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	Info Tech 2
	Concepts
	Objectives
	Standards

	
	Students will employ advanced spreadsheet applications to organize, aggregate, and manipulate data

Students will develop an awareness of web fundamentals.
Students will use critical thinking skills to

integrate information technology tools

to access, manage, and create new information.


	This course will focus on skill development in advanced spreadsheet, database, integration of applications utilizing advanced features, and exploring web technologies. Students taking both Information Technology Applications I and II may be eligible for articulated or dual credit at a participating postsecondary institution. Skills, standards, and coursework align with industry certifications. 

Problem solve and manage worksheets and workbooks
Manage data tools (e.g., text-to-columns, duplications, validations, consolidations, data analysis).

Demonstrate cell references (e.g., absolute, relative).
Define, edit, and name cell ranges

Audit formulas, manipulate formula options, perform data summary tasks, and apply functions in formulas.

Create and manage a tracking tool (e.g., gradebook, statistics tracker)

Import and export to different file formats

Design and work with worksheet templates

Share spreadsheet data using web capabilities (e.g., Google Docs, cloud applications)

Apply conditional formatting.

Link and share multiple worksheets and workbooks

Apply and manipulate advanced chart features, data analysis, pivot tables, and pivot charts.

Insert and manipulate form controls.

Apply protection and sharing properties

Apply intellectual property issues when using information technologies

Discuss copyright rules and regulations

Evaluate effective copyright usage on the web.

Identify different file extensions of media used on the web and the associated software.

Generate media using the web (e.g., animation, image slideshow, audio, image file)

Identify effective color schemes.

Identify effective font face, font style, and font size.

Synthesize information from multiple data sources.
Create a product using a combination of document processing, spreadsheet, database, and/or communication tools.

Demonstrate the transferability of skills between productivity software applications

Determine the most appropriate technology tool for the task

Develop an electronic portfolio (e.g., professional, career).
Create projects with digital design software

Design, create, edit, revise, and publish project (e.g., newsletters, flyers, brochures

Participate in extended learning opportunities (e.g., job shadowing, internships, community partnerships)

Evaluate professional web tools to manage your professional digital footprint

Plan educational and career paths aligned to personal goals.
Utilize appropriate terminology for the subject at hand. 
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