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Course Description

Information Technology Fundamentals BUS6670

Grade Levels:  9, 10 (36 weeks)

Prerequisite:   Keyboarding* is recommended.

Information Technology (IT) Fundamentals introduces the essential skills needed for students to pursue specialized programs leading to technical and professional careers and certifications in the IT industry. Students have an opportunity to investigate career opportunities in four major IT areas: Information Services and Support, Network Systems, Programming and Software Development, and Interactive Media.

The focus of the IT Fundamentals course is on introducing skills related to keyboarding, information technology basics, Internet fundamentals, network systems, computer maintenance/ upgrading/ troubleshooting, computer applications, programming, graphics, Web page design, and interactive media. Students explore ethical issues related to computers and Internet technology and develop teamwork and communication skills that will enhance their employability. 
This course consists of 36 weeks of study (18 weeks per semester) in which the students will be exposed to the concepts and competencies listed below (page 2) in various ways. We will discuss the concepts in detail during class discussions. Classroom Powerpoint presentations will be used to reinforce concepts. Many sample problems will be assigned to reinforce knowledge of individual applications. Students will be given ample opportunity to practice solving problems through in-class assignments.  Students will keep folders of class notes and assignments in their binders.  Graded assignments will be kept in their folders in the classroom. 

Textbooks
Keyboarding Applications, Thompson Learning
Computer Literacy for IC3, Prentice Hall, ISBN 0-12-149864-9

MATERIALS FOR COURSE 

 1 - 1.5" thick binder with loose leaf paper
 Pen/pencil...some type of writing utensil 
Optional  . . .  But very useful  … USB Storage Device (Jump or Flash Drive)

Computer Technology Use Rules

· ·        All information accessed, printed, or copied, must be school appropriate and school-related. 

·        All students must have an acceptable use agreement on file before using computer lab equipment.

· ·      No indecent material is to be accessed or printed at any time. 

· ·      Only WCS software is allowed.  No personal software and/or CDs are allowed. 

· ·      Downloading of movies, games, or other software is strictly prohibited. 

· ·      Do not misuse passwords, files, equipment, and programs. 

· ·      Student e-mail is not guaranteed to be private. 

· ·      You may not engage in illegal, destructive, impersonations, anonymity, or unauthorized sharing. 

· ·      You can not use hardware and/or software for personal, business, or financial transactions.

Grading Guidelines
	Required Task
	Percentage of Grade

	Daily Work
	25%

	Quizzes/Exams
	35%

	Projects
	25%

	Participation
	15%

	
	


Course Competencies:

Mastering the Use of the Keyboard


Three to four weeks will be spent on acquiring correct keyboarding skills.  4-6 Keys will be 
introduced each day until the entire keyboard has been mastered.
Mastering Information Technology Basics

Describe the impact of information technology on business and society. 


Identify the hardware components associated with information systems. 


List the classes of software associated with information systems. 


Describe the differences between analog and digital technology. 


Describe the evolution of the Internet and how it works. 


Investigate current and future trends in information technology. 


Examine social, ethical, and legal issues associated with information technology. 


Debate an ethical issue related to using computer and Internet technology. 

Investigating Careers in Information Technology


Complete self-assessments to help determine career direction. 

Investigate careers, educational requirements, and certifications in the four information technology strands: Information Services and Support, Network Systems, Programming and Software Development, and Interactive Media. 

Using Computer Applications


Use word processing software to create projects related to information technology. 


Use database (relational) software to create projects related to information technology. 


Use spreadsheet software to create projects to solve real-world business problems. 


Use desktop publishing software to create projects related to information technology. 


Create presentations, using presentation graphics software. 

Developing Computer Fundamentals


Investigate the evolution of computers and computer generations. 


Explore computer system architecture. 


Identify the basic parts of a computer system and the relationships among components. 


Identify characteristics of CPUs, motherboards, random access memory (RAM), expansion 
connections, floppy drives, hard drives, and CD-ROM drives. 


Identify functions and characteristics of system expansion devices (graphics cards, sound 
cards, 
and modems). 


Identify characteristics and functions of external devices (e.g., keyboards, pointing devices, 
and 
speakers). 


Demonstrate use of connectivity devices and peripheral equipment. 


Perform basic operations and customize the desktop and system operations in a Windows 
environment. 


Manage files, differentiate among file types, and import and export data between applications and 
data formats. 


Describe the basic computer start-up sequence. 


Compare and contrast the basic differences among operating systems. 


Investigate multimedia and entertainment devices. 


Investigate basic issues affecting system purchase and upgrade decisions. 


Describe the building stages of a computer. 

Maintaining, Upgrading, and Troubleshooting Computers


Select the proper equipment and tools to use for specific tasks related to maintaining and 
upgrading equipment. 


Describe the importance of system maintenance and preventive measures, including the 
consequences of not taking preventive measures. 


Install and configure hardware in a computer system. 


Install software programs and perform basic configuration operations. 


Demonstrate an understanding of compatibility issues. 


Identify basic problems associated with computer hardware, operating system, and 
application software. 


Describe virus infection, detection, and resolution. 


Identify various data backup methods. 


Back up files, using either the server, floppy disk, CD-RW, or zip disk. 

Ensuring Computer Safety


Identify personal and equipment safety procedures related to computer technology. 


Demonstrate safety principles when working with computers and peripheral devices. 

Understanding Network Fundamentals


Investigate networks and their evolution. 


Explain basic networking concepts and different network structures. 


Present and explain the basic design and features of a local area network (LAN) and a wide 
area 
network (WAN) system. 


Compare and contrast peer-to-peer and client/server networks. 


Describe concepts of customizing a network system to its users by using profiles and 
permissions. 


Research issues related to network servers, backup devices, network security, and safety
techniques to protect a network from virus attacks, and saving files to servers. 

Understanding Internet Fundamentals


Explore uses of the Internet in business, industry, education, and society. 


Identify the types of physical connections used to connect to the Internet. 


Describe the concept of IP addresses and the Domain Name System (DNS). 


Describe the process of registering a domain name (Internet Web site address). 


Explain the role of an Internet Service Provider (ISP) and the services it offers. 


Describe the types and features of various Web browsers. 


Explain file transfer mechanisms. 


Export bookmarks to another Web browser. 


Identify principles of Internet communication etiquette. 


Define objects, plug-ins, and viewers. 


Identify criteria for conducting searches on the Internet. 


Explore emerging security and privacy issues related to using the Internet, including 
electronic mail. 

Understanding Programming Basics


Explain the purpose and functions of computer programs. 


Define the components of a computer program. 


Identify and compare various programming languages. 


Select a programming language for a given task. 


Explain the steps in a program life cycle. 


Analyze the five steps of program development: problem definition and requirements, 
alternative solutions, design, development, implementation, and testing. 


Design a simple program for a specific application. 


Create the components of a simple computer program. 


Test and debug the program. 


Document the program. 

Applying the Basics of Web Page Design


Investigate design elements of a professional Web site. 


Analyze a Web site sketch. 


Investigate ways to produce a Web site. 


Create Web pages that include text, graphic images, bulleted lists, e-mail address, and 
hyperlinks. 


Investigate the ways to publish a Web site. 

Understanding Graphics and Interactive Media


Investigate software programs associated with graphics and interactive media. 


Explore graphics, animation, digital sound, digital photography, and multimedia applications. 


Create an interactive multimedia presentation that may include sound and images from various sources of input. 

Developing Employability/ Workplace Readiness Skills


Identify the purposes and goals of student organizations in career and technical education. 


Participate in course-related projects and activities sponsored by the student organization. 


Demonstrate reading skills on a level required for employment in the IT career field. 


Demonstrate math skills on a level required for employment in the IT career field. 


Demonstrate writing skills on a level required for employment in the IT career field. 


Demonstrate speaking and listening skills on a level required for employment in the IT career field. 


Demonstrate sensitivity in communicating with others. 


Demonstrate the ability to define and articulate project scope and goals clearly. 


Demonstrate the ability to coordinate the use of resources with other team members and 
groups. 


Demonstrate personal qualities, aptitudes, and key skills that foster successful relationships 
with customers. 


Demonstrate reasoning, problem-solving, and decision-making skills. 


Participate as a team member to accomplish goals. 


Generate ideas in class discussions and small group activities. 


Demonstrate the ability to work and communicate effectively with persons of different 
backgrounds. 


Demonstrate a strong work ethic and integrity. 


Demonstrate a positive attitude. 


Demonstrate independence and initiative. 


Demonstrate self-presentation skills. 


Maintain satisfactory attendance 


Demonstrate understanding of the "big picture." 


Complete an application form. 


Prepare a letter of application and résumé. 


Assemble a career portfolio, including selected samples of best work/products produced.

