OFFICE TECHNOLOGY
1. UNIT 1: Identify Business Trends and Protocols
i. Course Introduction 
ii. Introduction 
a. Analyze Trends and Issues in Office Technology 
iii. Lesson Analyze Social and Political Trends in Office Technology 

a. Uphold Workplace Safety 

iv. Lesson Perform Visitor Protocol 

v. Lesson Resource Electronic Software Features
2. UNIT 2 Conduct Meetings and Organize Travel Plans
i. Introduction 

ii. Lesson Prepare and Conduct Business Meetings 

a. Arrange Travel Details 

iii. Lesson Calculate Exchange Rates 

a. Investigate International Travel Concerns 

b. Investigate International Health Concerns 

3. UNIT 3 Maintain Records, Inventory and Mail Functions
i. Introduction 

ii. Lesson Develop and Maintain a Records System 

iii. Lesson Maintain Supplies and Equipment Inventory 

iv. Lesson Execute Shipping and Mail Functions 

v. Filing Quiz 

4. UNIT 4 Identify Business Ownership and Management Practices
i. Introduction 

ii. Lesson Types of Business Ownership 

iii. Lesson Identify Management Functions 

iv. Lesson Critique Levels of Management 

a. Analyze Management Positions 

5. UNIT 5 Evaluate Leadership and Management Ethics
6. Introduction 

7. Lesson Research Management Theories 

i. Analyze Business Ethics 

8. UNIT 6  Perform Basic Accounting Functions and Analyze Credit Issues
i. Introduction 

ii. Lesson Review Generally Accepted Accounting Practices 

iii. Lesson Analyze Financial Statements 

a. Prepare Time Card 

iv. Examine Credit Reports and Credit Ratings 

v. Calculate Interest for Money Borrowed 

vi. Finance and Accounting Quiz 

9. UNIT 7 Perform Banking Functions
i. Introduction 

a. Maintain Checkbook Register 

b. Reconcile Checkbook Register 

ii. Maintain Petty Cash Fund 

iii. Review a Petty Cash Reimbursement Form 

10. UNIT 8 Analyze Economic Concepts
i. Introduction 

ii. Lesson Identify Economic Resources 

iii. Critical Economic Questions for Every Nation 

iv. Lesson Identify Types of Economic Systems 

v. Lesson Explain the Concept of Supply and Demand 

vi. Lesson Appraise Pricing Strategies 

vii. Lesson Identify Business Cycles Part I 

viii. Lesson Identify Business Cycles Part II 

11. UNIT 9 Examine International Business
i. Introduction 

ii. Lesson Examine International Business 

a. Research demographics, political and cultural factors in a foreign market 

12. UNIT 10 Analyze Business Law
i. Introduction 

ii. Lesson Explore Laws Which Affect Business Operations 

iii. Discuss Government & Business 

a. Research Intellectual Property Rights and Copyright Laws 

13. UNIT 11 Apply Communication Skills
i. Introduction 

ii. Lesson Recognize non-verbal communications 

iii. Describe Audience Demographics 

iv. Audience Data 

v. Explore Technical Writing 

vi. Critque the Technical Writer 

vii. Technical Writing Sample 

a. Create Technical Document

14. UNIT 12 Manage Telecommunication Tools
i. Introduction 

ii. Telephone Etiquette 

a. Telephone Etiquette Quiz 

iii. Email Etiquette 

a. Email Quiz 

iv. Methods of Communication 

15. UNIT 13 Demonstrate Computer Knowledge
i. Introduction 

ii. Computer Terminology 

iii. Illustration of Back of Computer 

iv. Illustration of Computer Ports 

v. Illustrations of External Connectors and Peripherals 

vi. Illustrations of External Connectors and Peripherals p2 

vii. Illustrations of External Connectors and Peripherals P3 

a. Computer Terminology Quiz 

16. UNIT 14 Create Word, Graphic, and Desktop Publishing Documents
i. Introduction 

a. Create a Business Style Letter 

b. Use Special Word Processing Features 

ii. Explore OpenOffice.org Draw 

iii. Lesson Create Graphics 

a. Examine and Create Your Own Graphics 

b. Perform Desktop Publishing Functions 

17. UNIT 15 Create Spreadsheet and Database Files
i. Introduction 

a. Create and Edit Spreadsheets 

b. Create Databases 

18. UNIT 16 Perform Internet Functions and Develop  Web Pages
i. Introduction 

a. Perform Internet Functions 

ii. Lesson Develop Web Page 

a. Edit Web Page 

iii. Web Page Index.html 

19. UNIT 17 Manage Projects and Demonstrate Teamwork
i. Introduction 

ii. Demonstrate Teamwork 

a. Define Team Structures 

20. UNIT 18 Manage Professional Career and Personal Finances
i. Introduction 

a. Prepare A Resume 

b. Complete a Job Application Form 

c. Manage Professional Career Essay 

ii. Lesson Develop a Personal Financial Plan 

iii. Lesson Explore Financial Planning Process 

iv. Lesson Examine Personnel Policies and Procedures 

v. Office Technologies Final Exam  
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