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Florida — Technical Systems and Applications

Foundation Units Skills Units Project Units

Intro to ITcenter21: Computer Applications Database Skills Database Project

Using Computers Desktop Publishing Skills Desktop Publishing Project

Ethics Presentation Skills Presentation Project

Web Research Spreadsheet Skills Spreadsheet Project

Computer Basics | Web Publishing Skills Web Publishing Project

Computer Basics 11 Word Processing Skills Word Processing Project

IT History Merge Skills

IT In Our Lives Integration Skills

IT Careers

Applications, Resumes, and Interviews Inteqgration Projects

Troubleshooting and Maintenance | Integration Project 1: Spreadsheet, Word Processing and Presentation
Troubleshooting and Maintenance 11 Integration Project 2: Spreadsheet, Word Processing and Presentation

Integration Project 3: Spreadsheet, Word Processing and Database
Integration Project 4: Open-Ended
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ITcenter21: Computer Applications Correlation to Florida — Technical Systems and Applications

Overview

This document demonstrates the correlation between the ITcenter21: Computer Applications curriculum
supplied by Applied Educational Systems and the Florida Technical Systems and Applications, published
by the Florida Department of Education. The units are listed by unit type across the top row of the chart.
The checkmarks in the second column indicate that the standard is covered as part of the ITcenter21:
Computer Applications course. The X's marked in the remaining columns show which standards are

covered by specific units.

Source for standards listed on the following pages:

Florida Department of Education. Technical Systems and Applications. July 2005
< http://www.firn.edu/doe/dwdframe/0506/other/doc/core.doc >.
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Recommended Course Sequence

Applied Educational Systems

Computer Applications Core Units Computer Applications Core Units

Intro to ITcenter21: Computer Applications 2.0 Integration Skills 5.0
Using Computers 2.0 Integration Project 1: Spreadsheet, Word Processing and Presentation 15.0
Ethics 6.0 Database Skills 10.0
Computer Basics | 3.0 Database Project 5.0
Web Research 10.0 Applications, Resumes, and Interviews* 3.0
Word Processing Skills 10.0 Web Publishing Skills 10.0
Word Processing Project 5.0 Web Publishing Project 5.0
Computer Basics I 3.0 Troubleshooting and Maintenance | 3.0
Spreadsheet Skills 10.0 Integration Project 2: Spreadsheet, Word Processing and Presentation 15.0
Spreadsheet Project 5.0 Merge Skills 2.0
IT History* 3.0 Integration Project 3: Spreadsheet, Word Processing and Presentation 15.0
Presentation Skills 10.0 Troubleshooting and Maintenance Il 2.0
Presentation Project 5.0 Integration Project 4: Open-Ended (teacher sets problem context) 15.0
IT In Our Lives* 3.0 Resource Units

Desktop Publishing Skills 10.0 Digital Scanner Resource 0.0
Desktop Publishing Project 5.0 Digital Camera Resource 0.0
IT Careers* 3.0 Exam Units

Resource Units Database Exam 0.5
Digital Scanner Resource 0.0 Web Publishing Exam 0.5
Digital Camera Resource 0.0

Exam Units

Ethics Exam 0.5 * Based on curriculum options, these units may range from one to three curriculum hours.
Web Research Exam 0.5 NOTE: A “curriculum hour” is equal to approximately 45 minutes of instruction.

Word Processing Exam 0.5

Presentation Exam 0.5

Desktop Publishing Exam 0.5
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Foundation Skills Project Integration
Units Units Units Projects

Technical Systems and Applications

IT21: Computer Applications Course

Intro to IT21 Comp Applications
Applications, Resumes & Interviews
Troubleshooting & Maintenance |
Troubleshooting & Maintenance |l
1: Spread., Word Proc., & Present.
2: Spread., Word Proc., & Present.
3: Spread., Word Proc. & Database
4: Open-Ended

Using Computers
Computer Basics |
Computer Basics I
Desktop Publishing Skills
Presentation Skills
Spreadsheet Skills

Web Publishing Skills
Word Processing Skills
Database Project
Desktop Publishing Project
Presentation Project
Spreadsheet Project
Web Publishing Project
Word Processing Project

Ethics
Integration Skills

Web Research
IT History

IT In Our Lives
IT Careers
Database Skills
Merge Skills

01.0 IDENTIFY AND APPLY A VARIETY OF LEARNING

SKILLS NEEDED FOR SUCCESS IN A TECHNICAL
CAREER. -- The student will be able to:

01.01 dentify and use a variety of applications such as graphic
outlines and flowcharts

01.02 Demonstrate note taking/outlining and listening skills in a
technical occupation setting. v KX XXX XXX X| X | XX

01.03 Explain and apply a variety of strategies for knowledge
retention of specific data and other information used in technical
environments.

01.04 Demonstrate and apply various reasoning skills (i.e.,

inductive and deductive). v X X KX XX XXX XXX
01.05 Differentiate between verifiable and non-verifiable v X

information.

01.06 Apply the strategies used in time management to increase
productivity.

01.07 Describe and apply unique study techniques needed to
process complex information found in today’s rapidly changing
technical environment.

01.08 Discuss and employ a variety of test-taking strategies.

Applied Educational Systems Page 4 of 11



ITcenter21: Computer Applications Correlation to Florida — Technical Systems and Applications

Foundation Skills Project Integration
Units Units Units Projects

Technical Systems and Applications

IT21: Computer Applications Course

Intro to IT21 Comp Applications
Applications, Resumes & Interviews
Troubleshooting & Maintenance |
Troubleshooting & Maintenance Il
Database Skills

1: Spread., Word Proc., & Present.
2: Spread., Word Proc., & Present.
3: Spread., Word Proc. & Database
4: Open-Ended

Using Computers
Computer Basics |
Computer Basics I
Desktop Publishing Skills
Presentation Skills
Spreadsheet Skills

Web Publishing Skills
Word Processing Skills
Database Project
Desktop Publishing Project
Presentation Project
Spreadsheet Project
Web Publishing Project
Word Processing Project

Ethics
Integration Skills

Web Research
IT History

IT In Our Lives
IT Careers
Merge Skills

02.0 DEMONSTRATE THE UNDERSTANDING AND
APPLICATION OF TECHNIQUES USED IN

TECHNOLOGICAL PROBLEM-SOLVING. -- The student
will be able to:

02.01 Demonstrate the need for problem-solving skills in the
technical world of work by applying them to a specific career
choice.

02.02 Identify and apply the sequential steps used in the formal
problem-solving process.

02.03 Demonstrate the ability to use/design technological
problem-solving and decision-making strategies.

02.04 Apply research and development techniques to implement
a plan of action for given problems.

02.05 Apply problem-solving and decision-making strategies that
relate to real-world situations while managing time and materials
effectively in a variety of settings.

02.06 Outline and execute a realistic problem solution as it relates
to available resources, constraints, feasibility, and ultimate goals.

02.07 Select and use appropriate mathematical processes to
solve problem situations that are typical of technical systems and
applications in a specific occupation.

DN . N . N I N . N N
X
X
X
X
X
X
X
X
X
X

02.08 Demonstrate and apply the principle that not every problem
can be solved, but can lead to solutions in other applications.
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Foundation Skills Project Integration
Units Units Units Projects

Technical Systems and Applications

IT21: Computer Applications Course

Intro to IT21 Comp Applications
Applications, Resumes & Interviews
Troubleshooting & Maintenance |
Troubleshooting & Maintenance Il
Database Skills

1: Spread., Word Proc., & Present.
2: Spread., Word Proc., & Present.
3: Spread., Word Proc. & Database
4: Open-Ended

Using Computers

Web Research
Computer Basics |
Computer Basics I

IT In Our Lives

Desktop Publishing Skills
Presentation Skills
Spreadsheet Skills

Web Publishing Skills
Word Processing Skills
Integration Skills

Merge Skills

Database Project
Desktop Publishing Project
Presentation Project
Spreadsheet Project
Web Publishing Project
Word Processing Project

IT Careers

03.0 EXPLORE TECHNICAL CAREERS, IDENTIFYING
THE CHARACTERISTICS AND APTITUDES REQUIRED

FOR EMPLOYMENT. -- The student will be able to:

03.01 Complete a personal aptitude assessment test and relate
the results to selected occupations.

03.02 Match skills, aptitudes, personal values, and interests to
occupations requiring specialized technical training that reflect
local and global high-growth models.

03.03 Identify traditional and nontraditional technical career
options that match personal interests and abilities.

03.04 Locate, evaluate, and interpret career information to assist v
in making career decisions.

03.05 Develop a career plan/portfolio that includes results from
career assessments, short and long term goals, secondary and
postsecondary plans of study, job experiences/history, samples of
work, resumes, and other activities related to career planning.

03.06 Create a four-year high school course of study focused on
post high school graduation plans (i.e., going to college or directly
to work after high school).

03.07 Describe specific characteristics and aptitudes required for v
careers in technical fields.
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Foundation Skills Project Integration
Units Units Units Projects

Technical Systems and Applications

IT21: Computer Applications Course

3: Spread., Word Proc. & Database

4: Open-Ended

Intro to IT21 Comp Applications
Applications, Resumes & Interviews
Troubleshooting & Maintenance |
Troubleshooting & Maintenance Il
Database Skills

1: Spread., Word Proc., & Present.
2: Spread., Word Proc., & Present.

Using Computers

Web Research
Computer Basics |
Computer Basics I

IT In Our Lives

Desktop Publishing Skills
Presentation Skills
Spreadsheet Skills

Web Publishing Skills
Word Processing Skills
Integration Skills

Merge Skills

Database Project
Desktop Publishing Project
Presentation Project
Spreadsheet Project
Web Publishing Project
Word Processing Project

IT Careers

04.0 DEMONSTRATE COMPUTER APPLICATION
COMPETENCIES AND SKILLS RELATED To CAREER

CHOICES. -- The student will be able to:

04.01 Use computer applications including but not limited to word-
processing, spreadsheets (bar/line/pie charts), graphics, v'|x XIX[X|X|X[X[X]|X|X XXX X[ X[ X[ XXX X| X[ X[ X|X]|X[X]|X]|X
databases, multimedia, and networking technologies.

04.02 Use electronic communication tools (e.g., fax, e-mail, voice v
mail, instant messaging, digital images, etc.).

04.03 Identify and utilize methods of information acquisition
available for the research of employment opportunities (e.g., on- v X
line, bulletin boards, WWW, etc.).

04.04 Discuss and list advantages and disadvantages related to
the utilization of computer applications in a selected technical
career.

04.05 Apply the safe, correct, and efficient use of tools,
equipment, and procedures found in today’s technical
occupations.

04.06 Perform basic troubleshooting techniques for computer v
malfunctions.

04.07 Select specific technologies appropriate to a given task.

AN
X
X
X
X

04.08 Work safely using a variety of technologies (hardware and v
software) found in computer-related technical systems.

04.09 Describe the characteristics and scope of the application of
technology used in a technical area of study.
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Foundation Skills Project Integration
Units Units Units Projects
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05.0 DEMONSTRATE TECHNICAL READING AND
WRITING SKILLS. -- The student will be able to:

05.01 Demonstrate an understanding of the differences between v X X
reading and writing in technical, formal, and informal formats.
05.02 Demonstrate and apply strategies for reading and v X X | s DI x I x I e x Ex I x I x x x i x 1 x| x

comprehending technical data.

05.03 Read and follow a series of written directions in a technical v
journal in conjunction with a higher level hands-on task.

05.04 Read and follow a series of technology-based graphic
depictions in conjunction with a higher-level hands-on task.

05.05 Prepare and test a series of audible directions that
communicate verbal instructions for completion of a higher level
hands-on technical task.

05.06 Identify the use of the sequential steps required from start
to finish in technical writing preparation.

05.07 Create and test a series of written instructions that clearly
communicate directions/instructions for completion of a higher
level hands-on technical task.

05.08 Prepare and evaluate a series of graphic based-documents
that clearly communicate (through graphic depiction)
directions/instructions for completion of a higher level hands-on
technical task.

05.09 Create and test a workplace technical system based on a
chosen technical career.

05.10 Explore and develop methods used to monitor and correct
outcomes of technical writing and reading.
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Foundation Skills Project Integration
Units Units Units Projects

Technical Systems and Applications

Intro to IT21 Comp Applications

IT In Our Lives
Integration Skills
Merge Skills

IT Careers

IT21: Computer Applications Course
Applications, Resumes & Interviews
Troubleshooting & Maintenance Il

1: Spread., Word Proc., & Present.
2: Spread., Word Proc., & Present.
3: Spread., Word Proc. & Database
4: Open-Ended

Troubleshooting & Maintenance |
Database Skills

Using Computers

Web Research
Computer Basics |
Computer Basics I
Desktop Publishing Skills
Presentation Skills
Spreadsheet Skills

Web Publishing Skills
Word Processing Skills
Database Project
Desktop Publishing Project
Presentation Project
Spreadsheet Project
Web Publishing Project
Word Processing Project

06.0 UTILIZE A VARIETY OF COMMUNICATION
TECHNOLOGIES. -- The student will be able to:

06.01 Identify and utilize appropriate communication technologies v
found in today’s workplace.

06.02 Demonstrate and present strategies to show how the
design of a message is influenced by such factors as the intended | v X | X X | X XX | X|X
audience, medium, purpose, and nature of the message.

06.03 Explore and develop methods to show that communication
systems allow information to be transferred from human to
human, human to machine, machine to human, and machine to
machine.

06.04 Prepare a series of projects that show how communication
systems can be used to inform, persuade, entertain, control, v XIXIXIXIXIXIXIXIX|X
manage, and educate in a technical field.

06.05 Apply knowledge of communication technologies including
the input, process, and output associated with sending and v X
receiving information.

06.06 Develop and present a model that demonstrates the
understanding of a communication system composed of a source, v
encoder, transmitter, receiver, decoder, storage, retrieval, and
destination.

06.07 Discuss and apply technological knowledge and processes

including how information is communicated using symbols,
measurement, convention, icons, graphic images, and/or v KPXPX X KX XX KX XX XXX X XX
languages.

06.08 Demonstrate and present how active listening strategies
improve understanding and performance.
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Foundation Skills Project Integration
Units Units Units Projects
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06.09 Select and use modes of communication appropriate to
specific technical workplace situations and environments.

06.10 Demonstrate and apply listening, speaking, and nonverbal
skills utilizing strategies to communicate effectively with
supervisors, co-workers, and customers in a technical setting.

07.0 DEMONSTRATE PROFESSIONAL WORK ETHICS.

—- The student will be able to:

07.01 Develop employability skills to seek, obtain, maintain, and
change jobs (i.e., prepare resumes, complete job applications, v
prepare for an interview, and complete other documents required
when applying for employment in a chosen technical career.

07.02 Describe and apply codes of professional ethical conduct in
the school workplace setting (i.e., plagiarism, copyright violations, v|x X| X
and sexual harassment).

07.03 Describe and demonstrate personal qualities related to
employability (i.e., promptness, getting along with others,
dependability, responsible behavior).

07.04 Demonstrate and apply an awareness of quality service
and the personal and professional standards required to
establish an effective service-based culture.

07.05 Explain and demonstrate the importance of cooperation
(accepting criticism, managing conflict, and adjusting behavior
appropriate to a situation) in the workplace.

07.06 Explain and demonstrate the importance of self-
management and initiative when minimum direction and
supervision are provided; the concept of accepting responsibility
for one's actions, while exhibiting a positive attitude.
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Units Units Units Projects
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07.07 Describe and demonstrate the visible and transparent
qualities of an effective leader.
07.08 Demonstrate the importance of dependability, initiative,
courtesy, integrity, respect, empathy, punctuality responsibility, v X
fairness, and trustworthiness in school and describe how to
transfer these traits to the workplace.
07.09 Define and discuss issues involving gender equity,
disability, special needs, age, sexual harassment, cultural
courtesy, and diversity.
07.10 Explain and demonstrate the importance of good personal
hygiene, stress management, professional demeanor, and
individual presentation.
07.11 Describe and present the concept of using forward thinking
and the ability to facilitate a trend setting vision and mission
statement for a technology-oriented organization.
07.13 Demonstrate employability skills such as working as a team
member, problem-solving, and organizational skills. v X K| XXX XXX XX X
07.14 Apply academic and employability skills in work-based
learning situations (i.e., internships, job shadowing, mentoring,
on-the-job training).
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