Course Title: Information Technology Applications I and II Dual Credit 
Course Description: A course in which students will demonstrate knowledge and fundamental skills of information technology applications including: word processing, spreadsheet, database and presentation tools through an interactive learning process.  General concepts including hardware, software, operating systems, information literacy, and responsible computer usage will be explored.
	Source
	
	Comments 

	ESS04.10 
	Employ computer operations applications to manage work tasks.
	

	ESS04.10.01
	Manage computer operations.
	

	ESS04.10.02
	Manage file storage.
	

	ESS04.10.03
	Compress or alter files.
	

	ITC10.01.03
	Identify computer classifications and hardware.
	

	ITC10.01.03
	Identify major hardware components and their functions.
	

	ITC10.01.03
	Identify the hardware associated with telecommunications functions.
	

	ITC10.01.03
	Identify types of computer storage devices.
	

	ITC10.01.04
	Describe elements and types of information processing.
	

	ITC10.01.04

	Identify the elements of the information processing cycle (i.e., input, process, output, and storage).
	

	ITC10.02.01
	Explain the key functions and applications of software.
	

	ITC10.02.01
	Demonstrate knowledge of the key functions of systems software.
	

	ITC10.02.01
	Demonstrate knowledge of widely used software applications (e.g., word processing, database management, spreadsheet development).
	

	ESS04.03
	Operate electronic mail applications to communicate within a workplace.
	

	ESS04.03.01
	Use and understand email to share files and documents.
	

	ESS04.03.02
	Identify the functions and purpose of email systems.
	

	ESS04.03.03
	Use email to communicate within and across organizations.
	

	ESS04.04
	Operate Internet applications to perform workplace tasks.
	

	ESS04.04.01
	Access and navigate Internet (e.g., use a web browser).
	

	ESS04.04.02
	Search for information and resources.
	

	ESS04.04.03
	Evaluate Internet resources for reliability and validity.
	


	ESS04.05
	Operate writing and publishing applications to prepare business

communications. (Word processing)
	

	ESS04.05.01
	Create, edit and format tables.
	

	ESS04.05.02
	Create multi-page research documents using effective research techniques and appropriate formatting (including, but not limited to headers, footers, footnotes, endnotes, citations, page numberings, reference pages).
	

	ESS04.05.01
	Use mailing features including envelopes, labels, and mail merge.
	

	ESS04.05.02
	Insert, edit, and format graphics within a document.
	

	ESS04.05.01
	Apply professional character, paragraph, and page formatting.
	

	ESS04.07
	Employ spreadsheet applications to organize and manipulate data. (Spreadsheet)
	

	ESS04.07.01
	Create worksheet structures using formulas and the proper order of operations for the following types of functions: loan calculations, logical, financial, and statistical functions.
	

	ESS04.07.02
	Demonstrate absolute vs. relative cell referencing.
	

	ESS04.07.02
	Analyze data through sorting, lists, and pivot tables.
	

	ESS04.07.01
	Import data from text-based files.
	

	ESS04.07.01
	Utilize formatting methods, including conditional formatting and other advanced formatting methods.
	

	ESS04.07.02
	Use advanced charting features.
	

	ESS04.08
	Employ database applications to manage data. (Database)
	

	ESS04.08.01
	Create and modify tables including appropriate data types and field properties (validation rules, default values, look-up values, and formatting).
	

	ESS04.08.03
	Analyze data using filters and multiple types of queries (select, update, crosstab, delete, and make table queries).
	

	ESS04.08.04
	Create customized reports.
	

	ESS04.08.02
	Create customized forms.
	

	ESS04.08.02
	Establish relationships and apply referential integrity.
	

	ESS04.06 
	Operate presentation applications to prepare presentations. (Presentation)
	

	ESS04.06.01
	Prepare and develop presentations utilizing advanced techniques including timings, animation, master slides, and templates.
	

	ESS04.06.01
	Develop presentation for web production and publication.
	

	ESS04.06.01
	Utilize advanced drawing tools including SmartArt, Word Art, and Call Outs.
	

	ESS04.06.01
	Add interactivity, including hyperlinking, action buttons, and media clips.
	

	ESS04.06.02
	Deliver presentations with supporting materials.
	

	NBEA IT II
	Hardware
	

	NBEA IT II, 

Level 3
	Troubleshoot hardware and supportive software problems (e.g., printing problems, file format)
	

	NBEA IT XIV
	Security, Privacy, and Risk Management
	

	NBEA IT XIV,

Level 1-2
	Explain the risks and dangers of sharing personal information.
	

	NBEA IT XIV,

Level 1-2
	Adhere to privacy, safety, and security policies and legislation (e.g., acceptable use policy, web page policies, student photo policies, computer crime, fraud, abuse).
	

	NBEA IT XIV,

Level 1-2
	Identify and discuss privacy issues within an organization.
	

	NBEA IT XVIII
	Information Technology Careers
	

	NBEA IT XVIII,

Level 1-2
	Identify positions and career paths in information technology and explore careers in information technology
	


Methods of Assessment (Suggestions)
A comprehensive hands-on assessment that demonstrates successful skill attainment and knowledge acquisition of all the defined competencies.
Note:  Our recommendation would reflect both Information Technology Applications I and II in a combined high school course taking place over two semester units.  The above knowledge and skill statements would be addressed in a college- level semester course in Microcomputer Applications/Introductory Computer Applications.  
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