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Scope and Sequence Outline

Primary – Grades K-2


Intermediate -Grades 3-5


Middle School – Grades 6 – 8

Middle School – Grades 7 – 8


Middle School – Grades 8


High School – Grades 9 – 12

	Occupational/Continuing Education

in Business
	Courses that may supplement Occupation other than Business Technology Education
	Courses for Personal/Academic Use

	Accounting I
	Accounting I
	Accounting I

	Banking and Finance
	Computer Literacy 
	BASIC Programming

	American Business Legal Systems
	Computer Applications
	Business Principles 

	BASIC Programming
	Desktop Publishing
	C++ Programming

	eBusiness Communication
	BASIC Programming – 
	Computer Applications

	C++ Programming 
	Financial Planning
	Computer Literacy

	Accounting II
	Business Management
	eBusiness Communication

	Business Management
	eBusiness Communication
	JAVA Programming

	Desktop Publishing
	Business Principles
	Keyboarding

	Computer Applications
	Interactive Multimedia Presentation
	Keyboarding/Document Formatting

	Computer Operating Systems and Hardware*
	International Business/Marketing
	Personal Finance (Approved 6/22/07)

	Database Design/Management
	Keyboarding
	

	Administrative Management 
	Programming C++
	

	Financial Planning
	Spreadsheet Applications
	

	Business Economics
	Keyboarding/Document Layout and Design
	

	Information Technology Foundations 
	Keyboarding/Document Formatting
	

	Integrated Input Technologies
	Personal Finance (Approved 6/22/07)
	

	Interactive Multimedia Presentations
	
	

	International Business/Marketing
	
	

	JAVA Programming
	
	

	Keyboarding
	
	

	Networking Essentials 
	
	

	Business Principles 
	
	

	Spreadsheet Applications
	
	

	Virtual Enterprise International
	
	

	Web Design Essentials (Approved 11/14/08)
	
	

	Web Design Applications (Approved 11/14/08)
	
	

	Web Site - Foundations
	
	

	Web Page Design - Site Designer
	
	

	Web Page Design - eCommerce
	

	

	Keyboarding/Document Layout and Design
	
	

	Keyboarding/Document Formatting
	
	

	Personal Finance (Approved 6/22/07)
	
	

	Work Based Learning
	
	


Courses Cross-Over from Trade and Industrial Education

2 Semester Block

	Courses
	Course Codes
	K-2
	3-5
	6
	7
	8
	9
	10
	11
	12
	Credit

	Computer Literacy 
	
	X
	X
	X
	X
	X
	X
	X
	X
	X
	1

	Keyboarding
	
	
	
	
	X
	X
	X
	
	
	
	½

	Keyboarding/Document Formatting
	
	
	
	
	X
	X
	X
	X
	
	
	½

	Keyboarding/Document Layout and Design
	
	
	
	
	
	
	X
	X
	X
	
	½

	Computer Applications
	
	
	
	
	
	
	X
	X
	
	
	1

	Business Principles 
	
	
	
	
	
	
	X
	X
	
	
	1

	Database Design/Management
	
	
	
	
	
	
	
	X
	X
	X
	½

	Accounting I
	
	
	
	
	
	
	
	X
	X
	X
	1

	Accounting II
	
	
	
	
	
	
	
	
	X
	X
	1**

	eBusiness Communication
	
	
	
	
	
	
	
	X
	X
	X
	1

	Business Economics
	
	
	
	
	
	
	
	
	X
	X
	½

	Finance Planning
	
	
	
	
	
	
	
	X
	X
	X
	1

	Personal Finance (Approved 6/22/07)
	
	
	
	
	
	
	
	
	X
	X
	½

	American Business Legal Systems
	
	
	
	
	
	
	
	
	X
	X
	½

	Business Management
	
	
	
	
	
	
	
	
	X
	X
	1

	Career Connections
	
	
	
	
	
	
	
	
	X
	X
	1

	Interactive Multimedia Presentation
	
	
	
	
	
	
	
	X
	X
	X
	1

	International Business/Marketing
	
	
	
	
	
	
	
	
	
	X
	1

	Banking and Finance
	
	
	
	
	
	
	
	
	X
	X
	1**

	Virtual Enterprise International
	
	
	
	
	
	
	
	
	X
	X
	1**

	Web Design Essentials (Approved 11/14/08)
	
	
	
	
	
	
	
	
	X
	X
	1

	Web Design Applications (Approved 11/14/08)
	
	
	
	
	
	
	
	
	X
	X
	1**

	Web Site - Foundations 
	
	
	
	
	
	
	
	X
	X
	
	1

	Web Page Design - Site Designer
	
	
	
	
	
	
	
	
	X
	X
	1

	Web Page Design - eCommerce
	
	
	
	
	
	
	
	
	
	X
	1

	Spreadsheet Applications
	
	
	
	
	
	
	
	X
	X
	X
	½

	Desktop Publishing
	
	
	
	
	
	
	
	X
	X
	X
	1

	Networking Essentials or Networking
	
	
	
	
	
	
	
	X
	X
	X
	1

	Information Technology Foundations
	
	
	
	
	
	
	
	
	X
	X
	1

	Computer Operating Systems and Hardware
	
	
	
	
	
	
	
	
	
	X
	1

	BASIC Programming
	
	
	
	
	
	
	X
	X
	X
	X
	1

	C++ Programming
	
	
	
	
	
	
	
	X
	X
	X
	1

	JAVA Programming 
	
	
	
	
	
	
	
	
	X
	X
	1

	Integrated Input Technologies
	
	
	
	
	
	
	
	
	X
	X
	1**

	Administrative Management 
	
	
	
	
	
	
	
	
	X
	X
	1**

	Work Based Learning
	
	
	
	
	
	
	
	
	X
	X
	1**

	Special Course-Business Technology
	
	
	
	
	
	
	
	
	
	
	


Note: **Two credits -pursuing industry certification and/or Work Base Learning
, 

4 x 4 block

	Courses
	Course Codes
	K-2
	3-5
	6
	7
	8
	9
	10
	11
	12
	Credit

	Computer Literacy  
	
	X
	X
	X
	X
	X
	X
	X
	X
	X
	1

	Keyboarding/Keyboarding/ Document Formatting
	
	
	
	
	
	
	X
	X
	X
	X
	1

	Computer Applications
	
	
	
	
	
	
	X
	X
	X
	X
	1

	Business Principles 
	
	
	
	
	
	
	X
	X
	
	
	1

	Keyboarding/Document Layout and Design/Database Design/Management
	
	
	
	
	
	
	
	X
	X
	
	1

	eBusiness Communication 
	
	
	
	
	
	
	
	X
	X
	
	1

	Spreadsheet Applications/ Career Connections
	
	
	
	
	
	
	
	X
	X
	X
	1

	Accounting I
	
	
	
	
	
	
	
	X
	X
	
	1

	Accounting II
	
	
	
	
	
	
	
	
	X
	X
	1**

	American Business Legal Systems/Business Economics
	
	
	
	
	
	
	
	
	X
	X
	1

	Business Management
	
	
	
	
	
	
	
	
	X
	X
	1

	Personal Finance (Approved 6/22/07) /Finance Planning
	
	
	
	
	
	
	
	
	X
	X
	1

	Finance and Banking
	
	
	
	
	
	
	
	
	X
	X
	1**

	International Business/Marketing
	
	
	
	
	
	
	
	
	X
	X
	1**

	Virtual Enterprise International
	
	
	
	
	
	
	
	
	X
	X
	1**

	Web Design Essentials (Approved 11/14/08)
	
	
	
	
	
	
	
	
	X
	X
	1

	Web Design Applications (Approved 11/14/08)
	
	
	
	
	
	
	
	
	X
	X
	1**

	Web Site - Foundations
	
	
	
	
	
	
	
	X
	X
	
	1

	Web Page Design - Site Designer
	
	
	
	
	
	
	
	
	X
	X
	1

	Web Page Design -eCommerce
	
	
	
	
	
	
	
	
	
	X
	1

	Interactive Multimedia Presentations 
	
	
	
	
	
	
	
	X
	X
	X
	1

	Desktop Publishing
	
	
	
	
	
	
	
	X
	X
	X
	1

	Networking Essentials 
	
	
	
	
	
	
	
	X
	
	
	1

	Information Technology Foundations*
	
	
	
	
	
	
	
	
	X
	
	1

	Computer Operating Systems and Hardware
	
	
	
	
	
	
	
	
	
	X
	1

	BASIC Programming
	
	
	
	
	
	
	X
	X
	X
	X
	1

	C++ Programming
	
	
	
	
	
	
	X
	X
	X
	X
	1

	JAVA Programming
	
	
	
	
	
	
	X
	X
	X
	X
	1

	Integrated Input Technologies
	
	
	
	
	
	
	
	
	X
	X
	1**

	Administrative Management
	
	
	
	
	
	
	
	
	X
	X
	1**

	Work Based Learning
	
	
	
	
	
	
	
	
	
	
	1**

	Special Course-Business Technology
	
	
	
	
	
	
	
	
	
	
	


**Two credits -pursuing industry certification and/or Work Based Learning
	Courses
	Course Codes
	K-2
	3-5
	6
	7
	8
	9
	10
	11
	12
	Credit

	Business/Computer Technology

	Computer Literacy 
	
	X
	X
	X
	X
	X
	X
	X
	X
	X
	1

	Computer Applications
	
	
	
	
	
	
	X
	X
	X
	X
	1

	BASIC Programming
	
	
	
	
	
	
	
	X
	X
	X
	1

	C++ Programming
	
	
	
	
	
	
	
	
	X
	X
	1

	JAVA Programming
	
	
	
	
	
	
	X
	X
	X
	X
	1

	Interactive Multimedia Presentation
	
	
	
	
	
	
	
	X
	X
	X
	1

	Business Technology Education (Non Career and Technical Education) 

	Keyboarding 
	
	
	
	
	X
	X
	X
	X
	X
	X
	½ 

	Keyboarding/Document Formatting
	
	
	
	
	
	X
	X
	X
	X
	XX
	½ 

	Business Principles 
	
	
	
	
	
	
	X
	X
	
	
	1 

	Business Economics
	
	
	
	
	
	
	
	
	X
	X
	½

	American Business Legal Systems
	
	
	
	
	
	
	
	
	X
	X
	½

	Accounting I
	
	
	
	
	
	
	
	X
	X
	X
	1

	Accounting II*
	
	
	
	
	
	
	
	
	X
	X
	1

	Finance Planning
	
	
	
	
	
	
	
	
	X
	X
	1

	Personal Finance (Approved 6/22/07)
	
	
	
	
	
	
	
	
	X
	X
	½

	Special Course-Business
	
	
	
	
	
	
	
	
	
	X
	

	Business Technology (Career and Technical Education)

	Keyboarding
	
	
	
	
	
	
	X
	X
	X
	X
	½

	Keyboarding/Document Formatting
	
	
	
	
	
	
	X
	X
	X
	X
	½

	Keyboarding/Document Layout and Design
	
	
	
	
	
	
	
	X
	X
	
	½

	Database Design/ Management
	
	
	
	
	
	
	
	X
	X
	X
	½

	Spreadsheet Applications
	
	
	
	
	
	
	
	X
	X
	X
	½

	Business Principles 
	
	
	
	
	
	
	X
	X
	
	
	1

	Business Economics
	
	
	
	
	
	
	
	
	X
	X
	½

	American Business Legal Systems
	
	
	
	
	
	
	
	
	X
	X
	½

	Accounting I
	
	
	
	
	
	
	
	X
	X
	X
	1

	Accounting II*
	
	
	
	
	
	
	
	
	X
	X
	1**

	Finance Planning
	
	
	
	
	
	
	
	
	X
	X
	1

	Personal Finance (Approved 6/22/07)
	
	
	
	
	
	
	
	
	X
	X
	½

	eBusiness Communication 
	
	
	
	
	
	
	
	
	X
	X
	1

	Business Management
	
	
	
	
	
	
	
	
	X
	X
	1

	Interactive Multimedia Presentation
	
	
	
	
	
	
	
	
	X
	X
	1

	International Business/Marketing
	
	
	
	
	
	
	
	
	
	X
	1**

	Desktop Publishing 
	
	
	
	
	
	
	
	
	X
	X
	1

	Finance and Banking
	
	
	
	
	
	
	
	
	X
	X
	1**

	International Business/Marketing
	
	
	
	
	
	
	
	
	X
	X
	1

	Web Design Essentials (Approved 11/14/08)
	
	
	
	
	
	
	
	
	X
	X
	1

	Web Design Applications (Approved 11/14/08)
	
	
	
	
	
	
	
	
	X
	X
	1**

	Virtual Enterprise International
	
	
	
	
	
	
	
	
	X
	X
	1**


	Courses
	Course Codes
	K-2
	3-5
	6
	7
	8
	9
	10
	11
	12
	Credit

	Business Technology (Career and Technical Education) Continued

	Web Site - Foundations
	
	
	
	
	
	
	
	X
	
	
	1

	Web Page Design - Site Designer
	
	
	
	
	
	
	
	X
	X
	
	1**

	Web Page Design -eCommerce
	
	
	
	
	
	
	
	
	
	X
	1**

	Interactive Multimedia Presentations 
	
	
	
	
	
	
	
	X
	X
	X
	1

	Desktop Publishing
	
	
	
	
	
	
	
	X
	X
	X
	1

	Networking Essentials or Networking
	
	
	
	
	
	
	
	X
	X
	
	1

	Information Technology Foundations*
	
	
	
	
	
	
	
	
	X
	X
	1

	Computer Operating Systems
	
	
	
	
	
	
	
	
	
	X
	1

	BASIC Programming
	
	
	
	
	
	
	X
	X
	X
	X
	1

	C++ Programming
	
	
	
	
	
	
	X
	X
	X
	X
	1

	JAVA Programming
	
	
	
	
	
	
	X
	X
	X
	X
	1

	Administrative Management 
	
	
	
	
	
	
	
	
	
	X
	1**

	Integrated Input Technologies
	
	
	
	
	
	
	
	
	X
	X
	1**

	Work Based Learning
	
	
	
	
	
	
	
	
	
	X
	11**

	Special Course-Business Technology
	
	
	
	
	
	
	
	
	
	
	

	Business Technology and Trade and Industrial Education (Career and Technical Education)

	Web Design - Foundations
	
	
	
	
	
	
	
	X
	
	
	1

	Web Page Design - Site Designer
	
	
	
	
	
	
	
	X
	X
	X
	1

	Web Page Design - eCommerce
	
	
	
	
	
	
	
	
	
	X
	1

	Networking Essentials or Networking
	
	
	
	
	
	
	
	X
	X
	
	1

	Information Technology Foundations*
	
	
	
	
	
	
	
	
	X
	 
	1

	Computer Operating Systems
	
	
	
	
	
	
	
	
	
	X
	1

	Business Technology and Marketing (Career and Technical Education)

	International Business/Marketing
	
	
	
	
	
	
	
	
	
	X
	1

	Family and Consumer Science (Career and Technical Education)

	Career Connections
	
	
	
	
	
	
	
	
	X
	X
	½


**Two credits - pursuing industry certification and/or Work Based Learning
Computer Literacy and Usage


operations, keyboarding, productivity tools, ethics, communications tools, input devices….





Computer Literacy 


operations, keyboarding, productivity tools, ethics, communications tools, research, input/output devices, ecommunications, word processing. spreadsheet, database, presentation applications, access network for problem-solving and decision making.





Computer Literacy


keyboarding, keyboarding/document formatting, operations, productivity tools, ethics, communications tools, research, input/output devices, ecommunications, spreadsheet, database, presentation applications, access network for problem-solving and decision making, interactive multimedia presentations, desktop/web publishing,





Keyboarding


apply basic skills in operating a computerized keyboard by using the touch system and other input technologies to produce mailable business documents related to keying, formatting, grammar, punctuation, capitalization, spelling, content, typography and layout and design. Using special features of the software, the student will be able to format academic and business reports





Keyboarding/Document Formatting


demonstrates a combination of input skills (advanced keyboarding, scanning, speech recognition, handwriting recognition, and the use of a mouse) in the production of mailable business documents applying  proofreading and editing industry production standards and skills with emphasized on formatting, typography and layout and design concepts in document preparation of business letters, forms, invoices, manuscripts, and tabulated and columnar information








5
1

