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School Year

Database Design/Management
Course Code # 3735
Term: ____Fall____Spring
½ Credit

Recommended Prerequisites:  Keyboarding/Document Formatting

Suggested Prerequisite or Concurrent with:  Keyboarding/Document Layout and Design
	Student:
Grade:

	
	Teacher:
School:

	
	Number of Competencies in Course: 47

	
	Number of Competencies Mastered:

	
	Percent of Competencies Mastered:


Standard 1.0
The student will explore an existing database to analyze database objects, navigation techniques, and database design.
	Student Performance Indicators: Evidence Standard is Met
Check the appropriate Mastery or Non-Mastery column
	Mastery
	Non-Mastery

	1
	· 
	Compares and contrasts the relationship between relational database information management and manual and flat file data management.
	
	

	2
	· 
	Evaluates structure of an existing relational database. 
	
	

	3
	· 
	Manipulates an existing database by opening, closing, and saving objects. 
	
	

	4
	· 
	Examines database objects and navigates the database. 
	
	

	5
	· 
	Utilizes database terminology and is familiar with the help menus. 
	
	


Standard 2.0
The student will research and apply knowledge of ethical and legal issues within the industry
	Student Performance Indicators: Evidence Standard is Met
Check the appropriate Mastery or Non-Mastery column
	Mastery
	Non-Mastery

	6
	· 
	Applies ethical conduct providing the proper credit to those whose ideas and content has been used in creating business documents. 
	
	

	7
	· 
	Demonstrates ethical behaviors in what is written, spoken, or presented in a business document. 
	
	

	8
	· 
	Applies knowledge of copyrights in seeking formal permission from copyright sources before using materials. 
	
	

	9
	· 
	Recognizes the legal implications of violating federal and state laws in document content. 
	
	

	10
	· 
	Demonstrates legal responsibilities using the Internet. 
	
	

	11
	· 
	Demonstrates skills necessary for safety and environmental protection in electronic document publications. 
	
	

	12
	· 
	Develops a keyed and formatted report on ethical and legal issues that could be posted on the web. 
	
	


Standard 3.0
The student will research and apply typography, layout, design, and composition concepts and guidelines for designing a relational database project.
	Student Performance Indicators: Evidence Standard is Met
Check the appropriate Mastery or Non-Mastery column
	Mastery
	Non-Mastery

	13
	· 
	Prepares a layout using typography specifications. 
	
	

	14
	· 
	Applies layout and design principles using original and/or imported graphics. (Gateway Algebra 5.0) 
	
	

	15
	· 
	Applies spot color to graphics and text. 
	
	

	16
	· 
	Applies typographical commands to text. 
	
	

	17
	· 
	Rotates text and graphics. (Gateway Algebra 5.0) 
	
	

	18
	· 
	Proofs, edits, resizes, crops/manipulates copy and graphics (Gateway Algebra 2.0) 
	
	

	19
	· 
	Prints or publishes hard copy that meets publication and design standards. 
	
	


Standard 4.0
The student will create, manipulate, and edit relational database tables.
	Student Performance Indicators: Evidence Standard is Met
Check the appropriate Mastery or Non-Mastery column
	Mastery
	Non-Mastery

	20
	· 
	Creates a blank database. 
	
	

	21
	· 
	Creates tables in database and assign field names, data types, and field descriptions. 
	
	

	22
	· 
	Sets field properties for table values, including default values and validation rules. 
	
	

	23
	· 
	Experiments with editing table rows and columns. 
	
	

	24
	· 
	Inserts and deletes columns in tables; inserts lookup columns and hyperlink columns. 
	
	


	Standard 5.0
The student will apply and remove filter and print data using primary keys and relationships. Learning Expectations
Check the appropriate 

	Student Performance Indicators: Evidence Standard is Met
Check the appropriate Mastery or Non-Mastery column
	Mastery
	Non-Mastery

	25
	· 
	Assesses and provides an example of the effect of using filters. 
	
	

	26
	· 
	Applies and removes filters and prints results of each. 
	
	

	27
	· 
	Sorts data in a variety of ways to obtain different results; print results. 
	
	

	28
	· 
	Creates primary keys for tables. 
	
	

	29
	· 
	Applies each of the three different relationship types to two or more tables and describes the differing results. 
	
	

	30
	· 
	Sets referential integrity for selected tables. 
	
	

	31
	· 
	Prints data resulting from selecting each of the 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.
	Student Performance Indicators: Evidence Standard is Met
Check the appropriate Mastery or Non-Mastery column
	Mastery
	Non-Mastery

	32
	· 
	Creates queries in design view and views the results. 
	
	

	33
	· 
	Modifies queries to obtain differing information, by adding criteria and/or changing sort order, or changing table source. 
	
	

	34
	· 
	Prints query results and explain information differences for each query. 
	
	


Standard 7.0
The student will learn to develop forms for entering information and reports for displaying information.
	Student Performance Indicators: Evidence Standard is Met
Check the appropriate Mastery or Non-Mastery column
	Mastery
	Non-Mastery

	35
	· 
	Creates a form for data input. 
	
	

	36
	· 
	Demonstrates the effective use of other controls and tools. 
	
	

	37
	· 
	Creates basic reports based on tables. Prints the report. 
	
	

	38
	· 
	Creates basic reports based on queries. Prints the report. 
	
	


Standard 8.0
The student will familiarize themselves with macros.
	Student Performance Indicators: Evidence Standard is Met
Check the appropriate Mastery or Non-Mastery column
	Mastery
	Non-Mastery

	39
	· 
	Explores various macro commands. 
	
	


Standard 9.0
The student will develop and demonstrate human relations, self-management, organizational, and professional leadership skills.
	Student Performance Indicators: Evidence Standard is Met
Check the appropriate Mastery or Non-Mastery column
	Mastery
	Non-Mastery

	40
	· 
	Analyzes leadership and confidence through professional development activities 
	
	

	41
	· 
	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. 
	
	

	42
	· 
	Applies effective image-building and public relations techniques. 
	
	

	43
	· 
	Composes, inputs, and formats informative articles for publication in local and/or state publications. 
	
	

	44
	· 
	Organizes and manages a team presentation on leadership. 
	
	

	45
	· 
	Practices parliamentary procedure skills through group activities. 
	
	

	46
	· 
	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. 
	
	

	47
	· 
	Participates in Business Professionals of America and/or Future Business Leaders of America. 
	
	


Additional comments: 
[image: image1.png]



ED 3040-59

Rev. 2005


