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The student will apply basic skills in operating a computerized keyboard by using the touch system and other input technologies to produce mailable business and academic documents. Student will prepare business and academic report, etc. Mailability standards relate to keying, formatting, grammar, punctuation, capitalization, spelling, content, typography and layout and design. Using special features of the software, the student will be able to format academic and business reports.

Recommended Prerequisite: Computer Literacy K-6
Grades: 7, 8, 9

Recommended Credit: ½ Credit
Standard: 1.0


The student will operate and maintain the workstation.

Standard 2.0


The student will operate the alphabetic, numeric, and symbol keyboard using the touch system.

Standard 3.0


The student will apply language arts skills to prepare business documents.

Standard 4.0


The student will research and apply typography, layout, design, and composition concepts and guidelines for document preparation.

Standard 5.0

The student will demonstrate speed and accuracy using the touch system of keying.

Standard 6.0


The student will format text.

Standard 7.0


The student will create effective business documents.

Standard 8.0


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


The student will apply basic skills in operating a computerized keyboard by using the touch system and other input technologies to produce mailable business and academic documents. Mailability standards relate to keying, formatting, grammar, punctuation, capitalization, spelling, content, typography and layout and design. Using special features of the software, such as the table function, the student will be able to format academic and business reports. (This course requires a computerized workstation for each student with keyboarding/word processing and voice technology software.)

Standard: 1.0


The student will operate and maintain the workstation.

Learning Expectations

The student will:


1.1
Interpret computer and keyboarding terminology.

1.2 Manage the computer system and related software.

1.3 Demonstrate appropriate lab safety skills.


1.4
Interpret the copyright and the ethical issues involved in using a computerized workstation.


1.5
Analyze copyright laws.

Student Performance Indicators: Evidence Standard is Met

The student:

· Applies computer and keyboarding terminology.

· Demonstrates the handling of the computerized workstation.

· Assesses the potential safety hazards in a computer lab.

· Demonstrates lab safety knowledge with 100% score on lab safety quiz.

· Debates the ethical and the legal issues involved in using a computerized workstation.

Sample Performance Task

· Design and maintain a check sheet on proper care and safety of the workstation.

· In a group project review and analyze possible safety hazards in a computer lab.

· Review and analyze a case study on the ramifications of copying another person's work as your own and of copying borrowed software on your own personal computer. Report the implications or impacts that this has in applying the copyright laws.

Integration/Linkages


Gateway Algebra I Standards, Gateway English II Standards, Language Arts, 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 

Standard 2.0


The student will operate the alphabetic, numeric, and symbol keyboard using the touch system. (If the students with proficiency in touch keyboarding should advance to Standard 3).
Learning Expectations

The student will:


2.1
Demonstrate correct body and hand position for keyboarding.


2.2
Apply the touch system to develop keyboarding skills using the alphabetic, numeric and symbol keys.

Student Performance Indicators: Evidence Standard is Met
The student:

· Applies correct body and hand position for keyboarding.

· Uses the correct touch system to reach the alphabetic, numeric and symbol keys.

Sample Performance Task

· Using the touch system, keys the alphabet and symbols. 

· Using the touch system, keys the numbers on numeric keypad.
· Using a technique check sheet, evaluates techniques using the keyboard and keypad.

Integration/Linkages


Gateway Algebra I Standards Gateway English II Standards, Language Arts, 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 

Standard 3.0


The student will apply language arts skills to prepare business documents.

Learning Expectations

The students will:


3.1
Apply rules for spelling (Gateway English II Standards 1.0 and 2.0).

3.2
Apply rules for punctuation and capitalization (Gateway English II Standards 1.0 and 2.0).


3.3
Apply rules when using abbreviations (Gateway English II Standards 1.0 and 2.0).


3.4
Use reference materials.


3.5
Apply language arts skills (mailability standards) to all keyed documents.

Student Performance Indicators: Evidence Standard is Met

The student:

· Applies spelling, punctuation, and capitalization rules.

· Uses correct sentence structure in composing, keying and formatting a paragraph. The paragraph must meet mailability standards.

Sample Performance Task

· Compose and key a one-page report about a person who has influenced your life using acceptable standards for grammar, punctuation, capitalization, word usage, and number expression.

· Print a one-page report, edit and use proofreaders’ marks to indicate all errors in content, format, spelling, punctuation, and grammar. Correct errors and print.

Integration/Linkages


Gateway Algebra I Standards, Gateway English II Standards, Language Arts, Mathematics, 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 

Standard 4.0

The student will research and apply typography, layout, design, and composition concepts and guidelines for document preparation.

Learning Expectations

The student will:


4.1
Analyze composition processes.


4.2
Analyze principles of typography.


4.3
Set formatting styles and apply typographical commands to text.


4.4
Evaluate the effectiveness of typography in publications.


4.5
Contrast and compare the typography from at least two print sources: 


a.
composition techniques


b.
different typestyles


c.
different types of justification


4.6
Analyze layout principles.


4.7
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, tabs, letter spacing, tracking, and headings;


f.
columnar grid setup


g.
style formulation


h.
master page construction


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


4.8
Illustrate gradiations in shapes and blend colors.


4.9
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 contrast and compare the typography of each. 

· Design and create various projects, i.e., letters, memos, newsletter, minutes, research papers, reports, etc.
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 4.0

Standard 5.0


The student will demonstrate speed and accuracy using the touch system of keying.

Learning Expectations

The student will:


5.1
Exhibit proper response patterns for gaining speed.


5.2
Demonstrate proficiency and speed in keying straight copy (Gateway English II Standards 1.0 and 2.0

5.3
Produce mailable copy.


5.4
Apply typography, layout and design rules (G. Algebra I Standards 1.0, 2.0, 3.0, and 5.0).


5.5
Produce evidence of skill in sentence and paragraph writing.


5.6
Edit rough-draft documents using proofreader marks.

Student Performance Indicators: Evidence Standard is Met
The student:

· Keys a minimum of 25 NWAM on a 3-minute timed writing.

· Keys mailable copy from rough-draft and script materials.

· Keys and edits documents using proofreaders’ marks.

Sample Performance Task


Perform daily drills on sentences and paragraphs from straight copy, script, and rough-draft materials.

Integration/Linkages


Algebra I Gateway Standards, Gateway English II Standards, Language Arts, 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 

Standard 6.0

The student will format text.

Learning Expectations

The student will:


6.1
Apply typography, layout and design rules (G. Algebra I Standards 1.0, 2.0, 3.0, and 5.0).


6.2
Plan and set margins (Gateway. Algebra I Standard 1.0, 2.0, 3.0 and 5.0).


6.3
Plan and set tab stops (left, center, right and decimal) (G. Algebra I Standard 1.0, 2.0, 3.0 and 5.0).


6.4
Plan and set indents and hanging indents.


6.5
Center text horizontally (G. Algebra I Standard 1.0, 2.0, and 5.0).

6.6
Center text vertically (G. Algebra I Standard 1.0, 2.0, and 5.0).


6.7
Format page numbers using headers and footers (G. Algebra I Standard 1.0, 2.0, and 5.0).


6.8
Plan and center words, lines, and problems vertically and horizontally (G. Algebra I Standard 1.0, 2.0, and 5.0).


6.9
Key using the touch system at acceptable speed and accuracy levels.

Performance Standard: Evidence Standard is Met

The student: 

· Keys a document with single and double digit numbers and wraparound text, applying formatting functions for setting margins; setting indent, decimal, left, center and right tabs; setting paragraph spacing, page break or section break; and keying headers and footer to include page number.

· Keys and centers an announcement horizontally and vertically.

· Keys one half-page, two-paragraph mailable document with a centered title in 10 minutes.

Sample Performance Task

· From a rough-draft copy in a table format, key and format a list of class members with names, addresses, telephone numbers and apply vertical and horizontal centering. Document must meet mailability standards.
· Key a list of questions using typography rules and formatting functions.
Integration/Linkages


Gateway Algebra I Standards, Gateway English II Standards, Language Arts, Mathematics, 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 

Standard 7.0


The student will create effective business documents.

Learning Expectations

The student will:


7.1
Demonstrate proper keying and formatting technique for business documents.


7.2
Compose, key and format information using a keyboard (Gateway Algebra I Standard 1.0, 2.0, and 5.0).


7.3
Proofread documents for accuracy, content, grammar, spelling, and punctuation. (Gateway English II Standards 1.0 and 2.0
Student Performance Indicators: Evidence Standard is Met
The student:

· Uses the touch system and word processing software to create, modify, store, retrieve and print documents.

· Keys and formats personal business letters, business letters, memorandums, and other business documents and reports meeting acceptable mailability standards.

· Composes, organizes, edits, revises documents at the keyboard applying typography and formatting rules and functions.

· Keys and formats effective appearance and accurate business documents.

· Saves documents and prints hard copy.

Sample Performance Task 

· Key and format a simple announcement.

· Key and format a cover sheet for a book report.

· Key and format lists.

· Key and format personal-business letters, business letters, or memorandums.

Integration/Linkages


Gateway Algebra I Standards, Gateway English II Standards, Language Arts, Mathematics, 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 

Standard 8.0


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

Learning Expectations

The student will:


8.1
Demonstrate self-initiative using parliamentary procedure skills through team projects.


8.2
Examine the value of leadership skills.


8.3
Illustrate image building and public relations techniques.


8.4
Assess decision-making skills.


8.5
Demonstrate effective teamwork and critical analysis applying conflict resolution techniques.


8.6
Examine the value of leadership skills and confidence through personal reflection.


8.7
Examine the goals and principles of organizations such as Future Business Leaders of America, etc.

Student Performance Indicators: Evidence Standard is Met
The student:

· Analyzes leadership and confidence through professional development activities.

· Applies effective image building technique.

· Composes and typesets informative articles for publication in local and/or state publications.

· Organizes and manages a team presentation on leadership.

· Demonstrates parliamentary procedure.

· Researches, analyzes, composes, keys, formats, and prints the attributes of a leader.

· Applies effective image-building and public relations techniques.

· Composes, keys, and formats informative articles for publication in the local and state FBLA chapter newsletters.

· Organizes and manages a team presentation on leadership (Gateway English II Standards 4.0).

· Makes a two-minute report on an assigned keyboarding topic.

· Analyzes the goals and applies the principles of Future Business Leaders of America.

Sample Performance Task 

· Create, key, format, edit, and revise an article about local chapter activities to be published in the school newspaper.

· Research and prepare a presentation on copyright laws.

Integration/Linkages


Gateway Algebra I Standards, Gateway English II Standards, Language Arts, Art, 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, Work Keys, Future Business Leaders of America Chapter Handbook[image: image1.png]
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