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COURSE DESCRIPTION:

This competency -based course has been designed for all CAS students interested in vocational disciplines —
business education, health, home economics, and industrial technology. It contains terminology, descriptions of
computers, how they function, and their uses. It also includes an introduction to basic software applications,
word processing, electronic spreadsheets, and presentation graphics. The competencies in this course are
aligned with the California High School Academic Content Standards and the California Career Technical
Education Model Curriculum Standards.

PREREQUISITES:
Concurrent enroliment in Typist: Keyboarding/1 (21-01-58/61-50-84), Typist: Keyboarding/2 (21-01-59/61-50-
86) or Typist: Keyboarding (21-13-72/61-50-88) is recommended for all students taking this course.

NOTE:
The Computer Operator (Basics) (21-05-55/61-50-54) and Computer Operator (Literacy) (21-10-73/61-50-52)
Challenge Tests are available to students who wish to challenge the course. Teachers are to refer those
students to the school’s Counseling Services Office where arrangements to take the test and the administration
of the test will take place. The Counseling Services Office will report the results of the Challenge Test to both
the student and the teacher.

This course can not be repeated once a student receives a Certificate of Completion.
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COURSE OUTLINE COMPETENCY-BASED COMPONENTS

A course outline reflects the essential intent and content of the course described. Acceptable course outlines
have six components (Education Code Section 52506). Course outlines for all apportionment classes,
including those in jails, state hospitals, and convalescent hospitals, contain the six required elements (EC
52504; 5CCR 10508 [b]):

Course Outline Components Location
GOALS AND PURPOSES Cover

The educational goals or purposes of every course are clearly stated and the class periods
are devoted to instruction. The course should be broad enough in scope and should have
sufficient educational worth to justify the expenditure of public funds.

The goals and purpose of a course are stated in the COURSE DESCRIPTION. Course
descriptions state the major emphasis and content of a course, and are written to be
understandable by a prospective student.

PERFORMANCE OBJECTIVES OR COMPETENCIES pp. 1-9

Objectives should be delineated and described in terms of measurable results for the
student and include the possible ways in which the objectives contribute to the student’s
acquisition of skills and competencies.

Performance Objectives are sequentially listed in the COMPETENCY-BASED
COMPONENTS section of the course outline. Competency Areas are units of instruction
based on related competencies. Competency Statements are competency area goals that
together define the framework and purpose of a course. Competencies fall on a continuum
between goals and performance objectives and denote the outcome of instruction.

Competency-based instruction tells a student before instruction what skills or knowledge
they will demonstrate after instruction. Competency-based education provides instruction
which enables each student to attain individual goals as measured against pre-stated
standards.

Competency-based instruction provides immediate and continual repetition and in
competency-based education the curriculum, instruction, and assessment share common
characteristics based on clearly stated competencies. Curriculum, instruction and
assessment in competency-based education are: explicit, known, agreed upon, integrated,
performance oriented, and adaptive.

INSTRUCTIONAL STRATEGIES pp. 12-13

Instructional techniques or methods could include laboratory techniques, lecture method,
small-group discussion, grouping plans, and other strategies used in the classroom.

Instructional strategies for this course are listed in the TEACHING STRATEGIES AND
EVALUATION section of the course outline. Instructional strategies and activities for a
course should be selected so that the overall teaching approach takes into account the
instructional standards of a particular program, i.e., English as a Second Language,
Programs for Older Adults, Programs for Adults with Disabilities.
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COURSE OUTLINE COMPETENCY-BASED COMPONENTS

(continued)

Course Outline Components

UNITS OF STUDY, WITH APPROXIMATE HOURS ALLOTTED FOR EACH UNIT

The approximate time devoted to each instructional unit within the course, as well as the
total hours for the course, is indicated. The time in class is consistent with the needs of the
student, and the length of the class should be such that it ensures the student will learn at
an optimum level.

Units of study, with approximate hours allotted for each unit are listed in the
COMPETENCY AREA STATEMENT(S) of the course outline. The total hours of the
course, including work-based learning hours (community classroom and cooperative
vocational education) is listed on the cover of every CBE course outline. Each Competency
Area listed within a CBE outline is assigned hours of instruction per unit.

EVALUATION PROCEDURES

The evaluation describes measurable evaluation criteria clearly within the reach of the
student. The evaluation indicates anticipated improvement in performances as well as
anticipated skills and competencies to be achieved.

Evaluation procedures are detailed in the TEACHING STRATEGIES AND EVALUATION
section of the course outline. Instructors monitor students’ progress on a continuing basis,
assessing students on attainment of objectives identified in the course outline through a
variety of formal and informal tests (applied performance procedures, observations,
simulations), paper and pencil exams, and standardized tests.

REPETITION POLICY THAT PREVENTS PERPETUATION OF STUDENT ENROLLMENT

After a student has completed all the objectives of the course, he or she should not be
allowed to reenroll in the course. There is, therefore, a need for a statement about the
conditions for possible repetition of a course to prevent perpetuation of students in a
particular program for an indefinite period of time.
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Competency-Based Components with the Academic Core Content Standards

for the COMPUTER OPERATOR (LITERACY) Course

English- Mathematics Science History-
P . Language Arts Content Content Social Science
Competency Areas, Statements and Minimal Competencies Content Standards Standards Content
Standards Standards
R1.1, W1.2, 2.3f, 2.63,
A. INTRODUCTION b, W/O1.4
Understand the purpose of the class, the needs of the students, and the rules of F:/vlo\qvllsji/szfj
classroom safety and care. '13-17.19, 111,
1. List class procedures and policies. 2.2t 2.3¢c, e- 1, 2.6a- A E;g‘éﬁi:'g::;; r‘?‘m N/A
2. ldentify expectations of the class R1.1,1.3, W 1.1, 1.2, " " History11.8.7
3. Identify personal uses for the computer. 2.3f, 2.6a-c, W/O 1.1- " IE1a, ¢ Economics12.4.2,
4. Define Computer |iteracy_ 1.4,L/51.3,1.11,2.2 1) . " " . Hist11.8.7
5. Demonstrate knowledge of rules of classroom safety and care such as no food, no |, 12'?/3}5'1 21'_616"30 Us ¢ IEtc, Physicsse (5 N/A (5
drinking, no smoking, controlling and avoiding electrostatic discharge. 11.13,1.6,1.9, 1.11,
2.2a, b, e, f, 2.3, c-e,
(I hour) 2.5 a-d, 2.6a-c (5
B. COMPUTER HARDWARE, TERMINOLOGY, AND MEDIA STORAGE
Understand and maintain computer equipment; understand computer terminology;
handle diskettes properly.
1. Identify the computer hardware system components. fR\1/v1/o\4V111332|_/3213611
2. Demonstrate powering-up and shutting down computers. '13-17,19, 111,
3. Demonstrate how to warm boot a computer. 2.2f, 2.3c, e- f, 2.6a-c
4. Define computer terms such as bit, byte, kilobyte (KB), megabyte (MB), gigabyte R1.1, W/01.1-1.3, LIS
(GB), terrabyte (TB), megahertz (mHz), and gigahertz (gHz). 12'12'; 'S’;‘?’;'gé 101;
5. Demonstrate handling, inserting, and removing data storage media (diskettes, CDs, | 3544 26a-c N/A IEta, c Econ12.4.2,
and USB drives). " ” " Hist11.8.7
6. Demonstrate proper storage of data storage media. R1.1,1.3, W1.1,1.2, ! ! !
7. Pass a written exam with a minimum of 80%, covering the use and maintenance of |23 2.6a¢, WO 1.1-| Algebra.1, 25.1 ' .
) : ’ 1.4,1/S1.3, 1.11, 2.21, N/A (5 "(5 "
computer equipment. 2.3c, e, 2.6a-C " " "(5
R1.1, W/0O1.1-1.3, L/S ” " "
SCANS COMPETENCIES 1.1,1.3,1.6,1.9, 1.11, !
Resources: Allocates Time/Materials and Facilities 2.2a, b, e, f, 2.3a, c-e,
Information: Acquires and Evaluates Information/Organizes and Maintains Information/Uses 25a-d, 2.6a-c (5
Computers to Process Information !
Technology: Selects Technology/Applies Technology to Task R1 -1\/'\/\//(\;21-?13’ b,
SCANS FOUNDATION SKILLS
Basic Skills: Listening/Speaking
Thinking Skills: Problem Solving/Knowing How to Learn/Reasoning
(2 hours)
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Competency-Based Components with the Academic Core Content Standards

for the COMPUTER OPERATOR (LITERACY) Course

English- Mathematics Science History-
P . Language Arts Content Content Social Science
Competency Areas, Statements and Minimal Competencies Content Standards Standards Content
Standards Standards
C. COMPUTER USER INTERFACE AND KEYBOARDING SKILLS
Demonstrate the ability to use a mouse, desktop icons, and a Graphic User Interface
Operating System.
. . R1.1, W/O1.1-1.3,
1. Demonstrate the use of a mouse, desktop icons, and windows. LUS11,1.3,1.6.
2. Demonstrate the ability to start, run, and end a program. 1.9,1.11,2.2a, b,
3. Explain a prompt. e, f,2.3a,c-e 25
4. Explain a cursor. a-d, 2.6a-¢ N/A IE1ac Eﬁg‘: 12;72
5. Explain a menu. R1.1, W1.1,1.2, Alg24.2-3, IE1a,c,d "
6. Explain system error messages. 2.3a-f, 2.6a-d, Geometry3.0 " "
7. Explain Graphic User Interface (GUI). W/01.1-1.4, L/S S ‘5 S
8. Locate all alphabetic, punctuation, numeric, and special purpose keys. 117'1'1 19'3’1 11‘;" ;'g;_ Alng’zs " 55
9. Demonstrate ability to use proper keys and mouse techniques. Y ose Geom3.0 IE1a,c "
SCANS COMPETENCIES "5 N/A "
Resources: Allocates Time/Materials and Facilities !
Information: Acquires and Evaluates Information/Organizes and Maintains Information/Uses
) R1.1, W/O1.1-1.3,
Computers to Process Information US 11 1.3 16
Systems: Understands Systems 19 111 2.2a b
Technology: Selects Technology/Applies Technology to Task e.f23a ce 25
a-d, 2.6a-c
SCANS FOUNDATION SKILLS !
Basic Skills: Reading/Listening/Speaking
Thinking Skills: Problem Solving/Knowing How to Learn/Reasoning
(8 hours)
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Competency-Based Components with the Academic Core Content Standards

for the COMPUTER OPERATOR (LITERACY) Course

English- Mathematics Mathematics History-
P : Language Arts Content Content Social Science
Competency Area, Statements and Minimal Competencies Content Standards Standards Content
Standards Standards
D. COMPUTER FUNCTIONS R11, W14, 1.2,
) 2.3a-f, 2.6a-d,
Understand the function of input, processing, output, and storage devices of the W/O1.1-1.4,L/S
computer. 1.1,1.3,1.4, 1.6,
1.7,1.9, 1.11, 2.2a-
. . f, 2.3c
1. Explain the function of Random Access Memory (RAM). "
2. Explain the function of Read Only Memory (ROM). R1.1,W1.1,1.2, Alg24.2-3,
3. Describe input devices such as keyboard, mouse, scanner, and microphone. 2-3L?é1f'g/V/10g-11';-4' Geom3.0
4. Describe output devices such as monitors and printers. 111, 2.2b. 1. 2.3¢, N/A IE1 a, ¢, d Econ12.4.2,
5. Identify and describe basic differences between computer programs. e, 2.6a-C " " Hist11.8.7
6. Understand the function of the Central Processing Unit (CPU). " Alg24.2-3, IE1a,c "
7. Describe storage devices used when processing information such as hard drive, R1.1, W1.1,1.2, Geom3.0, " "
flash drives, CD-ROM, and disk drives 28af WO1115, | Probabiily & E1acd@ )
) " ’ . . L/S1.1,1.3-1.9, Statistics8.0 " "5
8. Pass a written exam with at least 80% accuracy, covering the functions of computer | 111 2.2f 2.3c, e- ® IE1a,c {
hardware components. f, 2.6a-c (5 Alg24.2-3, " "
R1.1, W1.1,1.2, Geom3.0 "
SCANS COMPETENCIES Vﬁ/-gj-fi 21'3&5/'3 N/A
Resources: Allocates Time/Materials and Facilities 111 '3'1'4' 16
Information: Acquires and Evaluates Information/Organizes and Maintains Information/Uses 17 19 1.11. 228
Computers to Process Information " Y osc
Systems: Understands Systems/Monitors and Corrects Performance R1.1,W1.1,1.2,
Technology: Selects Technology/Applies Technology to Task 2.3b, f, W/O1.1-1.4,
L/S1.3, 1.6, 1.9,
SCANS FOUNDATION SKILLS 1.1, 2222 f, 2.3c,
Basic Skills: Reading/Listening/Speaking R1 (1:"’ Wzae-s: b
Thinking Skills: Problem Solving/Knowing How to Learn/Reasoning ‘Wiol4
(3 hours)
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English- Mathematics Science History-
P : Language Arts Content Content Social Science
Competency Areas, Statements and Minimal Competencies Content Standards Standards Content
Standards Standards
E. COMPUTER IMPACT AND USES
Understand various types of computers, their applications, and the positive and negative
implications of the increased use of computers in our society. R11 W11 12
1. Outline the differences among mainframe, microcomputers, laptops, and pocket 2.3a-, 2.6a-d,
PCs. W/O1.1-1.4,L/S
2. Discuss computer usage in the following occupations: 117'1%19'3’1 11‘;" ;'g;_
a. finance - f 23c
b. travel R1.1, W/O1.1-1.3,
C. education L/S1.1,1.3-1.7, IE1 a, c,-d
1.9, 1.11, 2.2a-c, e-
d. research f, 2.3¢, e-f, 2.5a-d Alg24.2-3, IE1a, ¢ (2a Econ12.4.2,
e. business (2a Geom3.0, P&S8.0 « Hist11.8.7
f. communication “ N/A (2a “ "(2a
g. manufacturing o
h. entertainment “(2e « (‘.2 «
i. medicine « “(2 ) “@
j- information access “ “ “
3. Explain experience and educational requirements for entry-level computer-related ‘
occupations. “ (@) « “ «
4. Describe various computer crimes such as software copyright infringements, R11, W11, 1.2, “ (2] “(2] “(2]
surveillance, and electronic theft (money, goods, and information). 2.3a-f, 2.6a-d, Alg1.0 -25.0, IE1 2 cd (3 "(3
5. Describe some ways that computer crime is being prevented. W/01.1-1.4,L/S | Geom3.0, 8.0, 11.0 ' Econ12.3.1,12.4.2,
6. Indicate some increases in employment caused by the use of computers. 117'1%19'3’1 11‘;" ;'g;_ ,\f/SA IEtac,m H'Sq;'g';;i‘“m
7. Isolate some changes in the work environment because of the use of computers. " f23c(3 "(5 "6 (5
8. Pass an exam covering the positive and negative results of increased computer use R1.1,W1.1,1.2, Alg24.2-3, IE1 @, c-d, m Econi2.4.2,
in the personal and work environments. 23381" quog-l';A' Geom3.0 " Hist11.8.7
SCANS COMPETENCIES 111, 2.2b, 1, 2.3c, " IE1 a, c-d "
Resources: Allocates Time/Materials and Facilities e, 2.6a-c
Information: Acquires and Evaluates Information/Organizes and Maintains Information/Uses "(5
Computers to Process Information
Systems: Understands Systems/Monitors and Corrects Performance R11 W2.6a b
Technology: Selects Technology/Applies Technology to Task : v'wo1' 4a, ’
SCANS FOUNDATION SKILLS
Basic Skills: Reading/Listening/Speaking
Thinking Skills: Problem Solving/Knowing How to Learn/Reasoning
(4 hours)
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Competency-Based Components with the Academic Core Content Standards

for the COMPUTER OPERATOR (LITERACY) Course

English- Mathematics Science History-
P : Language Arts Content Content Social Science
Competency Areas, Statements and Minimal Competencies Content Standards Standards Content
Standards Standards
F. COMPUTER SOFTWARE ESSENTIALS R1.1,1.3, W11, 12,
' ' 2.3, 2.6a-c, W/O 1.1-
Understand use of desktop features, icons, and windows. 1.4,1/81.3,1.11, 2.2,
2.3c, e, 2.6a-c R1.1,
1. Define a Graphic User Interface (GUI). v\\//\;(;j' by 2|_'/3.<_l:)' :
; ; P 1.1-1.4, L/S1.3,
Describe differences among the following: 1.6,1.9,1.11, 2.2b, f, N/A
a. SySt?m§ 2.3c, e, 2.6a-C (2a-c Alg24.2-3,
b. applications R1.1, W/01.1-1.3, L/S| Geom3.0, P&S8.0 IE1a,c Econ12.4.2,
c. utility programs 1.1,1.3, 1.6, 1.9, 1.11, (2a IE1a,c d(2a Hist11.8.7
3. Detect user-friendly features such as menus, prompts, and error messaging 2'22""52_3’ f2 g:fi’(ge' ) ) (2a
techniques. " N/A (3 IE1a,c(3 “
4. Perfect the use of a mouse. R1.1, W/0O1.1-1.3, L/S “ " "3
5. Discuss and utilize desktop features including icons (adding/moving/removing) and 1.1,1.3-1.7,1.9, "5 "5 S
windows managing. 1.11’e-2f.2§ '55.3'?52'3“ " " I
6. Format a diskette. R1.1, W/d1.1-1.3, US " " "
7. Copy a file. 1.1,1.3,1.6, 1.9, 1.11, " " "
8. Copy a diskette. 2.2a,b, e f,23ace| Alglo0,1.1,4.0, "(10a !
9. Delete a file 2.5 a-d, 2.6a-c 5.0, 24.2-3, 25.0, “ " (10a
: . i . . " Geom3.0, P&S8.0 “ “
10. Determine the following attributes of software packages: " (10a « «
a. availability " “ “ “
b. cost R1.1, W1.1,1.2, 2.3a- “ “(10f “
i f, 2.6a-d, W/O1.1-1.4, “ “(10f
g' Colmgﬁ'b'“ty US1.1,1.3,1.4,1.6, « " (11
- reliapiiity 1.7,1.9, 1.11, 2.2a, “(10f "(12a (1
e. ease of use 2.3c (10a-f N/A (11 “ "(12a
f. Speed R1.1, W 1.1, 1.2, 2.3b, " (123 “ “
11. Describe and demonstrate hard disk file management. f1' ?/?;'11'11"1“ ;’2;? . <12d « (12d
12. Ident.ify the following contents of a folder: 23c, e, é.Gé—C.(Ti ' “(12d " "
a. file name R1.1, W1.1,1.2, 2.3a- " "
b. file size f, W/O1.1-1.3, L/S 1.1, "
i 1.3-1.7,1.9, 1.1,
c. file type ' 2.2f,2.3c, e- f, 2.6a-c
d. date/time of creation (12a-d
13. Describe and demonstrate renaming and deleting folders and files. R1.1, W 1.1, 1.2, 2.3b,
14. Pass an exam with a minimum of 80% accuracy, demonstrating ability to use f, W/01.1-1.4, L/S1.3,
operating system commands to format and copy a diskette and copy and delete 1'6'2152’ 2‘121 éi-zcb' f
files. R1.1, 2.6, W2.6a, b,
(6 hours) Wio1.4
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Competency-Based Components with the Academic Core Content Standards

for the COMPUTER OPERATOR (LITERACY) Course

English- Mathematics Science History-
P . Language Arts Content Content Social Science
Competency Areas, Statements and Minimal Competencies Content Standards Standards Content
Standards Standards
G. APPLICATIONS R1.1, W 1.1, 1.2, 2.3,
f, W/O1.1-1.4, L/S1.3,
I . 1.6,1.9, 1.11,2.2b, f,
Understand common computer applications such as word processing, spreadsheet, 230, 6, 2,600 (1a
presentation graphics, educational software, utility, and reference. T
1. Describe each of the following types of educational software: ‘
a. dictionaries R1.1, W1.2, 2.3f, 2.6a,
' . b, W/O1.4 (2 P&S8.0 (1a IE1 a,c (1a Econ12.4.2,
b. encyclopedia R1.1,2.6, W/01.1-1.3, “ “ Hist11.8.7 (1a
c. thesaurus L/S1.1,1.3,1.6, 1.9, “ “ “
d. applications 111,22a b, 6,1, Y .
2. Detail various reference application programs. 258 Z—gfj e Nfi 52 "2
3. Apply utility software such as anti-virus and scan disk. R1.1,W1.2,2.3f, 2.6a|  N/A, P&S8.0 " "
4. List types of software application programs. b, W/O1.4 Alg24.2-3, " (5 "
5. Discuss reasons for and benefits of using computer-assisted instruction R1.1, W/01.1-1.3, /S Geom3.0 (5 ! " (5
applications 1.1,1.3-1.7, 1.9, N/A " "
pp : 1.11, 2.2a-c, e, 2.3c, Alg24.2-3, n .
e-f, 2.5a-d (5 Geom3.0 " "
WORD PROCESSING R1.1, W1.2, 2.3, 2.6a, N/A " (10 "
b, W/O1.4 ” " " (10
6. List word processing software in use today. ?gga\{\g \}V/éﬂz 12_'132' ("10 . .
7. Explain the use of word processing in business. UUS11,1.3,1.4,16, " " "
8. Open a word processing program. 1.7,1.9,1.11, 2.2a, " " (15 ”
9. Input and format text from the keyboard. 2.3c o " (15
10. Prepare data storage media for use. Rdgﬁsavc\,’”?g“f;' (,,15 . .
11. Save a document using correct file name to data storage media. 111,22a b, e,f, ’ " "
12. Retrieve information from data storage media. 2.3a, c-e, 2.5 a-d, “ IE1a,c-d (20 "
13. Edit a document. 2.6a-c Geom11.0 " (20
14. Delete information from a document. " (10-15 G':E]rig%-(séo
15. Insert information into a retrieved document. » '
16. Move information from one part of a document to another. ”
17. Format a document for printing.
18. Proofread and correct errors in preparation for printing. R11 W14 1.2 2.3a-
19. Print the document in both portrait and landscape orientations f. 2.6a-d, WO1.1-1.4,
20. Compare the advantages and disadvantages of word processing software. L/S1.1,1.3, 1.4, 1.6,

1.7,1.9, 1.11, 2.2a,
2.3¢ (20
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Competency-Based Components with the Academic Core Content Standards

for the COMPUTER OPERATOR (LITERACY) Course

English- Mathematics Science History-
P : Language Arts Content Content Social Science
Competency Areas, Statements and Minimal Competencies Content Standards Standards Content
Standards Standards
R1.1, 2.6, W1.2, 2.3f,
G. APPLICATIONS — cont. 268 b, WO'1.4
R1.1,1.3, W1.1,1.2,
ELECTRONIC SPREADSHEET 2.3f, 2.6a-c, W/O 1.1-
1.4,1/51.3,1.11, 2.2 N/A
21. List spreadsheet application software in use today. R 12?/3161 21'62""'2 sa| Aglo, 11,50
22. Define basic spreadsheet terminology. f, 2.éa-d, vv’/o1.’1-1.4, 15.0, 24'.2-3: 25.6,
23. Explain the uses for a spreadsheet. L/S1.1,1.3,1.4, 1.6, Geom3.0
24. List capabilities of spreadsheets. 1.7, 1.9,21.311, 2.2a, "‘(/22 IE1a,c E|-C|OT1112':72'
. i C n n iS 8.
25. Define rows and columns. R1.1,2.6, W1.2,2.3,|  Alg1.1,25.1, IE1a, c-d "
26. Plan a spreadsheet program. 2.6a, b, W/O1.4 Geom8.0 IE1a, ¢ (25 "
27. Open a spreadsheet. R1.1, W/0O1.1-1.3, /S N/A " " (25
28. Set up and modify standard values for a spreadsheet. 1.1,1.3,1.6,1.9,1.11,  Alg11, 25.1,
29. Edit and copy entries in a spreadsheet. 2'2"’; ;’_’ de’zf’ezj’caizcée’ Geﬁggf’z_g 0 ) ;
30. Insert and delete rows in a spreadsheet. R Geom3.0 “3 "
31. Insert and delete columns in a spreadsheet. R1.1, 2.6, W/0O1.1-1.3,| Geom8.0, 11.0 (30 “ " (30
32. Use formulas and functions in a spreadsheet. '-/?111-1'2;3, 1b-& 1f-9, AL 1 \ a0 IE1a cd !
i 1 i 11,2.2a,b,e,f, 1.0, 1.1, 4.0, “ !
33. Edit and recalculate figures in a spreadsheet. 2.3a, c-e, 2.5 a-d, 5.0, 15.0, 24.2-3, « «
34. Format a spreadsheet. ' 2.6a-c 25.0, Geom3.0 IE1a, ¢ (35 “
35 Proofread and correct errors in preparation for printing. “ “ “ “(3
36. Print a spreadsheet in both landscape and portrait orientations. » Alg1.1, 24.2-3, IE1a, c-d
37. Compare the advantages and disadvantages of electronic spreadsheet software. (?O 25&(’3?5?:"8'?3::'0
R1.1, 2.6, W2.3f Alg24.2-3,

R1.1, 2.6, W/O1.1-1.3,
L/S1.1,1.3,1.6, 1.9,
1.11,2.2a, b, e, f,
2.3a, c-e, 2.5 a-d,
2.6a-c
“(35

R1.1, W1.1,1.2, 2.3a-

f, 2.6a-d, W/O1.1-1.4,

L/S1.1,1.3, 1.4, 1.6,

1.7,1.9, 1.11, 2.2a-,
2.3c

Geom3.0, P&S8.0
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Competency-Based Components with the Academic Core Content Standards

for the COMPUTER OPERATOR (LITERACY) Course

English- Mathematics Science History-
P . Language Arts Content Content Social Science
Competency Areas, Statements and Minimal Competencies Content Standards Standards Content
Standards Standards
G. APPLICATIONS - cont.
PRESENTATION GRAPHICS
38. List presentation graphic software in use today and define basic terminology. R11, \{)WV'@’OZ{SJ’ 2.6a,
39. Explain uses of presentations in business. R1.1, W1.1, 1_'2’ 2.3a-
40. Open a presentation graphic program. f, 2.6a-d, W/O1.1-1.4,
41. Create a slide show/graphic presentation. L/S1.1,1.3,1.4, 1.6, N/A IE1a, ¢
42. Edit and print a slide show/graphic presentation in multiple formats. 7 1'9’21'3101’ z2adt ggeiffg'g’ |||5E1;a'cc(-jo EI-Clgt]1112§72
43. Pass an exam with a minimum of 80% accuracy, covering uses of educational, R1.1, 2.6, WO1.1-1.3, N/A (40 “
reference, computer-assisted instruction, and business software. L/S1.1,1.3,1.6, 1.9, Geom11.0 “ “(40
1.11,2.2a, b, e, f, N/A « “

SCANS COMPETENCIES

Resources: Allocates Time/Materials and Facilities

Information: Acquires and Evaluates Information/Organizes and Maintains Information/Uses
Computers to Process Information

Systems: Understands Systems/Monitors and Corrects Performance

Technology: Selects Technology/Applies Technology to Task

SCANS FOUNDATION SKILLS
Basic Skills: Reading/Listening/Speaking
Thinking Skills: Problem Solving/Knowing How to Learn/Reasoning

(33 hours)

2.3a, c-e, 2.5 a-d,
2.6a-c (40

«

R1.1, 2.6, W2.6a,
b, W/O1.4

13

“«

13
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Competency-Based Components with the Academic Core Content Standards

for the COMPUTER OPERATOR (LITERACY) Course

English- Mathematics Science History-
P : Language Arts Content Content Social Science
Competency Areas, Statements and Minimal Competencies Content Standards Standards Content
Standards Standards
H. EMPLOYABILITY SKILLS
Show understanding of job search and acquisition skills.
1. Describe the steps used in a job search. 22:{1{ Wu’}’f—&za
2. Write a résumé and cover letter. 1/$13,1.6,19,
3. Discuss the value of résumés and personal networking in obtaining employment. 1.11, 2.2b, f, 2.3,
4. Complete a job application legibly. e, 2.6a-c
5. Discuss work habits of punctuality and regular attendance. R11'1‘{ 2\)\?'(:/\1”_?21)'1- N IE"1E;CC EEcCg::zzjzz
6. Discuss the following aspects of job interview preparation: 258 " IE1c Hist11.8.7
a. dress R1.1, W/O1.1-1.3, " " Econ12.4.2
b. references L/S$1.1,1.3-17, “(5 “(5 !
’ . 1.9, 1.11, 2.2a-c, e- " (6a " (6a “(5
c. resume f,2.3¢, e-f, 2.5a-d “ “ " (6a
d. transcripts R1.1, W/O1.4, W « « P
e. work permits (11-12) 2.5a-c “ “ “
f. interview R1.1, W/01.1-1.3, ‘ ‘ ‘
g. follow-up 1'291811%11’ 12;32;_167(;_ “ (69 “ (69 .
7. Discuss customer service as a method of building permanent relationships f 2.3c, e-f, 2.5a-d “(7 “(7 “(6g
between the organization and the customer. 5 “(7
n (Ga
SCANS COMPETENCIES “
Resources: Time/Materials and Facilities ‘
Interpersonal: Participates as Member of a Team/Teaches Others New Skills/Serves .
Clients/Customers/Exercises Leadership/Negotiates/Works with Diversity .
Information: Acquires and Evaluates Information/Organizes and Maintains Information/ «
Uses Computers to Process Information “ (69
Systems: Understands Systems “(7

Technology: Selects Technology/Applies Technology to Task

SCANS FOUNDATION SKILLS

Basic Skills: Listening/Speaking

Thinking Skills: Decision Making/Problem Solving/Knowing How to Learn/Reasoning
Personal Qualities: Responsibility/Self-Esteem/Self Management

(3 hours)

(21-10-73)



SUGGESTED INSTRUCTIONAL MATERIALS and OTHER RESOURCES

TEXTBOOKS

Wray, Paul. Computer Literacy with Microsoft Office 2000. D.D.C. Publishing. ISBN: 1-56243-858-1.

SUPPLEMENTAL RESOURCES

Bobola, Daniel T. and Dan Bobola. The Complete Idiot’s Guide to Microsoft Word 2000. MacMillan
Publishing Company. ISBN: 078971860X. 1999.

Bonomo, Perry, Daniel Seidler and John Piser. ErgAerobics: Why Does Working @ My Computer Hurt
So Much? Mass Market Paperback. ISBN: 0966409000. 1998.

California Business Education Resource Consortium. Challenge Standards: Career Preparation Business
Education (Academic Crosswalk). California Department of Education. 1997-1998.

California Department of Education. Challenge Standards: Career Preparation — Business Education.
California Department of Education, Career Vocation Education Division. 2000.

California Department of Education. Business Education Framework and Model Curriculum Standards.
California Department of Education, Career Vocation Education Division, 1998.

California Department of Education. Business Education Career Path and Model Curriculum Standards.
California Department of Education, 1995.

California Department of Education. High School Academic Content Standards. California Department of
Education, May 2004.

California Department of Education. High School Exit Exam — English/Language. California Department
of Education, February 2001.

California Department of Education. High School Exit Exam — Mathematics. California Department of
Education, February 2001.

Kraynak, Joe. The Complete Idiot’s Guide to PC’s (Complete Idiot’'s Guide Series). Alpha Books. ISBN:
0789716313. 1998

Linden, Paul. Comfort at Your Computer: Body Awareness Training for Pain-Free Computer Use. North
Atlantic Books. ISBN: 1556433220. 2000.

Landau, Ted. Sad Macs, Bomb and Other Disasters. Peachpit Press. ISBN: 020169963X. 2000.

McFedries, Paul. The Complete Idiot's Guide to Windows 98 (Complete Idiot’s Guide Series). Que
Education and Training. ISBN: 0789714930. 1998.
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