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	Info Tech One
	Concepts
	Objectives
	Standards

	 
	Students will demonstrate positive cyber citizenship by applying industry accepted ethical practices and behaviors.
Students will use document processing applications to prepare business communications.

Students will demonstrate effective professional communication skills and practices.

Students will employ spreadsheet applications to organize and manipulate data.

Students will identify and understand career paths in the Information Technology Career cluster.

Students will describe trends in emerging and evolving technologies and their influence in information technology.
	Students will explore emerging technologies as it applies to their success for high school, college, and career.  The focus will be on the importance of digital citizenship, professional communication practices, advanced document processing, professional presentations, and intermediate spreadsheet and database applications used personally and professionally.
Explore and examine ethical case studies (e.g., newspaper, magazine, Internet searches).

Evaluate web resources.
Triangulate information (students using three websites to find parallel information).
Compare and contrast Internet tools.
Compare and contrast Internet tools.
Discuss risks of sharing personal information.
Complete formatting activities (e.g., tables, report, letter, email, brochure, multi-page research).

Discuss components of a digital message (e.g., email, text message, social media interaction).

Send a digital communication message.
Create a document using alternative input technologies (e.g., voice, pen, touch pad, mobile).
Create and publish a newsletter.
Create documents with a professional appeal (e.g., flyer, brochure, invitation).

Complete an interactive presentation project using a web tool.
Utilize advanced techniques (e.g., timings, animations, master slides, templates).

Demonstrate web production and publication, advanced drawing tools, action buttons, media clips, and media incorporated into a presentation.

Present a topic on etiquette using web tools.

Compare and contrast personal vs. professional Internet etiquette.
Use and understand email to share files and documents.

Create a gradebook.
Modify individualized gradebook.

Preview printing and correct potential errors (e.g., page orientation, files larger than paper size, printing formulas, gridlines, fit to page, print selection).

Create a formula to calculate average grades.
Create a variety of appropriate charts representing grades.
Use the RATE function to calculate the interest rate for a loan.
Participate in extended-learning opportunities (e.g., field trips, guest speakers, job shadowing).
Create career presentations.

Utilize certification practice exams and/or study guides where available.
Predict the impact of a current emerging technology on society and/or the next emerging technology.
Explore specific new interactive technology devices.

Complete activities (e.g., website, blog, podcast, slideshow, movies)
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