GRISWOLD HIGH SCHOOL

INTRODUCTION TO BUSINESS COMPUTING
(DUAL CREDIT = BMCCC BT 131 FOR 4 CREDITS)
 

COURSE DESCRIPTION: General orientation to computer operations, an insight into the broad impact of computers, and the fundamentals of using word processing, spreadsheets, and data bases through hands-on use in the computer lab.  

 

COURSE PREREQUISITE: Basic keyboarding familiarity

 
EVALUATION:  Each assignment and periodic exam will be assigned points.  Students will not be allowed references on exams.  The points will be converted into a final grade.  The final grading scale is as follows:

· 100% - 90% = A

· 89% - 80% = B

· 79% - 70% = C

· 69% - 60% = D

· Below 59% = F

The competencies indicated by represent the optional requirements not necessary to gain credit for this course.

 

I. INTRODUCTION TO COMPUTER LITERACY

· Communicates using appropriate computer terminology.

· Interprets the basic definitions of computer terms.

· Demonstrates how to find, analyze, and use information.

· Identifies hardware components and their uses.

· Demonstrates what input devices are and how they function.

· Demonstrates what output devices are and how they function.

· Demonstrates what processing devices are and how they function.

· Demonstrates what storage devices are and how they function.

· Distinguishes between basic business computer software.

· Demonstrates the uses of word processing software.

· Demonstrates the uses of spreadsheet software.

· Demonstrates the uses of database software.

·  Demonstrates the uses for presentation software.

· Indicates awareness of computer communications using networks.

· Demonstrates what network capabilities are and how they function.

· Demonstrates the uses of communications software and its functions.

·  Demonstrates the functions of the Internet.

· Trouble shoots basic computer problems.

· Reads and understands screen messages.

· Identifies and solves basic hardware problems.

· Identifies and solves basic software problems.

II. INTRODUCTION TO OPERATING SYSTEMS

· Identifies and uses files and disks.

· Formats and labels disks.

· Names and renames files.

· Copies and deletes files.

· Saves and retrieves files.

· Manages and organizes files on disk.

· Creates subdirectories.

· Changes current directory when needed.

· Identifies paths and where files are stored.

· Moves files between directories.

· Uses windows and/or windowing environments.

· Uses a mouse proficiently.

· Uses a graphic interface for file management.

· Uses multiple windows.

III. INTRODUCTION TO WORD PROCESSING

· Creates and edits a document.

· Loads word processing software.

· Interprets the word processing screen layout.

· Enters text.

· Enters commands via menu and/or mouse.

· Moves within the document.

· Saves the completed document.

· Properly formats and prints the document.

· Uses help menus.

· Formats with proper margins, tabs, and indentation.

· Formats with the proper line spacing and justification.

· Inserts and deletes blocks of text.

· Copies and moves text and/or graphics.

· Uses the search and replace functions.

· Edits and corrects errors.

· Uses spell check and the thesaurus.

· Previews the document prior to printing.

· Prints all or part of the document.

· Exits the document and the program.

· Enhances the document.

· Uses font styles and sizes.

· Uses bold, italics, and underline features.

· Uses headers, footers, and pagination.

· Uses footnotes and bibliographies.

· Imports and positions graphics in the document.

IV. INTRODUCTION TO SPREADSHEETS

· Builds a worksheet.

· Loads spreadsheet software.

· Interprets rows, columns, and cells.

· Moves within the worksheet.

· Enters labels, values, and formulas.

· Enters commands via menu and/or mouse.

· Saves the completed worksheet.

· Formats and prints the worksheet.

· Edits and corrects errors.

· Uses the undo function.

· Uses help menus.

· Formats cells within the worksheet.

· Modifies column width.

· Copies and moves data.

· Sums data with formulas and/or functions.

· Inserts and deletes rows and columns

· Prints the complete or partial worksheet.

· Exits the worksheet and the program.

· Enhances the worksheet.

· Freezes rows and columns.

· Splits the worksheet on the screen.

· Uses relative and absolute addresses.

· Selecting ranges by pointing

·  Prints the worksheet in condensed mode.

· Prints selected nonadjacent rows and columns.

· Inserts proper headers and footers.

· Uses alternative fonts and type styles.

· Changes row heights.

· Names ranges.

·  Protects and unprotects selected cells.

· Uses various functions (Date, Ave, Max, Min, Count, If).

· Graphs the worksheet data.

· Creates pie charts, line graphs, bar charts, and stacked bar charts.

· Adds the graph to the worksheet.

· Enhances the graph with titles and legends.

· Saves the graph and the worksheet with the graph.

· Prints the graph.

· Adds illustrations to the worksheet.

V. INTRODUCTION TO DATABASES

· Creates a database.

· Interprets fields, records, and files.

· Determines basic field types.

· Enters initial data.

· Displays the entered records.

· Create a form for data entry.

· Maintains the database.

· Activates an existing database.

· Adds new records to the database.

· Corrects existing records in the database.

· Deletes obsolete records from the database.

· Sorts data using key fields.

· Performs ascending sorts.

· Performs descending sorts.

· Performs sorts on multiple fields.

· Displays the data.

· Creates a report.

· Displays the created report.

· Prints the report.

· Queries the database.

· Displays selected fields.

· Groups data.

· Prints query results.

· ACCESSIBILITY STATEMENT:  Persons having questions about or requests for special needs and accommodation should let the teacher know as soon as possible in the semester.

· NON-DISCRIMINATION STATEMENT:  No person on the basis of race, color, religion, national origin, age, sex, weight, height, genetic information, handicap condition or disability, or any other legally protected characteristic, shall be discriminated against, excluded from participation in this class.
