Perry-Lecompton High School


Business Technology- Syllabus

	Instructor
	Mrs. Dugan
	E-mail
	sdugan@usd343.org


Contact Hours

I am available each day from 7:30 am—8:10 am, block days from 1:00-2:28, A day from 1:00-1:42.
Course Description:

This course provides an introduction to various office environment tasks, filling systems, computer applications, the use of calculators and other office technology equipment
Text(s):

Glencoe’s Office Technology Student Learning System 2000:  Includes:  Calculator., Gregg Reference Manual., Gregg Worksheets, 20,000+ Words., Worksheets for 20,000+ Words. , Quick Filing practice., English Skill Builders., Worksheets on Grammer, Develop Proofreading skills., Telephone Techniques, Machine Transcription., The Workbook Getting the Job You Want., Payroll, and Total Health Experience simulation-Glencoe/McGraw Hill.  Benchmark Series Microsoft Office Core Certification 2003—EMCParadigm.  Keyboarding with Computer Applications 2007—Glencoe/McGraw Hill and various different web applications.
Grading Scale:

USD 343 Grading Scale

A+ 
(100% & above)
B- 
(80%-82%)

A   
(93%-99%)
C+ 
(77%-79%)

A-  
(90%-92%)
C 
(73%-76%)

B+
(87%-89%)
C-
(70%-72%)

B
(83%-86%)
D+
(67%-69%)

D 
(63%-66%)
F
(59% & below)

D-
(60%-62%)


INC:  Student has not completed all the given requirements at this time.

Assignments missed while absent will be recorded as a “Zero” and will count toward their grade.  

Students have a minimum of 2 days for each day absent to submit missed work for credit.  

Should a student become ineligible they are guaranteed the opportunity in each class to raise their grade to become eligible in the following week.
Student Evaluation:


Tests: 50%

Homework/Assignments/Projects: 50%
Requirements:

Required to participate in lecture, demonstration, and individualized learning techniques.
Projects:

Available upon request.
Behavior Plan:

Classroom Expectations for all Classes

1) Respect

a.  Manage personal space.

b.  Listen while others speak.

c.  Avoid negative comments.

2)  Responsibility

      a.  Come to class prepared/punctual.


b.  Follow directions immediately.


c.  Ask for help as needed.


d.  Complete assignments promptly.


e.  Contribute positively to learning environment.

Consequences for choosing not to meet expectations:



1.  Reminder



2.  Warning



3.  Conference with teacher/verbal improvement plan.



4.  Removal from class/parent contact/written improvement plan.



5.  Referral to office.

Course Outline:

Fall Semester
1) Review Documents (Word, Excel 2003)

2) Editing Software

a. Movie Maker

b. Camtasia

c. Vegas

d. Photoshop

e. Audacity

3) iGoogle

a. G-mail

b. Google Calendar

c. Google page

d. Google documents

e. Web cam

4) Desktop Publishing

a. Digital Desktop publishing (textbook) activities

b. Scanners

c. Cameras

d. S.M.A.R.T. Board

e. Copier & fax equipment

f. Web page design

5) Information Literary

a. Research good and bad information/ advertisements from the internet

Spring Semester
2nd Semester

1) New students will be taught by the students from the previous semester

2) Apply Information

a. Redo 1st semesters projects but with advanced features

(editing software, igoogle, desktop pub)

3) Information Literary

State Standards:

COMMUNICATION ON THE JOB
P / F  Apply communication skills (oral, written, and electronic) and information 

          processing concepts necessary to gather, analyze, and present data

P / F  Read and comprehend written communications and information

P / F  Use correct grammar

P / F  Speak effectively with others

P / F  Use job-related terminology

P / F  Listen attentively

P / F  Write legibly

P / F  Follow written and oral directions

P / F  Ask questions

P / F  Locate information in order to accomplish task

DEMONSTRATING WORK BEHAVIOR ATTITUDES

P / F  Exhibit dependability

P / F  Exhibit punctuality

P / F  Exhibit honesty

P / F  Accept responsibility of job position

P / F  Demonstrate accuracy

P / F  Maintain emotional control

P / F  Practice time management

P / F  Interpret standard workplace policies related to:  personal discipline (personal 

          leave and absence)

P / F  Demonstrate proper business and computer ethics

MAINTAINING WORKING RELATIONSHIPS WITH OTHERS

P / F  Respond positively to criticism

P / F  Provide constructive criticism

P / F  Respond to praise

P / F  Provide praise

P / F  Demonstrate respect for others

P / F  Demonstrate support for others

P / F  Demonstrate loyalty to others

P / F  Demonstrate confidentiality

P / F  Accept and comply with directions

P / F  Accept responsibility for own actions

P / F  Perform as a team member

P / F  Utilize computerized accounting packages or appropriate application software

EMPLOYABILITY SKILLS

P / F   Demonstrate a capacity for self-evaluation and reflection

P / F  Compare the effectiveness of several leadership styles in a given situation

P / F  Demonstrate behaviors that lead to promotion in the modern workplace

P / F  Control emotions under demands of time, pressure, and opposition

HUMAN RELATION SKILLS

P / F  Perform a self-assessment:


a.  Personal goals


b.  Strengths/weaknesses


c.  Interests/talents

P / F  Demonstrate interpersonal skills:


a.  Tact and diplomacy


b.  Respect for others


c.  Positive attitude

HUMAN RELATIONS

P / F  Create and maintain effective  productive work relationships

P / F  Demonstrate time management skills

P / F  Demonstrate successful interviewing techniques 

P / F  Compose an interview follow-up letter
COMMUNICATIONS

P / F  Give written/oral directions (W: 1.3.7) (W: 1.3.10)

P / F  Follow written/oral directions (R: 1.4.5)

P / F  Using that e-mail connection, receive, save, decode attachments, and reply to e-mail.

P / F  Create e-mail messages and attach a file to the e-mail message

INFORMATION DISTRIBUTION

P / F  Reproduce and distribute documents and information

P / F  Send document via FAX/ modem

P / F  Process incoming mail

P / F  Process out-going mail

P / F  Process mail through postage machine

ORGANIZING AND PLANNING FUNCTIONS

P / F  Maintain appointment calendar using calendaring software

P / F  Compile material for meetings (R: 1.4.2)

DOCUMENT PRODUCTION

P / F  Create new documents using word processing software

P / F  Revise existing documents (W: 1.3.16) (W: 1.3.16) (W: 1.3.17)

P / F  Merge form letters (W: 1.3.7)

P / F  Search/replace data

P / F Spell check a document using software (W: 1.3.17)

P / F  Create a database

P / F  Edit a database (W: 1.3.15) (W: 1.3.16) (W: 1.3.17)

P / F  Edit a spreadsheet (W: 1.3.15) (W:1.3.16) (W: 1.3.17)

P / F  Insert graphic in document (M: 1.3.1A)

P / F  Key mailing labels and envelopes

JOB SEEKING SKILLS

P / F  Research and report on various business careers 

P / F  Prepare a resume

P / F  Compose and type employment-related letters 

P / F  Complete an application form

DESKTOP PUBLISHING

P / F  Define terms related to desktop publishing

P / F  Identify tools in toolbars and palettes

P / F  Use editing tools (e.g., copy, cut, paste)

P / F  Create master pages

P / F  Create, edit, and save style sheets

P / F  Adjust or change color in a layout

P / F  Create a text block

P / F  Import text files and word processing documents into publications

P / F  Determine and adjust type attributes ( e.g., bold, italics, underline)

P / F  Import graphics from various sources

P / F  Manipulate graphics

P / F Download graphic files from internet

P / F  Create a flyer with text and graphics

P / F  Create business forms (e.g., business cards, letterhead, desk notes)

P / F Create multipage, multicolumn documents (e.g., newsletters, magazine)

P / F  Create mailing pieces (e.g., product labels, business reply cards)

MEDIA PRESENTATION

P / F  Demonstrate fundamental skills of digital photography including capturing, downloading and processing digital images

P / F  Demonstrate an awareness of digital image file saving strategies

P / F  Demonstrate skills of image capturing using a digital flatbed scanner

FILE MANAGEMENT SKILLS

P / F  Create a directory of subdirectory (or folder)

P / F  Find a file located on a hard disk or other storage device.

P / F  Copy (move) files from one directory to another directory.

P / F  Rename or delete files and directories (or folders)

PREPARE DATA IN SPREADSHEETS (EXCEL)

P / F  Identify basic concepts: column, row, cell, sheet, and workbook

P / F  Enter data ( labels: values)

P / F  Create a worksheet

P / F  Save a workbook

P / F  Open a workbook

P / F  Print a workbook

P / F  Close a workbook and exit Excel

P / F  Select cells

P / F  Apply character formatting with the formatting toolbar and menu

P / F  Move through a worksheet

P / F  Preview a worksheet

P / F  Change column width and row height

P / F  Format data in cells

P / F  Format cells

P / F  Correct data in a cell

P / F  Erase contents of a cell

MAINTAIN AND ENHANCE WORKSHEET

P / F  Insert/delete rows and columns

P / F  Format a worksheet page

P / F  Complete a spelling check

P / F  Find and replace data in a worksheet

P / F  Sort data

INSERT FORMULAS IN A WORKSHEET

P / F  Use the auto sum button

P / F  Use auto fill

P / F  Write formulas with mathematical operators

P / F  Insert a formula with the paste function button

P / F  Plan a worksheet

PERSONAL LEADERSHIP SKILLS

COLLEGIALITY

P / F  Identify behaviors that lead to promotion in the modern workplace

STUDENT LEADERSHIP SKILLS

P / F  Identifying the purposes and goals of the student organization

P / F  Participate in course activities sponsored by the  student organization (e.g., meetings, programs, and other projects that require specialized skills and concepts)

P / F  Exhibit the role of leader in teamwork situations

P / F  Apply one or more problem-solving processes to a given situation(s)

P / F  Participate in team task:


a.    Process information


b.    Plan for action


c.    Complete team task on time

e. Propose alternative plans for action

d. Respond positively to ideas and suggestions

P / F  Identify leadership opportunities in the school, workplace and community

P / F  Define goals, identify priorities, and establish objectives for a project

P / F  Cooperate and compromise through teamwork and group participation

P / F Determine what leadership styles are appropriate from given situations

P / F  Analyze your own leadership style

P / F  Demonstrate initiative

CAREER DEVELOPMENT SKILLS

CAREER PLANNING

P / F  Apply self-assessment skills to the career decision-making process

LISTENING SKILLS

P / F  Follow oral instructions:


a.  Listen for steps or actions to be performed

b. Listen for clues regarding the order or sequence in which a task is preformed

P / F  Draw conclusions or make generalizations from another’s oral communication

P / F  Restate or paraphrase a conversation to confirm what was said

DECISION MAKING/PROBLEM SOLVING

P / F  Apply the steps in the decision making process

P / F  Utilize problem solving skills:


a.  Identify the problem for resolution


b.  Offer solutions to a problem


c.  Select a solution to a problem


d.  Implement an action plan

TIME MANAGEMENT

P / F  Identify influences on use of time

P / F  Set priorities or the order in which several tasks will be accomplished

P / F  Estimate the time required to perform activities needed to accomplish a specific task

P / F  Create a time plan for solving a problem

INTEGRATION OF ACADEMICS

LANGUAGE ARTS/ORAL COMMUNICATIONS

P / F  Use appropriate telephone techniques to gather and record information

P / F  Participate in group discussions for problem resolution

P / F  Organize and lead discussions

P / F  Answer questions in formal and informal situations

WRITTEN COMMUNICATIONS

P / F  Use acceptable standards for grammar, mechanics, and word usage

P / F  Write coherent business correspondence, instructions, descriptions, summaries, and reports using appropriate formats

P / F  Apply a variety of specific proofreading techniques to identify and correct errors

P / F  Proofread business documents to ensure that they are clear, correct, concise, complete, consistent, and courteous

MATHEMATICS

P / F  Decide whether a problem situation is best solved using computer, calculator, 

          paper and pencil, or mental arithmetic/estimation techniques

P / F  Construct and interpret tables, charts, maps, and/or graphs

P / F  Make inferences about data from tables, charts, and graphs

MATHMATICAL SKILLS AND CONCEPTS


OPERATIONS

P / F  Solve problems that involve whole numbers, decimals, and fractions including use of appropriate conversions when necessary (e.g., fractions to decimals or decimals to fractions)

P / F  Solve problems that involve percent, ratios, proportions including use of appropriate conversions when necessary (e.g., decimals to percents, percents to decimals, or ratios to percents)

Science

P / F  Explain how the advancement of technology enhanced the way telecommunications have affected our lives

P / F  Define artificial intelligence

 P / F  Describe how a bar code works

 P / F  Describe positive and negative impacts of technology on the environment

P / F  Assess the use of laser technology in modern society

P / F  Apply scientific method to solve problems

P / F  Identify scientific laws and principles that are applicable to business and office technology
Sources:  Competency Profile Suite CD and Competency Indexes for Business & Computer Technology Curriculum.
COMMUNICATION ON THE JOB
P / F  Apply communication skills (oral, written, and electronic) and information 

          processing concepts necessary to gather, analyze, and present data

P / F  Read and comprehend written communications and information

P / F  Use correct grammar

P / F  Speak effectively with others

P / F  Use job-related terminology

P / F  Listen attentively

P / F  Write legibly

P /F  Use telephone etiquette

P / F  Follow written and oral directions

P / F  Ask questions

P / F  Locate information in order to accomplish task

DEMONSTRATING WORK BEHAVIOR ATTITUDES

P / F  Exhibit dependability

P / F  Exhibit punctuality

P / F  Exhibit honesty

P / F  Accept responsibility of job position

P / F  Demonstrate accuracy

P / F  Maintain emotional control

P / F  Practice time management

P / F  Interpret standard workplace policies related to:  personal discipline (personal 

          leave and absence)

P / F  Demonstrate proper business and computer ethics

MAINTAINING WORKING RELATIONSHIPS WITH OTHERS

P / F  Respond positively to criticism

P / F  Provide constructive criticism

P / F  Respond to praise

P / F  Provide praise

P / F  Demonstrate respect for others

P / F  Demonstrate support for others

P / F  Demonstrate loyalty to others

P / F  Demonstrate confidentiality

P / F  Accept and comply with directions

P / F  Accept responsibility for own actions

P / F  Perform as a team member

P / F  Utilize computerized accounting packages or appropriate application software

EMPLOYABILITY SKILLS

P / F   Demonstrate a capacity for self-evaluation and reflection

P / F  Compare the effectiveness of several leadership styles in a given situation

P / F  Demonstrate behaviors that lead to promotion in the modern workplace

P / F  Control emotions under demands of time, pressure, and opposition

HUMAN RELATION SKILLS

P / F  Perform a self-assessment:


a.  Personal goals


b.  Strengths/weaknesses


c.  Interests/talents

P / F  Demonstrate interpersonal skills:


a.  Tact and diplomacy


b.  Respect for others


c.  Positive attitude

HUMAN RELATIONS

P / F  Create and maintain effective  productive work relationships

P / F  Demonstrate time management skills

P / F  Demonstrate successful interviewing techniques 

P / F  Compose an interview follow-up letter
MANAGING RECORDS AND FILES
P / F  Maintain alphabetical filing system  (R: 1.4.2)
P / F  Maintain subject filing system (R: 1.4.2)

P / F  Maintain numerical filing system (R: 1.4.2)

P / F  Maintain chronological file system (R: 1.4.2)

COMMUNICATIONS
P / F  Place/receive telephone calls (including conference calls) (W: 1.3.1)
P / F  Prepare written telephone messages (W: 1.3.7)

P / F  Give written/oral directions (W: 1.3.7) (W: 1.3.10)

P / F  Follow written/oral directions (R: 1.4.5)

P / F  Using that e-mail connection, receive, save, decode attachments, and reply to e-mail.

P / F  Create e-mail messages and attach a file to the e-mail message

INFORMATION DISTRIBUTION
P / F  Reproduce and distribute documents and information
P / F  Send document via FAX/ modem

P / F  Process incoming mail

P / F  Process out-going mail

P / F  Process mail through postage machine

ORGANIZING AND PLANNING FUNCTIONS

P / F  Maintain appointment calendar using calendaring software

P / F  Make travel arrangements

P / F  Prepare travel itineraries

P / F  Compile material for meetings (R: 1.4.2)

PERFORMING FINANCIAL FUNCTION

P / F  Use touch system of entry on calculators and 10-key pads

P / F  Prepare bank deposits

P / F  Reconcile bank statements (M: 1.4.1A)

P / F  Process payroll

DOCUMENT PRODUCTION

P / F  Create new documents using word processing software

P / F  Revise existing documents (W: 1.3.16) (W: 1.3.16) (W: 1.3.17)

P / F  Merge form letters (W: 1.3.7)

P / F  Search/replace data

P / F Spell check a document using software (W: 1.3.17)

P / F  Create a database

P / F  Edit a database (W: 1.3.15) (W: 1.3.16) (W: 1.3.17)

P / F  Edit a spreadsheet (W: 1.3.15) (W:1.3.16) (W: 1.3.17)

P / F  Insert graphic in document (M: 1.3.1A)

P / F  Key mailing labels and envelopes

JOB SEEKING SKILLS

P / F  Research and report on various business careers 

P / F  Prepare a resume

P / F  Compose and type employment-related letters 

P / F  Complete an application form

P / F  Demonstrate the techniques of a good job interview

DESKTOP PUBLISHING

P / F  Define terms related to desktop publishing

P / F  Identify tools in toolbars and palettes

P / F  Use editing tools (e.g., copy, cut, paste)

P / F  Create master pages

P / F  Create, edit, and save style sheets

P / F  Adjust or change color in a layout

P / F  Create a text block

P / F  Import text files and word processing documents into publications

P / F  Determine and adjust type attributes ( e.g., bold, italics, underline)

P / F  Import graphics from various sources

P / F  Manipulate graphics

P / F Download graphic files from internet

P / F  Create a flyer with text and graphics

P / F  Create business forms (e.g., business cards, letterhead, desk notes)

P / F Create multipage, multicolumn documents (e.g., newsletters, magazine)

P / F  Create mailing pieces (e.g., product labels, business reply cards)

MEDIA PRESENTATION

P / F  Demonstrate fundamental skills of digital photography including capturing, downloading and processing digital images

P / F  Demonstrate an awareness of digital image file saving strategies

P / F  Demonstrate skills of image capturing using a digital flatbed scanner

FILE MANAGEMENT SKILLS

P / F  Create a directory of subdirectory (or folder)

P / F  Find a file located on a hard disk or other storage device.

P / F  Copy (move) files from one directory to another directory.

P / F  Rename or delete files and directories (or folders)

PREPARE DATA IN SPREADSHEETS (EXCEL)

P / F  Identify basic concepts: column, row, cell, sheet, and workbook

P / F  Enter data ( labels: values)

P / F  Create a worksheet

P / F  Save a workbook

P / F  Open a workbook

P / F  Print a workbook

P / F  Close a workbook and exit Excel

P / F  Select cells

P / F  Apply character formatting with the formatting toolbar and menu

P / F  Move through a worksheet

P / F  Preview a worksheet

P / F  Change column width and row height

P / F  Format data in cells

P / F  Format cells

P / F  Correct data in a cell

P / F  Erase contents of a cell

MAINTAIN AND ENHANCE WORKSHEET

P / F  Insert/delete rows and columns

P / F  Format a worksheet page

P / F  Complete a spelling check

P / F  Find and replace data in a worksheet

P / F  Sort data

INSERT FORMULAS IN A WORKSHEET

P / F  Use the auto sum button

P / F  Use auto fill

P / F  Write formulas with mathematical operators

P / F  Insert a formula with the paste function button

P / F  Plan a worksheet

PERSONAL LEADERSHIP SKILLS

COLLEGIALITY
P / F  Identify behaviors that lead to promotion in the modern workplace
STUDENT LEADERSHIP SKILLS

P / F  Identifying the purposes and goals of the student organization

P / F  Participate in course activities sponsored by the  student organization (e.g., meetings, programs, and other projects that require specialized skills and concepts)

P / F  Exhibit the role of leader in teamwork situations

P / F  Apply one or more problem-solving processes to a given situation(s)

P / F  Participate in team task:


a.    Process information


b.    Plan for action


c.    Complete team task on time

f. Propose alternative plans for action

e. Respond positively to ideas and suggestions

P / F  Identify leadership opportunities in the school, workplace and community

P / F  Define goals, identify priorities, and establish objectives for a project

P / F  Cooperate and compromise through teamwork and group participation

P / F Determine what leadership styles are appropriate from given situations

P / F  Analyze your own leadership style

P / F  Demonstrate initiative

CAREER DEVELOPMENT SKILLS

CAREER PLANNING

P / F  Apply self-assessment skills to the career decision-making process

LISTENING SKILLS

P / F  Follow oral instructions:


a.  Listen for steps or actions to be performed

b. Listen for clues regarding the order or sequence in which a task is preformed

P / F  Draw conclusions or make generalizations from another’s oral communication

P / F  Restate or paraphrase a conversation to confirm what was said

DECISION MAKING/PROBLEM SOLVING

P / F  Apply the steps in the decision making process

P / F  Utilize problem solving skills:


a.  Identify the problem for resolution


b.  Offer solutions to a problem


c.  Select a solution to a problem


d.  Implement an action plan

TIME MANAGEMENT

P / F  Identify influences on use of time

P / F  Set priorities or the order in which several tasks will be accomplished

P / F  Estimate the time required to perform activities needed to accomplish a specific task

P / F  Create a time plan for solving a problem

INTEGRATION OF ACADEMICS

LANGUAGE ARTS/ORAL COMMUNICATIONS

P / F  Use appropriate telephone techniques to gather and record information

P / F  Participate in group discussions for problem resolution

P / F  Organize and lead discussions

P / F  Answer questions in formal and informal situations

WRITTEN COMMUNICATIONS

P / F  Use acceptable standards for grammar, mechanics, and word usage

P / F  Write coherent business correspondence, instructions, descriptions, summaries, and reports using appropriate formats

P / F  Apply a variety of specific proofreading techniques to identify and correct errors

P / F  Proofread business documents to ensure that they are clear, correct, concise, complete, consistent, and courteous

MATHEMATICS

P / F  Decide whether a problem situation is best solved using computer, calculator, 

          paper and pencil, or mental arithmetic/estimation techniques

P / F  Construct and interpret tables, charts, maps, and/or graphs

P / F  Make inferences about data from tables, charts, and graphs

MATHMATICAL SKILLS AND CONCEPTS


OPERATIONS

P / F  Solve problems that involve whole numbers, decimals, and fractions including use of appropriate conversions when necessary (e.g., fractions to decimals or decimals to fractions)

P / F  Solve problems that involve percent, ratios, proportions including use of appropriate conversions when necessary (e.g., decimals to percents, percents to decimals, or ratios to percents)

Science

P / F  Explain how the advancement of technology enhanced the way telecommunications have affected our lives

P / F  Define artificial intelligence

 P / F  Describe how a bar code works

 P / F  Describe positive and negative impacts of technology on the environment

P / F  Assess the use of laser technology in modern society

P / F  Apply scientific method to solve problems

P / F  Identify scientific laws and principles that are applicable to business and office technology
