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This capstone course provides advanced training, including hands-on experiences, for students pursuing a career in business technology. Skills developed in previous courses will be incorporated and enhanced through a multi-tasking environment using a variety of input technologies. Procedures and concepts are related to information processing systems, administrative/information management, problem solving, reasoning, team-building, time management, business standards, feasibility studies, cost/budgeting, professional leadership, ethical and legal issues, and mathematics and communications. Production and administrative skills are developed to meet industry’s standards.
The student will play a variety of roles in completing tasks. Team activities will be evaluated as a group. Collaboration with other courses can enhance students’ learning and expand their experiences. This course may articulate to a post-secondary program.

Recommended Prerequisites: Keyboarding/Document Formatting and Computer Applications
Recommended Prerequisites or Concurrent: Database Design/Management, eBusiness Communications, American Business Legal Systems, Business Economics or Virtual Enterprise International
Grades: 11 or 12

Recommended Credit: 1 to 2 (Recommended two-credit hour block for students pursuing certification and/or advanced training) 
Standard 1.0


Students will examine a variety of opportunities in business.

Standard 2.0


The student will research and apply typography, layout, design, and composition concepts and guidelines for preparation of a multimedia project.

Standard 3.0
Students will enhance productivity through effective information processing using a variety of input technologies.

Standard 4.0


Students will apply various communication strategies and techniques of input technologies, and to send, receive, and transmit information in the global world of business.

Standard 5.0


Students will maintain various records management systems.

Standard 6.0


The student will effectively use resources that support work activities, time management, workstation components and safety in the work environment.

Standard 7.0


The student will perform activities and demonstrate knowledge essential to planning career strategies and continuous self-improvement.

Standard 8.0


The student will examine concepts and procedures used in managing financial activities.

Standard 9.0


The student will examine the importance of decision making, critical thinking and teamwork.

Standard 10.0


The student will research and apply knowledge of ethical and legal issues within the industry. 

Standard 11.0

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

Standard 12.0


The student will develop a comprehensive portfolio insert.
Course Description


This capstone course provides advanced training, including hands-on experiences, for students pursuing a career in business technology. Skills developed in previous courses will be incorporated and enhanced through a multi-tasking environment using a variety of input technologies. Procedures and concepts are related to information processing systems, administrative/information management, problem solving, reasoning, team-building, time management, business standards, feasibility studies, cost/budgeting, professional leadership, ethical and legal issues, ethical and legal issues and mathematics and communications. Production and administrative skills are developed to meet industry’s standards. 

The student will play a variety of roles in completing tasks. Team activities will be evaluated as a group. Collaboration with other courses can enhance students’ learning and expand their experiences. This course may articulate to a post-secondary program. (A computerized workstation with dedicated office suite, voice technology, and page layout software and Internet connectivity is necessary for each student.)

Standard 1.0


Students will examine a variety of opportunities in business.

Learning Expectations

The student will:


1.1
Analyze the relationship of the office to the overall corporation.


1.2
Evaluate business goals and structures.


1.3
Identify competencies required in the world of business.


1.4
Interpret expectations of workplace standards.


1.5
Analyze the role of international business and its importance on careers and doing business at the local, state, national and international levels.

Student Performance Standards: Evidence Standard Is Met

The student:

· Examines personal strategies for meeting workplace standards.

· Illustrates the interrelationships of business operations and the impact of one component on another. 

· Compares and contrasts various forms of business ownership.

· Explains workplace competencies and future prospects for employment.

· Distinguishes between a domestic and an international company.

Sample Performance Task

· Construct a list of major employers in the local area.

· Create a display illustrating various business tasks.

· Diagram an organizational chart for a sample business.

· Locate site(s) on the Internet for each type of business ownership.

· Use electronic resources to prepare an itinerary for international travel.

Integration/Linkages


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 Industry Standards, WC3 Users Interface domain and National Educational Technology Standards (NETS)

Standard 2.0


The student will research and apply typography, layout, design, and composition concepts and guidelines for preparation of a multimedia project.

Learning Expectations

The student will:


2.1
Analyze composition processes.


2.2
Analyze principles of typography.


2.3
Set formatting styles and apply typographical commands to text.


2.4
Evaluate the effectiveness of typography in publications.


2.5
Contrast and compare the typography from at least two print sources:


a.
composition techniques


b.
different typestyles


c.
different types of justification


2.6
Analyze layout principles.


2.7
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, gutters, tabs, letter spacing, tracking, leading, and headings;


f.
columnar grid setup;


g.
style formulation;


h.
master page construction; and


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


2.8
Illustrate gradiations in shapes and blend colors.


2.9
Illustrate methods of importing and exporting text and graphics.

Student Performance Standards: 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. Compare and contrast the typography of each. 

· Design and create various projects, i.e., an open house announcement, a new market product, a public relations announcement, a community service activity a local business is co sponsoring in collaboration with Business Professionals of America or Future Business Leaders of America

Integration/Linkages

All subject areas, SCANS, National Standards for Business Education, Policy Commission for Business and Economic Education, National Language Arts Skills Standards, National Educational Technology Standards (NETS), Data Processing Management Association (DPMA), and International Association of Administrative Professionals (IAAP), Future Business Leaders of America, Gateway Algebra I Gateway English II

Standard 3.0


Students will enhance productivity through effective information processing using a variety of input technologies.

Learning Expectations

The student will:


3.1
Demonstrate the functions, applications and common features of word processing software.


3.2
Apply the different stages of the document cycle.


3.3
Prepare a variety of documents through the use of a variety of input technologies according to mailability standards such as keying, scanning, voice, handwriting, and a PIA (Personal Digital Assistant). Create a variety of business forms and documents.


3.4
Apply information processing systems hardware and software appropriately to accomplish tasks across the curriculum.


3.5
Demonstrate the ability to access reference materials in a variety of locations.

Student Performance Standards: Evidence Standard Is Met

The student:
· Composes, organizes and edits information using a keyboard.

· Utilizes word processing software to input, edit, save and output documents.

· Proofreads and edits documents for accuracy and content, grammar, spelling and punctuation.

· Completes interdisciplinary projects using word processing hardware and software.

· Arranges and prepares a business document using reference materials.

Sample Performance Task

· Demonstrate information processing employability standards by completing a minimum of four multi-page—multi application simulated or real tasks such as a student handbook, etc.

Integration/Linkages

SCANS (The Secretary's Commission on Achieving Necessary Skills), National Standards for Business Education, Future Business Leaders of America, Delta Pi Epsilon, Industry Standards, WC3 Users Interface domain and National Educational Technology Standards (NETS), Data Processing Management Association, International, Association of Administrative Professionals, Gateway Algebra I, and Gateway English II 

Standard 4.0


Students will apply various communication strategies and techniques of input technologies, and to send, receive, and transmit information in the global world of business.

Learning Expectations

The student will:


4.1
Apply effective procedures for composing business communications through the use of a variety of input technologies to include voice and handwriting recognition tools.


4.2
Practice procedures for improving listening, reading and speaking skills.


4.3
Demonstrate techniques for handling interoffice, incoming and outgoing mail.


4.4
Inspect methods of transmitting information using telephone technology.


4.5
Identify the equipment, techniques and procedures used for telecommunication at the local, state, national and international level.


4.6
Apply interpersonal techniques appropriate in relating and working with diverse populations (cultural, ethnic, national…) in clients and employees in the workplace.


4.6
Apply appropriate interpersonal techniques necessary in working with employees and visitors to the workplace.

Student Performance Standards: Evidence Standard Is Met

The student:

· Composes business letters.

· Enhances the development of listening, reading and speaking skills by preparing and delivering a presentation.

· Opens, annotates, prioritizes and routes interoffice and incoming mail. 

· Keys, formats, edits, revises, prints, prepares business documents using a variety of input technologies effectively:

· keyboard
· scanner

· voice recognition

· handwriting recognition through the use of a PIA and a tablet PC.

· Prepares and manages incoming and outgoing correspondence.

· Plans and places outgoing telephone calls and responds to incoming calls.

· Accesses the Internet to send and receive information.

· Dramatizes situations, such as meeting and greeting visitors, that include a diverse client and employee simulation.

Sample Performance Task

Role-play incoming and outgoing calls.

· Prepare telephone messages.

· Compose and key e-mail messages.
· Simulate a role-playing situation involving an irate client or employee.
· Apply management and problem-solving skills in resolving the situation.
Integration/linkages

SCANS (The Secretary's Commission on Achieving Necessary Skills), National Standards for Business Education, Future Business Leaders of America, Delta Pi Epsilon Industry Standards, WC3 Users Interface domain and National Educational Technology Standards (NETS), Data Processing Management Association, International, Association of Administrative Professionals, Gateway Algebra I, and Gateway English II 

Standard 5.0


Students will maintain various records management systems.

Learning Expectations

The student will:


5.1
Manage paper and magnetic records and media.


5.2
Examine alphabetic, numeric, chronological, geographic and subject filing systems.


5.3
Relate the reprographic processes to records management.


5.4
Use computer-assisted retrieval systems to manage magnetic and micro imaging media.


5.5
Use imaging systems to convert and store data in a digitized format.


5.6
Examine procedures and methods for disposal of records.

Student Performance Standards: Evidence Standard Is Met

The student:

· Analyzes the types of media on which information is kept and the benefits of each.

· Applies the procedures and rules of alphabetic, numeric, chronological, geographic and subject records management systems.

· Assembles materials to be copied and stored.

· Uses electronic magnetic media to facilitate record retrieval.

· Converts and saves data using scanning equipment.

· Researches record retention and disposal requirements and environmental issues relating to records disposal.

Sample Performance Task

· Perform record management procedures using a variety of media, including paper, magnetic and electronic media.

· Complete simulated records management tasks.

Integration/Linkages

SCANS (The Secretary's Commission on Achieving Necessary Skills), National Standards for Business Education, Future Business Leaders of America, Delta Pi Epsilon Industry Standards, WC3 Users Interface domain and National Educational Technology Standards (NETS), Data Processing Management Association, International, Association of Administrative Professionals, Gateway Algebra I, and Gateway English II 

Standard 6.0


The student will effectively use resources that support work activities, time management, workstation components and safety in the work environment.

Learning Expectations

The student will:


6.1
Analyze the importance of time management for personal and professional applications.


6.2
Evaluate personal and professional time management procedures to increase productivity.


6.3
Examine factors related to ergonomics and its importance to the office worker.


6.4
Establish safety and security measures necessary in the work environment.

Student Performance Standards: Evidence Standard Is Met

The student:

· Prepares an agenda of daily personal and professional tasks.

· Analyzes and identifies common techniques to promote productivity.

· Designs an illustration of an ergonomically efficient workstation.

· Creates a display illustrating effective safety and security measures.

Sample Performance Task

· Complete a daily time log. Determine the most and least productive time periods.

· Design a tickler file to promote efficient time management.

· Maintain time log and tickler file for a portfolio sample.

Integration/Linkages

SCANS (The Secretary's Commission on Achieving Necessary Skills), National Standards for Business Education, Future Business Leaders of America, Delta Pi Epsilon Industry Standards, WC3 Users Interface domain and National Educational Technology Standards (NETS), Data Processing Management Association, International, Association of Administrative Professionals, Gateway Algebra I, and Gateway English II 

Standard 7.0


The student will perform activities and demonstrate knowledge essential to planning career strategies and continuous self-improvement.

Learning Expectations

The student will:


7.1
Develop skills necessary for initial employment.


7.2
Demonstrate the ability to complete a job search.


7.3
Compose employability documents.


7.4
Practice job-interviewing techniques.


7.5
Develop a strategy for improvement and advancement in the workforce.

Student Performance Standards: Evidence Standard Is Met

The student:

· Demonstrates necessary attitudes, personal characteristics, skills and work ethics.

· Examines job opportunities through various sources, including newspapers, employment agencies, personal inquiries and the Internet.

· Prepares a letter of application, resume, employment application and follow-up letter.

· Demonstrates effective interviewing techniques through mock interviews, video interviews and evaluation/critique of performance.

· Interacts effectively with others in group situations and activities.

· Designs a strategy for continuous improvement in productivity that could lead to promotional opportunities.
Sample Performance Task
· Locate an occupation in the Occupational Outlook Handbook (either printed or on the Internet) and prepare a report of related occupation.

· Prepare employment documents for use in mock interviews.

· Prepare sample written responses to interview questions and scenarios.

Integration/Linkages

SCANS (The Secretary's Commission on Achieving Necessary Skills), National Standards for Business Education, Future Business Leaders of America, Delta Pi Epsilon Industry Standards, WC3 Users Interface domain and National Educational Technology Standards (NETS), Data Processing Management Association, International, Association of Administrative Professionals, Gateway Algebra I, and Gateway English II 

Standard 8.0


The student will examine concepts and procedures used in managing financial activities.

Learning Expectations

The student will:


8.1
Analyze procedures for effective personal and professional money management.


8.2
Use financial records essential to daily operations of a business.


8.3
Calculate mathematical computations related to financial management.

Student Performance Standards: Evidence Standard Is Met

The student:

· Employs banking procedures for cash receipts and disbursements, including credit and debit purchases.

· Uses manual and electronic methods to complete payroll documents and other financial transactions.

· Calculates percentages, balances and completes reconciliation problems. 

Sample Performance Task

· Create, follow and record protocol for financial management in simulated projects.

Integration/Linkages

SCANS (The Secretary's Commission on Achieving Necessary Skills), National Standards for Business Education, Future Business Leaders of America, Delta Pi Epsilon Industry Standards, WC3 Users Interface domain and National Educational Technology Standards (NETS), Data Processing Management Association, International, Association of Administrative Professionals, Gateway Algebra I, and Gateway English II 

Standard 9.0


The student will examine the importance of decision making, critical thinking and teamwork.

Learning Expectations

The student will:


9.1
Apply steps in the decision making process.


9.2
Use the problem solving process to resolve business problems.


9.3
Assesses their ability to work with others in a team situation.


9.4
Apply team-building and critical thinking skills through group activities.

Student Performance Standards: Evidence Standard Is Met

The student:

· Examines potential problems facing business and offers alternative solutions.

· Proposes contingency plans for solving identified problems.

· Demonstrates the use of social and business etiquette in group relationships in the workplace.

· Applies teamwork skills in group assigned activities.

Sample Performance Task

· As a team given a business dilemma, identify the problem and analyze and develop recommended solutions to problem. 

Integration/Linkages

SCANS (The Secretary's Commission on Achieving Necessary Skills), National Standards for Business Education, Future Business Leaders of America, Delta Pi Epsilon Industry Standards, WC3 Users Interface domain and National Educational Technology Standards (NETS), Data Processing Management Association, International, Association of Administrative Professionals, Gateway Algebra I, and Gateway English II 

Standard 10.0


The student will research and apply knowledge of ethical and legal issues within the industry. 

Learning Expectations

The student will: 


10.1
Demonstrate work ethics that include integrity, honesty, loyalty, and perseverance that meet industry standards.


10.2
Research benefits and consequences resulting from the practice of business ethics.


10.3
Comprehend copyright laws and their applications to text, visual art, design, music, and photography.


10.4
Research legal responsibilities associated with the use of the Internet as required by federal and state government agencies. 

Student Performance Standards: Evidence Standard Is Met

The student:

· Applies ethical conduct providing the proper credit to those whose ideas and content has been used in creating interactive multimedia projects.

· Demonstrates ethical behaviors in what is written, spoken, or presented in designing and presenting a multimedia project.

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

· Recognizes the legal implications of violating federal and state laws in multimedia/digital publishing.

· Demonstrates legal responsibilities using the Internet for interactive multimedia projects.

· Demonstrates skills necessary for safety and environmental protection in digital design and photography

· Develops a virtual presentation on ethical and legal issues that could be posted on the web.

Sample Performance Task

Design and produce an interactive multimedia project on legal and ethical issues, including, issues and penalties for plagiarism, copied data with permission and the process used in obtaining permission. Obtain formal permission for use of a quotations, art form, design, music, and photographs. Develop and present a total team interactive multimedia project utilizing various technology components.

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
Standard 11.0

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

Learning Expectations

The student will:


11.1
Demonstrate self-initiative through group projects.


11.2
Examine the value of leadership skills.


11.3
Illustrate image building and public relations techniques.


11.4
Assess decision-making skills.


11.5
Demonstrate effective teamwork and critical analysis applying conflict resolution techniques.


11.6
Examine the value of leadership skills and confidence through personal reflection.


11.7
Demonstrate parliamentary procedure skills through team activities.


11.8
Analyze the goals and applies the principles of Business Professionals of America and/or Future Business Leaders of America.

Student Performance Indicators: Evidence Standard is Met
The student:

· Analyzes leadership and confidence through professional development activities.

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

· Researches at least four-student organization Web pages and develops a report that compares and contrasts the different types of information found in each.

· Dramatizes leadership and confidence through professional development activities and constructs a leadership appraisal list.

· Applies effective image-building and public relations techniques.

· Composes, keys, and formats informative articles for publication in local and/or state electronic and print-media publications.

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

· Organizes and manages a team presentation on leadership. (Gateway English II Standards 4.0)
· Demonstrates parliamentary procedure skills through team activities.

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

· Participates in Business Professionals of America and/or Future Business Leaders of America-related activities.

· Designs a program that illustrates effective image building techniques.

Sample Performance Task

· Hold a mock meeting according to proper parliamentary procedure.

· Design and display Business Professionals of America and/or Future Business Leaders of America membership promotional materials.

· Prepare an electronic recruitment presentation to be presented to the middle school and freshman students.

· Research, design and prepare a presentation to be posted to the school Web page a membership recruitment campaign for the Future Business Leaders of America and/or Business Professionals of America. 

· Using the Internet, researches and critiques a Business Professional of America and/or Future Business Leaders of America corporate annual report. Consider type of information included, the writing styles and presentation format.

· Complete a written analysis of findings and conclusions.

· Prepare and deliver a presentation on the findings.

· Hold a mock meeting according to proper parliamentary procedure.

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), International Association of Administrative Professionals, Gateway Algebra I, Gateway English II, Business Professional of America Chapter Management Reference and/or Future Business Leaders of America Chapter Handbook
Standard 12.0


The student will develop a comprehensive portfolio insert.

Learning Expectations

The student will:


12.1
Analyze the types of organizational patterns, equipment and software that are suggested for use implementing a full-scale automated office. 


12.2
Research the process and steps to follow in small and large merged corporate structures.

Student Performance Standards: Evidence Standard Is Met

The student:

· Designs a policy manual based on research findings for a small merged department, business or organization that includes use of copyright resources, safety and health issues.

· Analyzes steps used in conducting a feasibility study.

· Distinguishes the uses of a feasibility study

· Determines who does the study

· Determines what should be measured and/or studied

· Determines how the information is gathered

· Determines criteria for analyzing the study

· Writes specifications for equipment (networking, furniture, reprographics, record management, computers/peripherals/software) necessary to run a full-scale small department, business or organization.

· Identifies professional development and certification needs based on equipment and software specifications.

Sample Performance Task

· Apply teamwork skills in assigned groups, organizing different parts of a company structure. Include the following activities:

· Go on-line and analyze a press release of a department, a business or an organization merger.

· Design a logo for the new merged department, business or organization.

· Use this information to design a letterhead for the merged department or business.

· Create a client and employee database.

· Create a business letter announcing the merger.

· Summarize and key a magazine article in business report format with side headings that discusses the merger.

· Scan a four-page document; edit and make changes and/or updates using revision tools.

· Create a three-fold flyer that can be used for advertising the newly merged department, business or organization using graphics and text.

· Design a spreadsheet with a graph from the current fiscal year income using appropriate formulas that will calculate an increase in income at the rate of 10% for each of the next five years.

· Create an organizational chart for “XYZ” department, business or organization.

· Create a marketing presentation using a presentation program incorporating the information used in the three-fold flyer, projected income, graph, organizational chart and client data.

· Using the class as the board of directors, each team will report its findings and present its products for approval.

Integration/Linkages

SCANS (The Secretary's Commission on Achieving Necessary Skills), National Standards for Business Education, Future Business Leaders of America, Delta Pi Epsilon Industry Standards, WC3 Users Interface domain and National Educational Technology Standards (NETS), Data Processing Management Association, International, Association of Administrative Professionals, Gateway Algebra I, and Gateway English II[image: image1.png]
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