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The student will analyze and apply database design techniques and management method for organizing and maintaining files. The student will apply keying, typography, and layout and design skills in creating, designing, entering data, importing and exporting data, and printing database object and data. At the completion of the course, students will have database management skills enabling them to design and implement a relational database application. Student proficiency will lead to software certification.

Recommended Prerequisite: Keyboarding/Document Formatting
Suggested Prerequisite or Concurrent with: Keyboarding/Document Layout and Design
Grades: 10, 11, 12

Recommended Credit: ½ Credit
Standard 1.0


The student will explore an existing database to analyze database objects, navigation techniques, and database design.

Standard 2.0


The student will research and apply knowledge of ethical and legal issues within the industry. 

Standard 3.0


The student will research and apply typography, layout, design, and composition concepts and guidelines for designing a relational database project.

Standard 4.0


The student will create, manipulate, and edit relational database tables.

Standard 5.0


The student will apply and remove filter and print data using primary keys and relationships.

Standard 6.0


The student will learn query and index functions and create queries as the basis for forms and reports. The student will also learn the uses of secondary indexes.

Standard 7.0


The student will learn to develop forms for entering information and reports for displaying information.

Standard 8.0


The student will familiarize themselves with macros.

Standard 9.0


The student will develop and demonstrate human relations, self-management, organizational, and professional leadership skills.

Course Description


The student will analyze and apply database design techniques and management method for organizing and maintaining files. The student will apply keying, typography, and layout and design skills in creating, designing, entering data, importing and exporting data, and printing database object and data. At the completion of the course, students will have database management skills enabling them to design and implement a relational database application. Student proficiency will lead to software certification. (A computerized workstation with relational database and word processing software is required for each student.)

Standard: 1.0


The student will explore an existing database to learn about database objects, navigation techniques, and database design.

Learning Expectations

The student will:


1.1
Distinguish between relational databases and flat file databases


1.2
Examine database objects in an existing database.


1.3
Discuss database structure. 


1.4
Analyze relational database information management.


1.5
Compare relational database information management with traditional manual or flat file data management.

Student Performance Indicators: Evidence Standard is Met 

The student:

· Compares and contrasts the relationship between relational database information management and manual and flat file data management.

· Evaluates structure of an existing relational database.

· Manipulates an existing database by opening, closing, and saving objects.

· Examines database objects and navigates the database.

· Utilizes database terminology and is familiar with the help menus.

Sample Performance Task


Navigates, examines, and manipulates an existing database.

Integration/Linkages


Language Arts, Mathematics, Biology, Computer Science, Policy Commission for Business and Economic Education, SCANS (The Secretary's Commission on Achieving Necessary Skills), National Standards for Business Education, Policy Commission for Business and Economic Education, Future Business Leaders of America, Delta Pi Epsilon, National Educational Technology Standards, Industry Standards and Work Keys

Standard 2.0

The student will research and apply knowledge of ethical and legal issues within the industry. 

Learning Expectations

The student will: 

2.1
Demonstrate work ethics that include integrity, honesty, loyalty, and perseverance that meet industry standards.

2.2
Research benefits and consequences resulting from the practice of business ethics.

2.3
Comprehend copyright laws and their applications to text, visual art, design, music, and photography.

2.4
Research legal responsibilities associated with the use of the Internet as required by federal and state government agencies. 

Student Performance Indicators: Evidence Standard is Met 

The student:

· Applies ethical conduct providing the proper credit to those whose ideas and content has been used in creating business documents.

· Demonstrates ethical behaviors in what is written, spoken, or presented in a business document.

· Applies knowledge of copyrights in seeking formal permission from copyright sources before using materials.

· Recognizes the legal implications of violating federal and state laws in document content.

· Demonstrates legal responsibilities using the Internet.

· Demonstrate skills necessary for safety and environmental protection in electronic document publications.

· Develop a keyed and formatted report on ethical and legal issues that could be posted on the web.

Sample Performance Task


Research, design, produce database, and print a table on legal and ethical issues to include: issues and penalties for plagiarism, personal data, copied data with permission, and the process used in obtaining permission. Obtain formal permission for use of copy write data. 

Integration/Linkages

All subject areas, SCANS, National Standards for Business Education, Policy Commission for Business and Economic Education, National Science Education Standards, National Math Standards, National Language Arts Skills Standards, National Educational Technology Standards (NETS), Data Processing Management Association (DPMA), and International Association of Administrative Professionals (IAAP), Gateway Algebra I and Gateway English II 

Standard 3.0

The student will research and apply typography, layout, design, and composition concepts and guidelines for designing a relational database project.

Learning Expectations

The student will:


3.1
Analyze composition processes.


3.2
Analyze principles of typography.


3.3
Set formatting styles and apply typographical commands to text.


3.4
Evaluate the effectiveness of typography in publications.


3.5
Contrast and compare the typography from at least two print sources:


a.
composition techniques


b.
different typestyles


c.
different types of justification


3.6
Analyze layout principles.


3.7
Analyze principles of design, including


a.
special effects techniques


b.
thumbnail sketches


c.
guides, rulers, scales, menus, pallets


d.
text alignment, elements positioning, rules of page design for printed text;


e.
margins, gutters, tabs, letter spacing, tracking, leading, and headings;


f.
columnar grid setup;


g.
style formulation;


h.
master page construction; and


i.
spot color and process color to text and graphics.


3.8
Illustrate gradiations in shapes and blend colors.


3.9
Illustrate methods of importing and exporting text and graphics.

Student Performance Indicators: Evidence Standard is Met 

The student:

· Prepares a layout using typography specifications.

· Applies layout and design principles using original and/or imported graphics. (Gateway Algebra 5.0)

· Applies spot color to graphics and text.

· Applies typographical commands to text.

· Rotates text and graphics. (Gateway Algebra 5.0)

· Proofs, edits, resizes, crops/manipulates copy and graphics (Gateway Algebra 2.0)

· Prints or publishes hard copy that meets publication and design standards.

Sample Performance Task

· Have students illustrate at least three font technologies, using different backgrounds. Compare and contrast the typography of each. 

· Designs, creates, and print various projects, i.e., membership, partnership names, addresses, phones numbers, and e-mail addresses that provide support to the Future Business Leaders of America chapter 

Integration/Linkages

All subject areas, SCANS, National Standards for Business Education, Policy Commission for Business and Economic Education, National Language Arts Skills Standards, National Educational Technology Standards (NETS), Data Processing Management Association (DPMA), and International Association of Administrative Professionals (IAAP), Future Business Leaders of America, Gateway Algebra I Gateway English II

Standard 4.0


The student will create, manipulate, and edit relational database tables.

The student will:


4.1
Examine an existing database for data types, field description characteristics.


4.2
Discuss different field descriptions in database objects and their formatting.


4.3
Explore tables in a relational database and discuss possible relationships between the tables.

Student Performance Indicators: Evidence Standard is Met 

The student:

· Creates a blank database.

· Creates tables in database and assign field names, data types, and field descriptions.

· Sets field properties for table values, including default values and validation rules.

· Experiments with editing table rows and columns.

· Inserts and deletes columns in tables; inserts lookup columns and hyperlink columns.

Sample Performance Task:

· Enter data into a table from preprinted material, such as a student organization membership list, make corrections needed to view the page as intended and print the results.

· The Information Technology Database class will collaborate with Biology and English II in researching and developing a catalog of the trees and bushes on the school campus or in a local park. It will be necessary to develop a database that will include the tree location, identification, classification, soil requirements, water requirements and comments. To complete the database all course standards will be applied. The catalog will be merged in a word processing or desktop publishing document to include a picture of each tree or bush which may require the assistance of the Desktop Publishing class. The Tree/Bush Catalog finish product should be bound.

Integration/Linkages


Language Arts, Mathematics, Biology, Computer Science, Policy Commission for Business and Economic Education, SCANS (The Secretary's Commission on Achieving Necessary Skills), National Standards for Business Education, Policy Commission for Business and Economic Education, Future Business Leaders of America, Delta Pi Epsilon, National Educational Technology Standards, and Industry Standards 

Standard 5.0


The student will apply and remove filter and print data using primary keys and relationships.

Learning Expectations

The student will:


5.1
Analyze the differences methods of sorting and filtering and suggest appropriate uses for each.


5.2
Discuss filtering of data and the effect filtering has on the information


5.3
Discuss primary keys, relationships, and the importance of creating appropriate links.


5.4
Describe how relationships are created and the effect different relationships have on data results


5.5
Explore referential integrity and effects it has on data.

Student Performance Indicators: Evidence Standard is Met 

The student:

· Assesses and provides an example of the effect of using filters.

· Applies and removes filters and prints results of each.

· Sorts data in a variety of ways to obtain different results; print results.

· Creates primary keys for tables.

· Applies each of the three different relationship types to two or more tables and describes the differing results.

· Sets referential integrity for selected tables.

· Prints data resulting from selecting each of the relationships.

Sample Performance Task


Have students incorporate primary keys and relationships into existing tables.

Integration/Linkages


Language Arts, Mathematics, Biology, Computer Science, Policy Commission for Business and Economic Education, SCANS (The Secretary's Commission on Achieving Necessary Skills), National Standards for Business Education, Policy Commission for Business and Economic Education, Future Business Leaders of America, Delta Pi Epsilon, National Educational Technology Standards, Industry Standards and Work Keys

Standard 6.0


The student will learn query and index functions and create queries as the basis for forms and reports. The student will also learn the uses of secondary indexes.

Learning Expectations

The student will:


6.1
Explore how basic queries can obtain information from data.


6.2
Examine the difference in the information returned in a query by the addition of criteria and/or sorting of fields.


6.3
Explain the purposes of indexing and how it assists in data collection.

Student Performance Indicators: Evidence Standard is Met 

The student:

· Creates queries in design view and views the results.

· Modifies queries to obtain differing information, by adding criteria and/or changing sort order, or changing table source.

· Prints query results and explain information differences for each query.

Sample Performance Task


Students will develop a form from a query for the purpose of displaying information.

Integration/Linkages


Language Arts, Mathematics, Biology, Computer Science, Policy Commission for Business and Economic Education, SCANS (The Secretary's Commission on Achieving Necessary Skills), National Standards for Business Education, Policy Commission for Business and Economic Education, Future Business Leaders of America, Delta Pi Epsilon, National Educational Technology Standards, Industry Standards and Work Keys

Standard 7.0


The student will learn to develop forms for entering information and reports for displaying information.

Learning Expectation

The student will:


7.1
Complete the process of planning a form.


7.2
Further modify a form using other available controls.


7.3
Discuss the differences between reports and forms based on tables or based on queries and advantages/disadvantages of each.

Student Performance Indicators: Evidence Standard is Met 

The student:

· Creates a form for data input.

· Demonstrates the effective use of other controls and tools.

· Creates basic reports based on tables. Prints the report.

· Creates basic reports based on queries. Prints the report.

Sample Performance Task


Students will continue the development of forms for entering information about students in the selected student organization. Students will provide a printed copy of accumulated data.

Integration/Linkages


Language Arts, Mathematics, Biology, Computer Science, Policy Commission for Business and Economic Education, SCANS (The Secretary's Commission on Achieving Necessary Skills), National Standards for Business Education, Policy Commission for Business and Economic Education, Future Business Leaders of America, Delta Pi Epsilon, National Educational Technology Standards, Industry Standards and Work Keys

Standard 8.0


The student will familiarize themselves with macros.

Learning Expectation

The student will:


8.1
Define and discuss macros and their uses.

Student Performance Indicators: Evidence Standard is Met 

The student:

· Explores various macro commands.

Sample Performance Task


The student will define and use a macro.

Integration/Linkages


Language Arts, Mathematics, Biology, Computer Science, Policy Commission for Business and Economic Education, SCANS (The Secretary's Commission on Achieving Necessary Skills), National Standards for Business Education, Policy Commission for Business and Economic Education, Future Business Leaders of America, Delta Pi Epsilon, National Educational Technology Standards, Industry Standards and Work Keys

Standard 9.0


The student will develop and demonstrate human relations, self-management, organizational, and professional leadership skills.

Learning Expectations

The student will:


9.1
Demonstrate self-initiative through group projects.


9.2
Examine the value of leadership skills and confidence through personal reflection.


9.3
Examine the value of leadership skills.


9.4
Illustrate image-building and public relations techniques.


9.5
Assess decision-making skills.


9.6
Demonstrate effective teamwork and critical analysis applying conflict resolution techniques.


9.7
Demonstrate parliamentary procedure skills through group activities.


9.8
Analyze the goals and apply the principles of Business Professionals of America and/or Future Business Leaders of America.

Student Performance Indicators: Evidence Standard is Met

The student:

· Analyzes leadership and confidence through professional development activities 

· Researches at least five distinguish leaders. Composes, input, format, and print a paragraph on each indicating the professional attributes of each. Incorporating headers, footers, footnotes and endnotes.

· Applies effective image-building and public relations techniques.

· Composes, inputs, and formats informative articles for publication in local and/or state publications.

· Organizes and manages a team presentation on leadership.

· Practices parliamentary procedure skills through group activities.

· Organizes and manages a team to prepare a multi-page report on five outstanding leaders and their leadership attributes applying typography and layout and design concepts.

· Participates in Future Business Leaders of America (FBLA).

Sample Performance Task


Design a database for FBLA membership to included the following: last name, first name, middle initial, home address, city, state, zip code, phone, e-mail address, committee membership and/or office held, competitive event participation, and career objective. Sort and print data in a variety of ways to obtain different results. Print mailing labels of membership. Merge names and address in predesigned letter announcing the state leadership conference.

Integration/Linkages


Language Arts, Mathematics, Biology, Computer Science, Policy Commission for Business and Economic Education, SCANS (The Secretary's Commission on Achieving Necessary Skills), Policy Commission for Business and Economic Education, National Standards for Business Education, Future Business Leaders of America, Delta Pi Epsilon, National Educational Technology Standards, Industry Standards and FBLA Chapter Handbook[image: image1.png]



吀吀
吀
嘀
吀吀
吀吀吀吀

2

$

