COURSE OFFERINGS IN BUSINESS DEPARTMENT

245_INTRODUCTION TO WORD PROCESSING

2.5 Points

This course focuses on mastery of the touch typing system. The formatting of personal business letters, business letters, MLA Reports and resumes are covered.

246_ADVANCED WORD PROCESSING

2.5 Points

Prerequisite: Introduction to Word Processing This course is for students who already have mastered the touch typing system. Students learn to format announcements, MLA reports, personal business letters with a letterhead,

business letters, memos, tables, and resumes with cover letters.

2115_INFORMATIONTECHNOLOGY

2.5 Points

This course focuses on Microsoft Word for word processing, Microsoft PowerPoint for presentations, and Microsoft Excel for spreadsheets. In the word processing application, students create and edit an MLA report, resume, and cover letter. Using the presentation software, students create and edit a presentation with illustrations and shapes. Using the spreadsheet software, students create a worksheet with embedded charts, learn to use formulas, functions, web queries, what-if analysis charting, and learn to work with large worksheets.

2075_INFORMATION TECHNOLOGY AND DESIGN
2.5 Points

This course focuses on Microsoft Publisher for desktop publishing and Microsoft Access for databases. In the desktop publishing application, students create and edit a publication, design a newsletter, create business cards, create letterhead, and create an interactive web site. In the database application, students create a database, query a database, and prepare reports and forms.

217_ACCOUNTING 1

5 Points

Grade: 10, 11, 12

This course is designed to present the introductory phases of accounting for a single proprietorship, partnership, and corporation. Preparation and interpretation of the accounting cycle is stressed. In addition, a unit on the federal income tax is included. Each student is expected to complete at least one double-entry practice set of books. This course introduces students to vocational bookkeeping and accounting. It is also valuable for college bound students who are interested in pursuing careers in business. This course may be used to complete a math graduation requirement.

227_ACCOUNTING 2

5 Points

Prerequisite: Accounting 1

Grade: 11, 12

This course is designed for those students who are considering a business course of study in college. Accounting 2 focuses on the applications of accounting principles and techniques used in the majority of business transactions. Students use standard accounting practices and business procedures with an emphasis on the various managerial aspects of a business operation. Computers are used to perform the various accounting applications such as spreadsheets. After completing this course, students may earn 3 college credits by passing the CLEP exam in Financial Accounting.

239_BUSINESS CONCEPTS AND CAREERS

2.5 Points

Grade: 9, 10

This introductory course includes an in-depth study of business concepts and the world of work. It contains units on principles of economic and consumer education, as well as business standards and ethics. An introduction to international business is included.

237_BUSINESS LAW

5 Points

Grade: 11, 12

This course is designed for those students who are considering a business course of study in college. Business Law focuses on the study of the state and federal court structure, the laws of business, contracts, sales, bailments, negotiable paper, agency insurance, and business organization. Students learn about the importance of the law in our form of government and their legal rights and obligations with respect to the juvenile justice system.

240_CONSUMER MATHEMATICS

5 Points

Grade: 10, 11, 12

This course introduces students to practical math principles with an emphasis on discounts, interest, bills, fractions, decimals, percentage, gains and losses, budgets, insurance, checking accounts, and simple records. Consumer Math, a basic course for students preparing to enter the business world immediately after graduation, may be used to complete one year of the math graduation requirement.

2080_ENTREPRENEURSHIP

5 Points

This course is offered in conjunction with the Network for Teaching Entrepreneurship.

Students study the basics of marketing, financing, and managing a business. The focus is on preparing students to start a "real business" as well as developing an understanding of opportunity recognition, marshaling resources, risk analysis, and other pending business issues.

218_MARKETING EDUCATION 1 

5 Points

Grade: 10, 11, 12

This introductory course in marketing is designed to acquaint the student with the distributive occupations. The course includes the study of job interviews, merchandising, fashions, advertising, retailing, store layout, management, buying, and mathematics for marketing. Classroom activities are supplemented with realistic experiences in the DECA club. Success in Marketing 1 permits the student to go on to Marketing 2 that includes the Cooperative Work Experience Program.

2361_PERSONAL FINANCE

2.5 Points

Grade: 11, 12

This course introduces students to keeping and balancing a checkbook, preparing tax returns, developing a budget, and understanding the social security and tax withholding systems. The focus is on learning how to make wise financial decisions including investing and insurance, as well as establishing and maintaining credit.

210_STUDY SKILLS FOR SUCCESS

2.5 Points

This course equips students with learning and study skills with a focus on how to learn, critical thinking, and reading comprehension. The key areas includes effective listening for note taking, improving memory and concentration, successful test taking, gathering information, and writing effectively.

263_WEB DESIGN 
5 Points

Grade: 11, 12

This course helps students plan and develop well-designed web sites that combine effective use of graphics, text, and color. The student uses techniques that let users easily and quickly access information. Web sites are built from scratch and redesigned using methods that make using HTML and Dreamweaver web content more interesting, accessible and visually attractive.

