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1. Course Description

Students will integrate computer technology using decision-making and problem-solving skills. Areas of instruction include advanced applications in word processing, spreadsheets, presentation software, and database software as well as on-line searching and web design. 

Topics Covered:  Advanced word processing 
                  	      Advanced spreadsheets 
      Advanced presentation skills
      Advanced database 
      Advanced Web design 
      Advanced Internet search 
Prerequisites:	      Computer I		
Length:  	      Semester Course - 50-minute period
Grade Level:	     11th & 12th Grade					 

2. Instructional Philosophy 

Teachers will use a variety of learning strategies focusing on problem-solving, critical thinking, and student engagement.  Students will be expected to meet the course standards by demonstrating their understanding of the concepts of each topic area.  In order to receive a C grade, students will need to meet a minimum of 70% in the course.  

3. Core Technical Standards

ACA.1.1 Use word processing skills to create, format, and print a document plus utilize advanced editing and formatting techniques.
ACA.1.2 Create mail merge documents.
ACA.1.3 Create tables with advanced tables features.
ACA. 1.4 Create macros.
ACA.2.1 Use spreadsheet skills to create, format, and print a document plus utilize advanced editing and formatting techniques.
ACA.2.2 Demonstrate formulas and functions to perform calculations.
ACA.2.3 Create advanced spreadsheets for decision making and productivity.
ACA.2.4 Create spreadsheet charts with advanced features. 
ACA.3.1 Use presentation skills to create, format, and print a presentation document plus utilize advanced editing and formatting techniques.ACA.3.2 Enhance a presentation with advanced features. 
ACA.4.1 Use database skills to create, format, and print a database plus utilize advanced database techniques.
ACA.4.2 Create a data entry form.
ACA.4.3 Create a report.
ACA.4.4 Use advanced database tools and techniques for decision making and productivity.
ACA.5.1 Utilize advanced Web design skills to plan and create Web pages.
ACA.5.2 Publish the website.
ACA.6.1 Evaluate Internet resources to retrieve information.
ACA.6.2 Evaluate Internet searches to determine credible information.

4. Major Course Projects

Word processing Project
Projects ideas can be an autobiography, research paper, brochure, letter, memo, short report, or poster.  This project should give students the opportunity to apply word processing techniques to business documents.  The standards meeting the project objectives are listed below:
ACA.1.1 Use word processing skills to create, format, and print a document plus utilize advanced editing and formatting techniques.
ACA.1.2 Create mail merge documents.

Spreadsheet Project
Projects ideas can be a budget, sports statistics, gradebook, cost worksheets, and stock market comparisons.  This project should give students the opportunity to apply spreadsheet techniques to business documents.  The standards meeting the project objectives are listed below:
ACA.1.3 Create tables with advanced tables features.
ACA. 1.4 Create macros.
ACA.2.1 Use spreadsheet skills to create, format, and print a document plus utilize advanced editing and formatting techniques.
ACA.2.2 Demonstrate formulas and functions to perform calculations.
ACA.2.3 Create advanced spreadsheets for decision making and productivity.
ACA.2.4 Create spreadsheet charts with advanced features. 

Presentation Project
Projects ideas can be a PowerPoint on a topic of the student’s choice, PowerPoint on the systems of the body (science), or PowerPoint on a country (geography and history).  This project should give students the opportunity to apply PowerPoint techniques to presentations.  The standard meeting the project objectives is listed below:
ACA.3.1 Use presentation skills to create, format, and print a presentation document plus utilize advanced editing and formatting techniques.ACA.3.2 Enhance a presentation with advanced features. 

Database Project
Projects ideas can be a (a) database on a topic of the student’s choice, (b) database on the countries comparing population, temperature, location, etc., (c) database with the states showing state capital, bird, tree, flower, etc. (d) database showing store inventory, (e) database on customers with address, purchases, amount owed, etc.  Students could also create the form and report to go along with the database. This project should give students the opportunity to apply database techniques to creating an actual personal or business database.  The standards meeting the project objectives are listed below:
ACA.4.1 Use database skills to create, format, and print a database plus utilize advanced database techniques.
ACA.4.2 Create a data entry form.
ACA.4.3 Create a report.
ACA.4.4 Use advanced database tools and techniques for decision making and productivity.

Web page Project
Projects ideas can be webpage on a topic the student chooses business project, event advertisement, or business product.  This project should give students the opportunity to apply web design techniques to creating an actual personal or business webpage.  The standards meeting the project objectives are listed below:
ACA.4.4 Use advanced database tools and techniques for decision making and productivity.
ACA.5.1 Utilize advanced Web design skills to plan and create Web pages.
ACA.5.2 Publish the website.

Internet Project
Projects ideas can be researching a topic and locating Internet web pages for information.  Students would determine if the information is credible and accurate.  This project should give students the opportunity to apply Internet research techniques to creating a document based on information from the Internet.  The standards meeting the project objectives are listed below:
ACA.6.1 Evaluate Internet resources to retrieve information.
ACA.6.2 Evaluate Internet searches to determine credible information.

5. Instructional Delivery Plan

Delivery Method:  Instructional strategies include computer and technology applications and problems, teacher demonstrations, collaborative instruction, projects, tests, and quizzes.

Student Work:  Students will work independently on tests, quizzes, and computer application problems.  Student can work in teams on projects.

Community Involvement:  Guest speakers from the various businesses and offices may be brought in throughout the course.  Students will also use community resources to complete individual and group projects. 

6. Assessment Plan and Grading Scale

Students will be graded on the following items:  computer problems and tasks, tests, and projects.  The grading scale can be adjusted to match the school district’s grading policy.

	Grade
	Scale
	Description of Work

	A
	93-100%
	Consistently demonstrates an exceptional level of quality and effort. Having all work in on time and completed to exceed expectations. Mastery in evaluating, synthesizing, and applying the knowledge.

	B
	85-92%
	Consistently demonstrates proficient knowledge with a good effort and quality of work. All assignments are complete and on time. Demonstrates the ability to evaluate, analyze, synthesize and apply the principles.

	C
	70-84%
	Demonstrates proficient knowledge and the ability to apply knowledge. Work shows average effort. A few assignments may be missed or late. 

	D
	62-69%
	Work shows minimal effort and some assignments are late. Demonstrates a basic understanding of recalling or comprehending knowledge

	F
	Below 62%
	Understanding is below basic.  Work is of poor quality and does not meet standards or expectations. 



