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Software Applications Challenge Test is incorporated in this outline for the student who wishes to challenge the
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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. 1-7

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. 10-11

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.

-ii-
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Competency-Based Components with the Academic Core Content Standards

for the COMPUTER OPERATOR: INTEGRATED APPLICATIONS (BASICS) Course

English- Mathematics Science History-
P . Language Arts Content Content Social Science
Competency Areas, Statements and Minimal Competencies Content Standards Standards Content
Standards Standards
A. INTRODUCTION
Discuss integrated applications course content, skills required, classroom procedures, R1.1, W1.2,2.6a, b,
professional attitude, proper computer ethics, and jobs available in the industry. » W1V\q/011 -24 .y
1, W1.1,1.2, 2.3a,
: s 2.6a-d, W/O1.1-1-1.4, N/A Investigation & N/A
1. List classroom policies and procedures. LS 1.1,1.3,1.4,1.6,| Algebral.0,24.2-3, | Experimentationic “
2. Explain class prerequisites. 1.7, 1.9, 2.2a-f Geometry3.0 IE1c, d Economics12.4.2,
3. Discuss the importance of integrated applications. W/01.1-1.3, L/S 1.1, N/A IE1c History11.8.7
4. Describe skills required to be a successful computer operator. 1-31| 19-4é 13}572156,;-7, 5A(|)911-8'01 ;2;32'03: . ‘ a5 ‘(‘5
. . . . .9, 2.3f, 2.5a- .0, 10.0, 24-2.3, c, “
5. Dgscrlbe professional attltudg on the job and at school. R1A W11 12, Geom3.0 IE1c Econ12.4.2,
6. Discuss proper computer ethics. W/O1.1-1.5, L/S1.3, N/A (5 » Hist10.1.1, 12.3.3
7. Describe jobs available for computer operators. 1.6,1.8,1.9,2.2f,2.6a-c “ N/A
“(5 “
SCANS COMPETENCIES W/01.1-1.3,L/S 1.1,
Resources: Time/Materials and Facilities 1.3,1.4,1.5,1.6,17,
Information: Acquires and uses information/Acquires and Evaluates Information/Organizes ;191 Zﬁf’121-5?'g
and Maintains Information/Uses Computers to Process Information W/O1.14-15. L/S1.3
Systems: Understands Systems ‘ 1.6’1.8"1.9"2.'2]:’ 2 6ad
Technology: Selects Technology/Applies Technology to Task
SCANS FOUNDATION SKILLS
Basic Skills: Listening/Speaking
Thinking Skills: Problem Solving/Knowing How to Learn/Reasoning
(1 hour)
B. PROGRAM REVIEW
Review basic program features presented in Computer Operator/Software Applications
class.
: ; : R1.1, W 1.1, 1.2, N/A IE1c Econ12.4.2,
1. Rev!ew bas!c word processing commands. W/O1.1-1.5, L/S1.3, Alg1.0 ; Hist11.8.7
2. Review basic spreadsheet commands. 1.6,1.8,1.9,2.2 2.6a-q " " «
3. Review basic presentation graphics commands. “ ” ” ”
4. Pass a written exam with a minimum of 80% accuracy, covering use of appropriate " "

basic program commands for word processing, spreadsheet, and presentation
graphics.

R1.1, 2.6, W2.6a, b,
W/01.4
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Competency-Based Components with the Academic Core Content Standards
for the COMPUTER OPERATOR: INTEGRATED APPLICATIONS (BASICS) Course

English- Mathematics Science History-
Competency Areas, Statements and Minimal Competencies La"gz:f:nf"s Sfa%";::';s s?::;i'r';s S°°(':a;rﬁz'net"°e
Standards Standards
B. PROGRAM REVIEW - cont.
SCANS COMPETENCIES
Resources: Time/Materials and Facilities
Information: Acquires and Evaluates Information/Organizes and Maintains Information/Uses
Computers to Process Information
Systems: Understands Systems
Technology: Selects Technology/Applies Technology to Task
SCANS FOUNDATION SKILLS
Basic Skills: Reading/Listening/Speaking
Thinking Skills: Problem Solving/Knowing How to Learn/Reasoning
(3 hours)
R1.1, W 1.1,1.2,
C. INTRODUCTION TO DATABASE MANAGEMENT W/O1.1-15, L/S1.3,
1.6,1.8,1.9,2.2f, 2.6a-C|
Utilize proper steps to create functioning database files, protecting data and R1.1,1.3, W 1.1,1.2,
documentation. 2.6a-c, W/O 1.1-1.4,
L/S1.3, 2.21, 2.6a-c
1. List database application software in use today. R1.1, W1.1,12,
: . , W/01.1-1.5, L/S1.3, Alg1.0 IE1c Econ12.4.2,
2. Define basic database management terminology. 1.6,1.8,1.9,2.2f, 2.6a-q N/A « Hist11.8.7
3. Describe field names and types. R1.1,2.6 Alg1.0 ” “
4. Create a database table. W/01.1-1.3,L/S 1.1, " IE1a, ¢
5. Discuss the need for accuracy during input. 1'13’91 :’S:g’gi’j 1(57’ N/ﬁ‘ ® 55 “(5
6. Append records to the database. w R'1.’1' 26 Alg1.0 ) “
7. Revise a database file. ” ” ” ”
8. Access and modify databases. i L
9. Sort database records. " (10 %Agfoo (10 » (10
10. Delete records from a database. « " IE1c p
11. Generate a report based on a functional database. W/01.1-1.3, L/S 1.1, ” ”

12. Discuss the need for relating two or more database tables.
13. Query the database using various field formats.

14. Generate labels based on a query of the database.

15. Generate various screen formats.

16. Print database tables, records, queries, and reports.

17. Pass all written assignments, examinations and projects with a minimum of 80%
accuracy, covering creation, input, revision, and printing of database information.

1.3,1.4,1.5,1.6,1.7,
1.9, 2.3f, 2.5a-d
R1.1,2.6
7 (15

R1.1, 2.6, W2.6a, b,
W/01.4

(21-10-75)
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Competency-Based Components with the Academic Core Content Standards
for the COMPUTER OPERATOR: INTEGRATED APPLICATIONS (BASICS) Course

English- Mathematics Science History-
. : Language Arts Content Content Social Science
Competency Areas, Statements and Minimal Competencies Content Standards Standards Content
Standards Standards

C. INTRODUCTION TO DATABASE MANAGEMENT - cont.

SCANS COMPETENCIES

Resources: Time/Materials and Facilities

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

Systems: Understands Systems

Technology: Selects Technology/Applies Technology to Task

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

(8 hours)
W/01.1-1.3, L/S 1.1,
D. INTEGRATED PROGRAM FEATURES 1.3,1.4,1.5,1.6,1.7,
1.9, 2.3f, 2.5a-d
Utilize equipment and techniques to allow integration of files and documents. RH,,’ 26
. . . R1.1, W1.1,1.2, 2.3a- Alg1.0 IE1c Econ12.4.2,
1. Discuss requirements for mail merge. f, 2.6a-d, W/O1.1-1- “ IE1a, ¢ Hist11.8.7
2. Create columnar forms. 1.4,L/S1.1,1.3, 1.4, ’ ’ “
3. Scanimages to be used for integration. 1.6,1.7,1.9, 2.2a-f Alg24.2-3, IE1c, d
4. Explain video capture and its use. R1.1,1.3 W1.1,12, Geoms3.0 IEtc (5 ,
. . . . 2.6a-c, W/O 1.1-1.4, Alg1.0 (5 IE1a, ¢ 5
5. Define photo touchup and' morphlr)g, and their applications. L/S1.3, 2.2, 2.6a-c (5 N/A [Etc, d "
6. Search for and download information from the Internet. R1.1,2.6 Alg24.2-3, IE1a, ¢ ”
7. Explain web page design requirements. R1.1, W1.1,1.2, 2.3 Geom3.0 ‘
8. Retrieve e-mail messages. f, 2.6a-d, W/O1.1-1- N/A

1.4,L/S1.1,1.3, 1.4,
1.6,1.7,1.9, 2.2a-f
R1.1,2.6
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Competency-Based Components with the Academic Core Content Standards
for the COMPUTER OPERATOR: INTEGRATED APPLICATIONS (BASICS) Course

Competency Areas, Statements and Minimal Competencies

English-
Language Arts
Content
Standards

Mathematics
Content
Standards

Science
Content
Standards

History-
Social Science
Content
Standards

D. INTEGRATED PROGRAM FEATURES - cont.

9.

Pass all assignments, projects, and exams with a minimum of 80% accuracy,
covering creation of columnar forms, mail merge, and creation of macros to aid with
program integration.

SCANS COMPETENCIES

Resources: 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

(9 hours)

R1.1, 2.6, W2.6a, b,
W/01.4

Alg1.0

IE1a, c

Hist11.8.7

E. PROGRAM INTEGRATION

Demonstrate the ability to combine files from different applications.

1.

NookrwN

©

10.

Differentiate between linking and embedding, and specify requirements for using
each one.

Create a word processing document with an embedded electronic spreadsheet file.
Create a word processing document with a linked electronic spreadsheet file.

Build a spreadsheet that includes a linked database.

Introduce an embedded database into a spreadsheet.

Combine an e-mail message into a word processing document.

Use appropriate hardware to import graphic materials into a word processing
document and a presentation graphic show.

Create a spreadsheet integrating Internet data.

Open, modify, print, and save documents containing embedded and linked
information.

Pass all assignments, projects, and exams with a minimum of 80% accuracy,
covering opening, modifying, printing, and saving documents containing embedded
and linked information.

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

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

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

1.6,1.7,1.9, 2.2a-f
R1.1,2.6

»

»

“(5

R1.1, 2.6, W2.6a, b,
W/O1.4 (10

Alg24.2-3,
Geom3.0
Alg1.0

»

‘5
N/A
Alg1.0

»

”(10

Econ12.4.2,
Hist11.8.7

»

»
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Competency-Based Components with the Academic Core Content Standards

for the COMPUTER OPERATOR: INTEGRATED APPLICATIONS (BASICS) Course

English- Mathematics Science History-
. : Language Arts Content Content Social Science
Competency Areas, Statements and Minimal Competencies Content Standards Standards Content
Standards Standards
E. PROGRAM INTEGRATION — cont.
SCANS COMPETENCIES
Resources: 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
(9 hours)
F. TROUBLESHOOTING
Solve problems associated with program integration and importing of files.
: . R1.1, W1.2,2.6a, b,
1. List ways programs can be integrated. W/O1.4 Alg1.0 IE1c Econi12.4.2,
2. Resolve word processing integration problems. R1.1,2.6 “ IE1a, ¢ Hist11.8.7
3. Fix spreadsheet integration problems.
4. Correct database integration problems. “(5 “(5 “(5 ,
5. Adjust presentation graphic integration problems. « « « “(5
6. Remedy e-mail integration problems. ” Alg1.0, 24.2-3, IE1a, ¢, d “
7. Use references to solve common integration problems. i GEIOT%O IE1a, c i
i . ’ TS . ) g1, » )
8. Apply prob!em solving skills to resolve multiple integration problems. R1.1,2.6, Wi.1, 1.2, » IE1a, ¢, d (10 ”
9. Resolve printer problems. 2.3a-, 2.6a-d, Alg1.0, 24.2-3, » (10
10. Utilize problem-solving skills and references to resolve word processing, W/O1.1-1-1.4, LUS 1.1, Geom3.0 (10

spreadsheet, database, presentation graphic, e-mail, and printer integration
problems.

1.3,1.4,1.6,1.7, 1.9,
2.2a-f (10
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Competency Areas, Statements and Minimal Competencies

English-
Language Arts
Content
Standards

Mathematics
Content
Standards

Science
Content
Standards

History-
Social Science
Content
Standards

F. TROUBLESHOOTING - cont.

SCANS COMPETENCIES

Resources: 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

(25 hours)

G. EMPLOYABILITY SKILLS
Show understanding of job search and acquisition skills.

1.
2.

3.

Describe the steps used in a job search.

Write a résumé and cover letter; discuss the value of résumés and personal
networking in obtaining employment.

Complete a job application legibly.

Discuss work habits; punctuality and regular attendance.

Discuss job interview preparation: dress, references, résumé, transcripts, work
permits, interview, and follow-up.

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

Systems: Understands Systems

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/ Sociability/Self Management

(2 hours)

R1.1,W1.1,1.2,
W/O1.1-1.5, L/S1.3,
1.6,1.8, 1.9, 2.2f,
2.6a-c
W (11-12) 2.5a-c

W/01.1-1.3,L/IS 1.1,
1.3,1.4,1.5,1.6,1.7,
1.9, 2.3f, 2.5a-d
“(5

Alg1.0
N/A

»

“(5

IE1a, c
IE1c

“(5

N/A

Econ12.4.2
Hist11.8.7
N/A (5
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Competency-Based Components with the Academic Core Content Standards
for the COMPUTER OPERATOR: INTEGRATED APPLICATIONS (BASICS) Course

Competency Areas, Statements and Minimal Competencies

English-
Language Arts
Content
Standards

Mathematics
Content
Standards

Science
Content
Standards

History-
Social Science
Content
Standards

H. FINAL EVALUATION

Pass a final examination of the competencies in this course outline.

1.

Pass performance tests with a minimum of 80% accuracy, utilizing equipment and
correct techniques to retrieve e-mail messages, search for and download
information from the Internet, and to create columnar forms.

Pass performance tests with a minimum of 80% accuracy by demonstrating the
ability to create a word processing document with a linked spreadsheet, create a
word processing document with an embedded electronic spreadsheet file, use a
word processing document with a database address file and merge to create letters,
import graphic materials into a word processing document and a presentation
graphic show.

Pass performance tests with a minimum of 80% accuracy by demonstrating the use
of problem solving skills to resolve multiple integration problems.

Pass a five-minute typing test at a minimum of 50 net words per minute.

SCANS COMPETENCIES

Resources: 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

(3 hours)

R1.1, 2.6, W2.6a, b,
W/01.4

R1.1, 2.6, W2.6a, b,
W/01.4

Alg1.0

Alg1.0, 24.2-3,
Geom3.0
Alg1.0

IE1a, c

IE1a, c, d
IE1a, c

Econ12.4.2,
Hist11.8.7

Econ12.4.2,
Hist11.8.7

(21-10-75)



