 COURSE OF STUDY OUTLINE
DEPARTMENT:
Business
COURSE TITLE:
Advanced Computer Applications



Grade Level:

9-12




Length:

Two semesters




Number of Credits:
Ten Units




Prerequisites:

It is recommended that students pass                             

 


Computer Foundations with a “B” grade or 







better, or by permission of instructor.  

Course Description:
Through the use of Microsoft Office Applications and the Internet, students will learn how to use a computer productively and efficiently.  The course will cover advance keyboarding, word processing (MS Word), desktop publishing (MS Word/Publisher), spreadsheets (MS Excel), presentations (MS PowerPoint), Web Design, Beginning Film Making, Adobe Photoshop, and Internet Explorer. 
Students will also have a large portfolio type project in which they will simulate the operation of their own small business.  During this project students will have the opportunity to design, develop, and create various business forms such as: Business letters, memos, reports, spreadsheets, newsletters, brochures, tables, business cards, advertisements, and letterheads…. Additionally, students will create a detailed Business Plan for their small business.   Finally, students will be introduced to the basics of Adobe Photoshop and beginning Film Making. The development of these advanced computer skills will enable the student to grow and keep pace with the ever-changing technology field.

Rationale For The Course:

This course is focused on the advanced operations of computers and computer applications.  The curriculum provides the necessary tools needed for employment in a variety of computer related occupations.  Furthermore, the class provides numerous skills that one can utilize throughout their personal life as well.

Course Outline/Outcomes:
· Students will learn how to efficiently utilize Microsoft Office 2000(MS Word, Publisher, Excel, PowerPoint and Paint).

· Students will obtain advanced keyboarding skills.

· Students will create and assimilate a formal Business plan and Loan Application.

· Students will create a variety of business forms.

· Students will know how to build and design their own web sites 
· Students will develop and enhance their organizational skills. 

· Students will obtain a basic understanding and functional use of Adobe Photoshop software.

· Students will develop basic filmmaking skills and be able to effectively use the MAC I-movie program.

· Students will prepare and develop a personal portfolio of their work.
Suggested Teaching Strategies
I.
Lecture

II.
Cooperative learning groups

III.
Lab investigations

IV.
Student explanations and presentations

V. 
Modeling

VI.
Peer tutoring

Assessments
I. Oral questions/answers

II. Written quizzes and examinations

III. Portfolio assignments

IV. Pre- and post- tests

Resources
Textbooks: Project Photoshop. Gertler, Nat, 2003

Technology Foundation Standards for All Students
The technology foundation standards for students are divided into six broad categories. Standards within each category are to be introduced, reinforced, and mastered by students. These categories provide a framework for linking performance indicators within the Profiles for Technology Literate Students to the standards. Teachers can use these standards and profiles as guidelines for planning technology-based activities in which students achieve success in learning, communication, and life skills.

Technology Foundation Standards for Students
1 Basic operations and concepts

· Students demonstrate a sound understanding of the nature and operation of technology systems.

· Students are proficient in the use of technology.
2 Social, ethical, and human issues

· Students understand the ethical, cultural, and societal issues related to technology.

· Students practice responsible use of technology systems, information, and software.

· Students develop positive attitudes toward technology uses that support lifelong learning, collaboration, personal pursuits, and productivity.

3 Technology productivity tools

· Students use technology tools to enhance learning, increase productivity, and promote creativity.

· Students use productivity tools to collaborate in constructing technology-enhanced models, prepare publications, and produce other creative works.

4 Technology communications tools

· Students use telecommunications to collaborate, publish, and interact with peers, experts, and other audiences.

· Students use a variety of media and formats to communicate information and ideas effectively to multiple audiences.

5 Technology research tools

· Students use technology to locate, evaluate, and collect information from a variety of sources.

· Students use technology tools to process data and report results.

· Students evaluate and select new information resources and technological innovations based on the appropriateness for specific tasks.

6 Technology problem-solving and decision-making tools

· Students use technology resources for solving problems and making informed decisions.

· Students employ technology in the development of strategies for solving problems in the real world.
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