	High School Course
	College WECM Equivalent

	Business Computer Information Systems II

(ABCIS-TP) 1203130T

OR
Business Computer Information Systems II Career Preparation (BCIS2-TP) 1209930T

Prerequisite: Business Computer Information Systems I (BEGCIS1) 12011200 or (BCIS1-TP) 1201120T
	Integrated Software Applications I
ITSC 1309 or ITSC 1409 (or ITSC 1009 CEU)

OR

	
	Computer Applications II
POFI 1341 or POFI 1441 (or POFI 1041 CEU)

OR

	
	Digital Publishing I
ARTC 1313 or ARTC 1413 (or ARTC 1013 CEU)

OR

	
	Introduction to Presentation Graphics Software
ITSW 1310 or ITSW 1410 (or ITSW 1010 CEU)

OR

	
	Introduction to Computer Graphics
ARTC 1325 or ARTC 1425 (or ARTC 1025 CEU)


Course Outcomes - Integrated Software Applications I

(ITSC 1309/1409)

Course Description:

Integration of applications from popular business productivity software suites.  Instruction in embedding data, linking and combining documents using word processing, spreadsheets, databases, and/or presentation media software.

Learning Outcomes:

The student will use Office XP to work with programs and manage files.  The student will use word processing, spreadsheets, presentation graphics, and desktop management software.

	Expected Competencies

(The enhanced course must include the following competencies.)
	Check if “Yes”

	The student can:


	

	1.
	Perform basic disk file management functions.
	

	
	A.  Open and close windows.

B.  Minimize without closing, and switch between active icons.

C.  Use pull-down menus and resulting dialogue boxes.

D.  Control appearance of screen by sizing, dragging, rearranging windows, etc.

E.  Format diskettes.

F.  Set up and modify directories and subdirectories.

G.  Manage files within directories and subdirectories.


	

	2.
	Demonstrate knowledge of basic word processing functions.
	

	
	A.  Delete, move and copy blocks of text.

B.  Create emphasis by applying italics, underlining, and boldfacing to text.

C.  Format text to include line spacing and typeface (font size and style).

D.  Create basic tables and columns.

E.  Create headers and footers.

F.  Control format and appearance of document.

G.  Insert graphics.

H.  Work with multiple documents.

I.   Transfer text using the “clipboard.”
	

	3.
	Perform basic spreadsheet operations.
	

	
	A.  Create a simple worksheet according to specifications.

B.  Use common editing features for creating/modifying worksheet structure, to include block copying with relative cell addressing.

C.  Control format and appearance of worksheet.

D.  Create graphs.
	

	4.
	Demonstrate basic knowledge and skills necessary for database management.
	

	
	A.  Create tables and enter data.

B.  Add, delete and modify data records.

C.  Modify the table structure.

D.  Create queries to include compound conditions (i.e., AND/OR).
	

	5.  
	Perform various basic functions in working with presentation graphics.
	

	
	A.  Create slides to include clip art and tables.

B.  Modify the presentation by adding, removing, and deleting individual slides.
	


Textbook, Hardware/Software, and Tool Recommendations:

Parsons, Carey, Ageloff, Adamski, Romer, Shaffer, Ruffolo, Finnegan, Zimmerman, and Zimmerman.  New Perspectives on Microsoft Office XP – First Course.

Course Outcomes - Computer Applications II

(POFI 1341/1441)
Course Description:
Continued study of current computer terminology and technology. Advanced skill development in computer hardware, software applications, and procedures.

Learning Outcomes:

The student will demonstrate proficiency in commonly used software applications and identify and explain the concepts involved in producing documents using advanced features of software applications.

	Expected Competencies

(The enhanced course must include the following competencies.)
	Check if “Yes”

	The student can:


	

	1.
	Identify and explain the concepts involved in producing documents using advanced software features.
	

	2.
	Analyze various situations and apply technology to complete information-processing tasks more efficiently and effectively.
	

	3.
	Access the Internet and demonstrate proficiency.
	

	
	A.  Browser;

B.  Search functionality;
C.  Hyperlink capabilities.
	

	4.
	Design and create informational and motivational slides using presentation software and images.
	

	
	A.  Hyperlinks;

B.  Tables;

C.  Clip art;

D.  Animation.
	

	5.
	Apply features to documents in both word processing and spreadsheet software.
	

	
	A.  WordArt;

B.  Organizational Charts;

C.  Draw objects;

D.  Format objects.
	

	6.  
	Perform necessary merge tasks.
	

	
	A.  Merge documents within the same application;

B.  Merge and integrate source data from different applications;

C.  Utilize the commands for object linking and embedding.
	

	7.
	Plan, structure and create databases for efficient data access and retrieval using database software.
	

	8.
	Perform basic database functions.
	

	
	A.  Search and sort to extract data;

B.  Query data;

C.  Retrieve data;

D.  Design and create report layout.


	

	9.
	Use communication software to perform common tasks.
	

	
	A.  Schedule appointments;

B.  Create task lists;

C.  Create contact lists;

D.  Send and receive e-mail messages;

E.  Create e-mail distribution lists.
	


Textbook, Hardware/Software, and Tool Recommendations:

Microsoft Access, Microsoft Excel, Microsoft PowerPoint, Microsoft Outlook, Microsoft Word

Course Outcomes – Digital Publishing I

(ARTC 1313/1413)

Course Description:

The fundamentals of using digital layout as a primary publishing tool and the basic concepts and terminology associated with typography and page layout.

Learning Outcomes:

Apply fundamentals of page layout; comprehend typographic terminology and specifications; import text and graphics into page layout programs; discuss file formats and file management.

	Expected Competencies

(The enhanced course must include the following competencies.)
	Check if “Yes”

	The student can:


	

	1.
	Apply principles of publication layout and design to produce desktop publications and general marketing pieces.
	

	2.
	Use concepts of copywriting in producing informational and marketing items.
	

	3.
	Demonstrate proficiency in text preparation in a major word processing package.
	

	4.
	Create marketing items using Adobe PageMaker 7, and a high-resolution laser printer.
	

	5.
	Plan and design documents using roughs and comps.
	

	6.  
	Use paint, bit-mapped graphics package to product graphic files to import into a layout.
	

	7.
	Apply different scanning options for acquiring images for design.
	

	8.
	Exhibit efficient work techniques to maximize use of time for project completion.
	

	9.
	Demonstrate the principles of graphic design and effective communications in desktop publishing products.
	

	10.
	Plan, create and produce an independent project.
	

	11.
	Develop, organize and present a beginning level portfolio. Identify type and font families and describe their characteristics and identify basic concepts and terminology associated with page layout on the computer.
	

	12.
	Import text and graphics into a page layout.
	

	13.
	Choose and size fonts to convey a specific message.
	

	14.
	Design and print a multi-column document.
	

	15.
	Size, crop, and position graphics in a document.
	

	16.
	Design and print one or more of the following: newsletter, brochure, newspaper advertisement, and/or business form.
	

	17.
	Import text and graphics into a page layout program, manipulating text and graphics to form a pleasing layout.
	


Textbook, Hardware/Software, and Tool Recommendations:

Thomson.  Adobe PageMaker 7.0 : Basics – Comprehensive.  Course Technology.

A zip disk., A three-ring binder.

Course Outcomes - Introduction to Presentation

Graphics Software

(ITSW 1310/1410)

Course Description:

Instruction in the utilization of presentation software to produce multimedia presentations. Graphics, text, sound, animation and/or video may be used in presentation development.

Learning Outcomes:

Identify presentation media terminology and concepts; create presentations using text, visual and/or sound elements; use effective compositions and style; prepare presentations for distribution on computers or other media; and modify sequence and slide master.

	Expected Competencies

(The enhanced course must include the following competencies.)
	Check if “Yes”

	The student can:


	

	1.
	Interpret Basic Computer Procedures.
	

	
	A.  Read directions from text or help menus.

B.  Identify and use menus of Microsoft Office.

C.  Input, save and print a document.

D.  Edit and/or proofread documents.
	

	2.
	Demonstrate Basic Presentation Software Skills.
	

	
	A.  Open, enter, save, and print in PowerPoint.

B.  Enhance presentations with special effects.

C.  Generate notes pages and outlines.

D.  Summarize information for presentations

	

	3.
	Demonstrate Computer Presentation Skills.
	

	
	A.  Plan for PowerPoint Presentation.

B.  Input and enhance PowerPoint presentation.

C.  Make PowerPoint presentation to class.
	


Textbook, Hardware/Software, and Tool Recommendations:

Course ILT:  Macromedia Fireworks MX – Basic.  Course Technology.  ISBN 0-619-07486-8.

Course ILT:  Macromedia Fireworks MX – Advanced.  Course Technology.  ISBN 0-619-07489 2.

Hutchinson, Sarah E. and Glen J. Coulthard. Microsoft PowerPoint, Advantage Series, Introductory edition.  McGraw-Hill Irwin, 2002.  ISBN 0-07-247050-X.

Shelly, Cashman, Sebok.  Microsoft PowerPoint 2002.  Comprehensive Concepts and Techniques, 2002.  ISBN 0-7895-6285-5.

Computer, Internet, and E-mail access (Internet Explorer 4.0 or higher). Fireworks MX (free 30-day trial downloaded from the internet). Five   3 1/2" high-density floppy disks.,
Microsoft Excel 2002, Microsoft PowerPoint 2002, Microsoft Word 2002.

Course Outcomes – Introduction to Computer Graphics
(ARTC 1325/1425)

Course Description:

A survey of computer design concepts, terminology, processes, and procedures. Topics include computer graphics hardware, electronic images, electronic publishing, vector-based graphics, and interactive multimedia.

Learning Outcomes:

Define computer terminology; identify peripherals; and demonstrate data-based, page layout, multimedia, and peripherals software use.

	Expected Competencies

(The enhanced course must include the following competencies.)
	Check if “Yes”

	The student can:


	

	1.
	Demonstrate skills that effectively use the computer to execute creative design concepts and solutions.
	

	2.
	Demonstrate the ability to relate conceptual ideas through computer and drawing skills.
	

	3.
	Explain why certain techniques are utilized, and compare and contrast various techniques.
	

	4.
	Recognize the differences between good and bad design.
	

	5.
	Use the Macintosh (computer) as a tool to effectively relay ideas.
	

	6.  
	Design concepts on the printed page in a timely and knowledgeable way.
	

	7.
	Conceptualize and formulate creative ideas.
	


Textbook, Hardware/Software, and Tool Recommendations:

McMillan Computer Publishing.  Adobe Illustrator 9.0 Classroom in a Book, 2000.  

Williams, Robin.  The Little Mac Book, 6th edition.  Peachpit Press, 2001. 

Williams, Robin.  The Mac is Not a Typewriter.  Peachpit Press, 1989. 

Williams, Robin.  The Non-Designers Design Book.  Peachpit Press, 1994. 
