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Career, Technical, & Agricultural Education




PATHWAY:
Administrative/ Information Support
COURSE:  

Computer Applications 1
UNIT 10: 

Multi-Computer Application Integration
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Annotation: 
This unit includes the integration of word processing, spreadsheet, database, presentation software, and the Internet to produce documents for a business project.

Grade(s):  
	X
	9th

	X
	10th

	X
	11th

	X
	12th


Time:  
7 hrs
Author: 
Dr. Michelle Nichols
Students with Disabilities:

For students with disabilities, the instructor should refer to the student's IEP to be sure that the accommodations specified are being provided. Instructors should also familiarize themselves with the provisions of Behavior Intervention Plans that may be part of a student's IEP. Frequent consultation with a student's special education instructor will be beneficial in providing appropriate differentiation.
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GPS Focus Standards: 
BCS-CA1-1
Students will understand and apply the social, legal, and ethical issues related to technology used in personal and professional endeavors. 
a)
Practice respectful and responsible use of technology through abiding by the school technology and internet use policy. 

b)
Model the ability to work independently and as a team member (includes efficient use of time and organization of work). 

c)
Demonstrate an understanding of plagiarism and fair use; respect copyright laws of information producers such as authors and artists, including website developers. 

d)
Explain the interaction and interdependence between humans and technology. 

e)
State how changes in technology affect the workplace and society. 

f)
Demonstrate ethical behaviors in what is written, spoken, or presented. 

g)
Develop a presentation on ethical and legal issues.

BCS-CA1-2
Students will use technology as a tool to increase productivity in completing a variety of input technologies to create, edit, and publish industry appropriate documents. 
a)
Become familiar with a variety of input technology tools, e.g. speech recognition, hand-writing recognition, and keying. 

b)
Demonstrate appropriate handling and use of supplies and equipment. 

c)
Apply appropriate use of editing tools, e.g. spell check, thesaurus, find and replace, grammar, and hyphenation. 

d)
Identify and demonstrate the use, movement, and display of a variety of icons, toolbars, and the task pane. 

e)
Demonstrate time-management to complete tasks in allotted time. 

f)
Preview and print using print options. 

g)
Understand operating system and internet terminology and the basic functions of each. 

BCS-CA1-3
Students will use word processing and/or desktop publishing software through a variety of input technologies to create, edit, and publish industry appropriate documents. 
a)
Create a variety of business and technical documents, e.g. newsletters, flyers, and multi-page reports using wizards, templates, or composition. 

b)
Apply formatting skills, e.g. fonts, paragraphing, text flow options (widow/orphan), margins, indentations, page orientation, tabulation, breaks, enumeration, bulleting, borders/shading, columns. 

c)
Access and edit documents, including the effective use of editing commands, e.g. delete, cut/copy/paste, format painter, undo/redo, repeat, and paste special. 

d)
Create tables. 

e)
Apply skills and style manual usage to cite reference documentation, e.g. bibliography, works cited, footnotes, and endnotes. 

f)
Apply graphic object skills such as scale, insert, crop, borders, wrap text, autoshapes, fill and line options, shading, text boxes, and WordArt. 

g)
Apply the appropriate format to a variety of documents that meet employability standards.

BCS-CA1-4
Students will use spreadsheet software to create, edit, and publish industry appropriate files. 
a)
Identify components of the spreadsheet window using industry terminology and efficiently navigate throughout the worksheets and workbook. 

b)
Demonstrate creating, opening, saving, renaming, inserting, deleting, retrieving, and closing a worksheet and workbooks. 

c)
Differentiate among and enter text, numbers, formulas, and functions. 
d)
Apply editing and enhancement features to cell contents, e.g. edit, fill, rotate, move, merge, size, number formats, styles, borders, and colors. 

e)
Apply page setup features, e.g. margins, headers/footers, page order, grid lines, repeating row/column titles, comments, shrink-to-fit, page orientation, and center horizontally/vertically. 

f)
Create, insert, modify, and position appropriate graphics. 

g)
Apply freeze rows and columns and window tile. 

h)
Create, enter, and edit formulas using arithmetic expressions and math order of operations. 

i)
Apply and edit functions, e.g. SUM, MIN, MAX, AVE, COUNT. 

j)
Apply relative, absolute, and mixed cell references in formulas. 

k)
Copy, move, and verify accuracy of formulas. 

l)
Create effective charts or graphs which represent relevant data most effectively. 

m)
Edit and label chart components such as axis, legends, titles, etc. 

n)
Print charts and graphs in industry standard format on separate sheet or embedded with data. 

BCS-CA1-5
Students will use database software to create, edit, and publish industry appropriate files. 
a)
Define and apply basic terminology associated with database design, creation, and use. 

b)
Plan, create, and modify a database table structure using design view. 

c)
Input, edit, and delete data in tables. 

d)
Differentiate between and use multiple views. 

e)
Demonstrate database skills by planning/creating a table that includes field properties with or without a primary key, accessing/retrieving, saving, and printing. 

f)
Create a database using multiple tables to establish relationships between tables. 

g)
Demonstrate report creation that involves group, sort, wizards, labels, and calculated fields and format to industry standards. 

h)
Organize and analyze data, e.g. sorting, identifying, finding, filtering, and viewing. 

i)
Create and use queries. 

BCS-CA1-6
 Students will use presentation software to create, edit, and publish industry appropriate files. 
a)
Apply industry standards in creating and presenting all presentations. 

b)
Apply presentation software skills by creating, accessing/retrieving, saving, and printing files. 

c)
Use views appropriately to create and manipulate presentation---normal, outline, notes, slide sorter view. 

d)
Use appropriate slide layouts and design templates to create presentations. 

e)
Analyze situations and select the appropriate printing output: handouts, slides, notes, page, or outline. 

f)
Use basic design guidelines to enhance visual presentations. 

g)
Create a presentation with graphics, sound, transitions, embedded objects, and specialized features (charts, organizational charts, hyperlinks). 

h)
Create an autorun looping presentation with message and proper timing. 

i)
Demonstrate presentation skills by creating well-organized, audience-appropriate presentations such as informative, entertaining, instructional, etc., using proper public speaking techniques. 

j)
Navigate an on-screen presentation using keyboard, mouse, pointer operations, and other navigational tools. 

GPS Academic Standards:
ELA10RC3 
The student acquires new vocabulary in each content area and uses it correctly.

ELA10W2 
The student demonstrates competence in a variety of genres. 
ELA9LSV2
 The student formulates reasoned judgments about written and oral communication in various media genres. The student delivers focused, coherent, and polished presentations that convey a clear and distinct perspective, demonstrate solid reasoning, and combine traditional rhetorical strategies of narration, exposition, persuasion, and description.

ELA9W1 
The student produces writing that establishes an appropriate organizational structure, sets a context and engages the reader, maintains a coherent focus throughout, and signals closure. 
ELA9W3 
The student uses research and technology to support writing.

MM1G2 
Students will understand and use the language of mathematical argument and justification. 
MM1P1 
Students will solve problems (using appropriate technology). 
MM1P2 
Students will reason and evaluate mathematical arguments. 
MM1P3 
Students will communicate mathematically. 
MM1P4 

Students will make connections among mathematical ideas and to other disciplines.

MM1P5 

Students will represent mathematics in multiple ways.

MM2P3

Students will communicate mathematically.

SSCG21 
The student will demonstrate knowledge of criminal activity. 
SSEF6 

The student will explain how productivity, economic growth, and future standards of living are influenced by investment in factories, machinery, new technology, and the health, education, and training of people.
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Enduring Understandings: 
•
Students will plan activities and use good time management skills to complete the business project successfully within the time allotted.
· Students will decide and organize team member assignments. 
· Students will prepare a variety of business documents while applying editing and formatting techniques that meet employability standards.
· Business letters and memos are the preferred method of communication for a business.
· Flyers need to be well designed and include specific information about a business in order to be effective.
· Students will prepare, edit, and apply functions and formulas in a spreadsheet along with creating charts and graphs in industry format.

· Excel is an effective program for organizing, analyzing and calculating business data,

· Students will create, manipulate, and analyze data within database tables.

· Access databases are an effective program for storing and organizing information for later use through queries and professional reports.

· Students will create, prepare, organize and demonstrate presentation skills by presenting an informative slideshow presentation.

· PowerPoint presentations can be a useful means of making information more meaningful through the use of graphics.

· Students will use critical thinking skills to analyze, prioritize, develop, write, and create business documents.

· Students decide what current technology software to use to work effectively and efficiently.
Essential Questions: 
•
Why is planning important when starting a new business venture? 
· What kind of business might I be interested in pursuing?

· What products and/or services are appropriate for my business?

· How can I use the Microsoft Office Suite to assist me in communicating information about or throughout my business?
•
What documents are needed to successfully run a business?
· Why is delegating so important to a successful team?

Knowledge from this Unit:  
•
Recognize the importance of being a team player.
•
Recognize the importance of planning and time management to project success.
· Learn the importance of developing business documents for business use.
· Learn how to use the Microsoft Word, Excel, Access and PowerPoint to conduct business activities.
· Decide which software program to use for any given business task.
· Learn how to analyze and present information in a professional manner through written and oral communication.
Skills from this Unit:  
•
Students will be able to create a company letterhead including a logo.
•
Students will be able to create company business cards.
· Students will be able to compose a company memo and present information in written form in a professional manner.

· Students will be able to create a Grand Opening flyer using desktop publishing skills.

· Students will be able to create a Sales Invoice using a template.

· Students will be able to create, edit, and calculate amounts in a spreadsheet.

· Students will be able to select data in a spreadsheet and product a chart or graph.

· Students will be able to organize, manipulate, and analyze data using database tables.

· Students will create and present an informative presentation.
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Assessment Method Type: 
	
	Pre-test

	
	Objective assessment - multiple-choice, true- false, etc.

	
	__ Quizzes/Tests

__ Unit test

	X
	Group project

	
	Individual project

	X
	Self-assessment - May include practice quizzes, games, simulations, checklists, etc.

	
	_X_ Self-check rubrics   

_X_ Self-check during writing/planning process

__ Journal reflections on concepts, personal experiences and impact on one’s life

__ Reflect on evaluations of work from teachers, business partners, and competition judges

__ Academic prompts

__ Practice quizzes/tests

	
	Subjective assessment/Informal observations

	
	__ Essay tests

__ Observe students working with partners

__ Observe students role playing

	X
	Peer-assessment  

	
	__ Peer editing & commentary of products/projects/presentations using rubrics

_X_ Peer editing and/or critiquing

	X
	Dialogue and Discussion

	
	_X_ Student/teacher conferences
__ Partner and small group discussions

__ Whole group discussions
__ Interaction with/feedback from community members/speakers and business partners

	
	Constructed Responses

	
	__ Chart good reading/writing/listening/speaking habits

__ Application of skills to real-life situations/scenarios

	
	Post-test


Assessment Attachments and / or Directions:
Create Your Own Business Integrated Project
Create Your Own Business Integrated Project rubric
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•
LESSON 1:  INTEGRATED BUSINESS PROJECT

1.
See pages two and three for a list of the Georgia Performance Standards used in this lesson.
2.
Review Essential Question(s). Post Essential Questions in the classroom. 

· Why is planning important when starting a new business venture? 
· What kind of business might I be interested in pursuing?

· What products and/or services are appropriate for my business?

· How can I use the Microsoft Office Suite to assist me in communicating information about or throughout my business?
•
What documents are needed to successfully run a business?

· Why is delegating so important to a successful team?

3.
There are no new vocabulary terms for this unit as this is a culminating activity. Terms may be posted on word wall.

4.
Lesson Discussion and Activities
A.  Introduce the group project to the class by distributing the Creating Your Own Business Integrated Project handout to the students.  After discussion of the project, students will divide into groups of 3 or 4 depending on class size.  After dividing into groups, team members will assign tasks to individual group members and the team will decide what type of business to create and what products or services they will provide to customers.
B. The team will collectively design and create 11 business documents to complete the integrated project.  The following is the list of documents to create:

1) Research the target market for your industry so that you can know current trends and provide for the needs of your customers.
2) Design a company letterhead; create and include a logo with address, telephone and email which will be used on all company forms.
3) Create business cards for each person in the group; include your name and business title - 10 per sheet; copy/paste
4) Compose a memo to the employees about an upcoming promotion for a special product and the change in work hours and number of staff needed.
5) Create a grand opening flyer to promote the official opening of your new business.
6) Prepare a sales invoice to be used for customer orders.
7) Prepare a spreadsheet to compare sales of this year and last year to see the difference and if there was an increase or decrease.  Also give total sales for each year.
8) Prepare a spreadsheet that shows what amounts are spent in each department (at least 5) of your business.  Give the total budget spent for all departments.  Calculate the percentage of total that each department uses of the budget.  Graph the percentages in a chart.
9) Create a database table showing a list of suppliers for your company.

10) Create a database table showing a list of products offered by your company.
11) Prepare a PowerPoint presentation telling about your company to the class.  Each member is required to participate in the presentation.

C. After all the business documents are complete each team member will complete the Create Your Own Business Reflection form.  Teacher and student conferences will be scheduled to talk about the reflection form and the work produced by each student.

D. Documents will be evaluated and assessed using the Create Your Own Business Rubric provided.

•
ATTACHMENTS FOR LESSON PLANS

•
Create Your Own Business Integrated Project Handout, Timeline, and Rubric
•
Create Your Own Business Reflection Form
•
NOTES & REFLECTION: 

All lessons are written in a 90-minute block format.  However, each lesson can be divided for a 50 minute class period.  It is the responsibility of the instructor to find a natural point in each lesson to divide the activities up over multiple class periods.
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Culminating Unit Performance Task Title: 
Create Your Own Business Integrated Project
Culminating Unit Performance Task Description/Directions/Differentiated Instruction: 
See lesson plan above.
Attachments for Culminating Performance Task: 
•
Create Your Own Business Integrated Project Handout, timeline, and rubric
· Create Your Own Business Integrated Project Reflection form
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Web Resources:
•
Various Internet search engines
Materials & Equipment: 
•
Computer lab with Internet access and Microsoft Office software, laser printer, presentation equipment
21st Century Technology Used: 
	X
	Slide Show Software
	X
	Graphing Software
	
	Audio File(s)

	
	Interactive Whiteboard
	
	Calculator
	
	Graphic Organizer

	
	Student Response System
	X
	Desktop Publishing 
	
	Image File(s)

	
	Web Design Software
	
	Blog
	
	Video

	
	Animation Software
	
	Wiki
	
	Electronic Game or Puzzle Maker

	
	Email
	
	Website
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