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Course Information 

Description:   
This course is a GRADUATION requirement. 
Students will become more aware of their responsibilities as digital citizens and how to 
create a positive digital footprint when utilizing social media. Students will increase 
their productivity and research skills while evaluating and utilizing internet resources 
with the emphasis on basic copyright and fair use rules, safety, and ethics. Students 
will use emerging technologies to enhance their 21st century skills of collaboration, 
critical thinking, and problem-solving while learning to format basic documents such as 
business letters, tables, MLA style reports, and spreadsheets that will be helpful in 
other BFA courses, as well as for entry-level jobs, and success in college.  Students 
will utilize Google Tools and Sites to collaborate on projects and also become 
proficient in the fundamentals of Microsoft Word and Excel and create presentations 
utilizing digital images with PowerPoint and Publisher. Speed development, proper 
computer keyboarding technique, proofreading and language arts skills, file 
management, computer terminology and proper use of email will be emphasized in 
this course. Instructional strategies will include: class discussion, presentations, 
demonstrations, internet research, videos, and mostly hands on learning by typing and 
applying the skills learned.   

 
Prerequisites: None 



  
Course Standards: 
1. Business Concepts -  Students can comprehend and demonstrate the basic concepts 

presented within the Business Curriculum. 
2. Career and College Readiness - Students can identify their career interests and what 

steps are necessary to further their education at the postsecondary level and/or the world of 
work. 

3. Effective Communication Skills - Students can present ideas coherently with a clear or 
creative sequence whether writing or speaking while demonstrating a command of the 
conventions of standard English spelling, grammar, and usage. 

4. Financial Literacy - Students can solve financial problems correctly and precisely with a 
logical progression of steps with a detailed explanation of those steps when applicable.   

5. Soft Skills - Students can demonstrate the necessary interpersonal skills to solve problems, 
communicate and collaborate effectively, and utilize leadership skills to take initiative and 
responsibility for their personal decisions and actions. 

6. Technology Application - Students can use technology as a tool to solve problems and 
present material while practicing responsible digital citizenship. 

 
COMPUTER APPLICATIONS CONTENT STANDARDS 
Comp Apps Proficiency #1 - Applications - I can use and apply computer/online tools and their applications to create and edit 
documents. 

Comp Apps Proficiency #2 - Responsible Use & Understanding - I can use and understand how to use technology safely. 

Comp Apps Proficiency #3 - Conducting Research - I can use my technology resources to conduct valid, credible research for 
information, critical thinking, problem solving, communication, and collaboration. 

Comp Apps Proficiency #4 - Critical Thinking & Problem Solving - I can use technology to research information to help with my 
thinking about my thinking and to solve problems. 

Comp Apps Proficiency #5 - Communicating Visually, in Writing & Presentations - I can use my technology resources to write 
Business letters, research papers, essays, create presentations and speak to others. 

Comp Apps Proficiency #6 - Produce Documents & Presentations - I can use my technology resources to produce documents 
& create presentations. 

Comp Apps Proficiency #7 - Digital Citizenship & Safety - I understand the rules of using online resources and use the Web 
safely. 

 
 
Transferable Skills:  
   1. Clear and Effective Communication 

●  Presentation and organization of information 
●  Poise 
●  Collaborative discussion         

    2.  Self-Direction 
● Demonstrate initiative and responsibility for learning 
● Complete assignments in a timely manner. 
● Demonstrate flexibility with learning and persevere in challenging situations. 

    3. Responsible and Involved Citizenship 
● Take responsibility for personal decisions and actions 
● Working collaboratively with others. 
● Use technology and digital media responsibly. 

   

Required Student Materials: 

No required materials 



Scoring 

 
A course score average of 3 or better will receive credit for the course.  
  
For example: 
Standard - Reading: 4 
Standard - Writing: 2 
Standard - Speaking and Listening: 3 
Standard - Language: 3 
Course score = 3  
 

 

 
Assessment Policy 
Learning will be assessed through projects, presentations, formative and summative 
assessments. 



 
 
 
 


