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Purpose  
 
The purpose of this course is to assist students in making informed decisions regarding their future academic and occupational goals and to provide 
information regarding careers in the Business Management and Administration career cluster.  The content includes but is not limited to instruction 
in intermediate keyboarding, intermediate word processing, intermediate electronic presentation, intermediate computer hardware, intermediate 
Internet, introductory spreadsheet, and skills for business applications.  These competencies provide the skills necessary to ensure increased 
productivity and efficient utilization of equipment. 
 
Instruction and learning activities are provided in a laboratory setting using hands-on experiences with the equipment, materials and technology 
appropriate to the course content and in accordance with current practices. 
 
Additional Information relevant to this Career and Technical Education (CTE) program is provided at the end of this document. 
  

http://www.fldoe.org/academics/career-adult-edu/career-tech-edu/program-resources.stml
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Course Structure 
 

The length of this course is one semester. It may be offered for two semesters when appropriate. When offered for one semester, it is 
recommended that it be at the exploratory level and more in-depth when offered for two semesters.  

 
To teach the course listed below, instructors must hold at least one of the teacher certifications indicated for that course. 
 
The following table illustrates the course structure: 
 

Course Number Course Title Teacher Certification Length 

8200520 Computer Applications in Business 1 

BUS ED 1 @2 
COMPU SCI 6  
ENG&TEC ED1@2 
TC COOP ED @7 
TEC ED 1@2 
VOE @7 

Semester 
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Standards 
 
After successfully completing this program, the student will be able to perform the following: 
 
01.0 Identify and understand computer hardware.   
02.0 Identify information technology tools and their proper uses.  
03.0 Develop and apply keyboarding skills utilizing current technology.   
04.0 Develop and apply word processing skills utilizing current technology.   
05.0 Develop and apply electronic presentation skills utilizing current technology. 
06.0 Develop and apply spreadsheet skills utilizing current technology.  
07.0 Develop and utilize business-related skills.  
08.0 Perform activities using the worldwide web.   
09.0 Describe how information technology is used in the Business, Management and Administration career cluster.   
10.0 Describe and use communication features of information technology. 
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2021 – 2022 

Florida Department of Education 
Student Performance Standards 

 
Course Title:   Computer Applications in Business 1 
Course Number:  8200520 
Course Length: Semester 
 
Course Description: 
 
This course is designed to provide instruction in intermediate keyboarding, intermediate word processing, intermediate electronic presentation, 
intermediate computer hardware, intermediate Internet, introductory spreadsheet, and business applications skills.  These competencies provide the 
skills necessary to ensure increased productivity and efficient utilization of equipment.    
 

CTE Standards and Benchmarks 

01.0 Identify and understand computer hardware.  The student will be able to: 

01.01 Define and identify input, output, and storage devices and their functions. 

01.02 Define and identify memory in a computer. 

02.0 Identify information technology tools and their proper uses.  The student will be able to: 

02.01 Define and identify various software applications (word processing, spreadsheets, database, presentation, digital publishing) and 
their uses. 

03.0 Develop and apply keyboarding skills utilizing current technology.  The student will be able to: 

03.01 Demonstrate proper keyboarding techniques using correct ergonomic habits.  

03.02 Demonstrate safety and respect for equipment materials in lab.    

03.03 Demonstrate proper techniques for alphanumeric keyboarding while keeping fingers on home row keys.  

04.0 Develop and apply word processing skills utilizing current technology.  The student will be able to: 

04.01 Start and exit word processing software. 
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CTE Standards and Benchmarks 

04.05 Align text horizontally and vertically. 

04.06 Apply character attributes – font, font size, font color, underline, bold, italic, and text effects. 

04.07 Apply styles in a document. 

04.08 Utilize the undo and redo commands. 

04.09 Utilize the show/hide command. 

04.10 Use find and replace. 

04.11 Utilize the format painter.  

04.12 Utilize the text highlight feature in a document – select highlight color. 

04.13 Insert date and time.  

04.14 Insert and manipulate graphics, word art and text boxes.  

04.15 Insert and remove a manual page break in a document. 

04.16 Create bulleted and numbered lists.  

04.17 Create a table – inserting, moving, and entering data. 

04.18 Format a table – insert/delete columns, rows, and cells and merge cells. 

04.19 Format a table – changing column/ row width/ height. 

04.20 Apply table alignment on document – horizontally and vertically.  

04.21 Apply text and number alignment within a table. 

04.22 Use table tools – change table styles, apply borders, and shading. 

04.23 Set the page layout in a document – margins, page orientation, and page size. 

04.24 Change the page background – insert a watermark, page border, and change the page color. 

04.25 Create headers and footers in a document. 

04.26 Use spell/grammar check/thesaurus programs properly. 
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CTE Standards and Benchmarks 

04.27 Use basic proofreading skills including proofreader’s marks. 

04.28 Understand the difference between save and save as. 

04.29 Save a document – specify file name and location. 

04.30 Save a document in a different format, e.g., PDF, webpage, and jpeg. 

04.31 Understand printing options including printer selection, scale to fit, and page number selection. 

05.0 Develop and apply electronic presentation skills utilizing current technology.  The student will be able to: 

05.01 Start and exit presentation software. 

05.02 Apply fill effects, lines and shapes.  

05.03 Demonstrate ability to order, group and rotate objects.   

05.04 Demonstrate ability to animate graphics.  

05.05 Apply slide transitions and timings.  

05.06 Incorporate text, tables, charts and graphic transitions into document.  

05.07 Add sound using various media e.g., internet and/or files.  

05.08 Apply action buttons. 

05.09 Insert a hyperlink.  

05.10 Rearrange slide order through slide sorter.  

05.11 Create note page to aid in oral presentation of slide show.   

05.12 Customize timing and rehearsing to coordinate with oral presentation.    

05.13 Save a presentation in a different format, e.g., PDF and webpage. 

05.14 Demonstrate the ability to spell check and print npage.
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CTE Standards and Benchmarks 

06.0 Develop and apply spreadsheet skills utilizing current technology.  The student will be able to: 

06.01 Start and exit spreadsheet software. 

06.02 Identify the parts of the spreadsheet screen, e.g., ribbon, status bar, title bar, insertion point, scroll box and bar, and tabs.  

06.03 Create a new worksheet.  

06.04 Change column width and row height.  

06.05 Format the contents of a cell, i.e., change fonts and font sizes, align text, and format numbers.  

06.06 Merge cells.  

06.07 Use undo and redo commands.  

06.08 AutoFormat the worksheet if available. AutoFormat applies borders, shading, and data formatting.  

06.09 Use the auto sum feature.   

06.10 Create a chart. 

07.0 Develop and utilize business-related skills.  The student will be able to: 
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Additional Information 
 
Laboratory Activities 
 
Laboratory investigations that include scientific inquiry, research, measurement, problem solving, emerging technologies, tools and equipment, as 
well as, experimental, quality, and safety procedures are an integral part of this career and technical program/course. Laboratory investigations 
benefit all students by developing an understanding of the complexity and ambiguity of empirical work, as well as the skills required to manage, 
operate, calibrate and troubleshoot equipment/tools used to make observations. Students understand measurement error; and have the skills to 
aggregate, interpret, and present the resulting data.  Equipment and supplies should be provided to enhance hands-on experiences for students, 
including access to computers and appropriate software.  
 
Florida Standards for English Language Development (ELD) 
English language learners communicate for social and instructional purposes within the school setting. ELD.K12.SI.1.1  
 
English Language Development (ELD) Standards Special Notes: 
Teachers are required to provide listening, speaking, reading and writing instruction that allows English language learners (ELL) to communicate for 
social and instructional purposes within the school setting.  

http://www.cpalms.org/uploads/docs/standards/eld/SI.pdf
mailto:sala@fldoe.org
http://www.mycareershines.org/
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