

A6.3.2

C1.3.1


	Graphics:

-     Correctly use terminology related to

graphics;                                          

-     Use and create graphics to enhance projects.


	Tea.

Obs*
	A2
	NBEA

SCANS
	B3
	IWE

4, 5, 9

	TECH

A1,2 ,D

LA

A

C1-4
	R3.4

R3.6

W3.3

W3.4a

W3.5

W3.6
	Multi-Media:

      -       Correctly use terminology related to various multi-media programs;

       -      Create finished projects.
	Tea.

Obs.*
	A2
	NBEA

SCANS
	B3
	4, 5, 9

	LA

A
TECH 

D, E

MATH

A3

B1,6

C1

E3

 
	W 3.3

W3.4a

R3.6

MATH

A3.3.2

C1.3.3


	Development of Skills Related to Office Technology:

-      Demonstrate basic knowledge of  ten-key; filing;  e-mail; and/or cashiering;  

 
	Tea.

Obs.*
	A2
	NBEA

SCANS
	B3
	IWE

4, 5, 9

	LA

A2,5,6,7

C1-4

ARTS

A3

TECH

A1-3

B1,2

C2,3

D

E7
	R3.6

W3.3

W3.4a
	Webpages:

· Correctly use terminology related to webpages;

· Plan and design a website for a specific purpose;

· Create links to all the pages in the website.


	Tea.

Obs.*
	A2
	NBEA

SCANS
	B3
	IWE

4, 5, 9

	LA

A5

B1

TECH

A1-3

B, D, E5

WORLD

LANG

C2,3
	R3.4

W3.3

W3.4
	Career Pathways:

     -     Explore various careers in the business world.
	Tea.

Obs.*
	A1,2

B1,2
	NBEA

SCANS
	B3, D6
	IWE

4, 5, 6, 9


*Teacher observations of final projects.

Recommended Resources:  

Textbooks:


Dostal, June.  Learning to Keyboard.  New York:  West Publishing Company, 1993.

Gross, Maureen, Jones, Dallas and Latess, Tony.  HyperStudio:  Software for a Mediacentric World Tutorial.  Robert Wagner Publishing, Inc., 1988 - 1997.

Kelly-Plate, Joan and Volz-Patton Ruth.  Exploring Careers. New York:  Glencoe/McGraw-Hill, 2000.

Robinette, Michelle.  Macs for Teachers, 3rd. Ed. Chicago, IL:  IDG Books Worldwide, Inc., 1997.

Rice, Arlene.  Computer Applications and Keyboarding.  New York:  Glencoe/McGraw-Hill, 1998.

Sherron, JoAnn, Ed.D.  and Sherron, Ronald, Ph.D.  EMC Keyboarding and Applications.  St. Paul:  EMC Publishing, 1993.

Wang, Wallace and Parker, Roger C.  Microsoft Office 2000 for Windows for Dummies.  New York:  Hungry Minds, Inc., 1999.

Activity Workbooks:


Caughlin, Janet.  ClarisWorkshop for Students.  Gresham, OR:  Visions Technology in Education, 1995.

Hohenstein, Wendy and Momorella, Maryanne.  Integrated Computer Projects.  Australia:  Southwestern/Thomson Learning, 2003.

Snodgrass, Mary Ellen.  Filling Out Forms.  Circle Pines, MN:  American Guidance Service, 1997.

Software:


Keyboarding:


Type to Learn.  New York:  Sunburst Communications, Inc., 1997. www.sunburst.com

All the Right Type.  Burnaby, BC, Canada:  Didatech Software, Ltd., 1996.  

ISBN 155030-156-X (Lab Pack for Mac)


Word Processing:

Appleworks

Microsoft Word


Multi-media/Video Production:


HyperStudio


Microsoft PowerPoint


Appleworks


Macromedia Flash


IMovie


Quicktime


FinalCut Pro


Spreadsheets:


Appleworks


Microsoft Excel


Databases:




Appleworks


Graphics and Desktop Publishing:




Appleworks




CADD


Webpages:




Adobe PageMill




Adobe PhotoDeluxe



Adobe PhotoShop Elements

State Standards: 

Content Standards for Alaska Students


Performance Standards for Alaska Students


Employability Standards for Alaska Students

Cultural Standards for Alaska Students

http://www.eed.state.ak.us/qschools/standards.html
All Aspects of Industry 


The Institute for Workforce Education (IWE)

 http://www.lx.org/iwe/Resources/All_Aspects.doc
Occupations Skills/Standards


National Business Education Standards (NBEA) www.nbea.org

http://www.nbea.org/curriculum/s_manage.html

Secretary's Commission on Achieving Necessary Skills (SCANS) 


 http://www.scans.jhu.edu/ns/html/Skills.htm 
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