
5th Six Weeks
High School
Business, Finance and Information Technology
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Touch System Data Entry Principles of Business, 
Marketing, & Finance

Business Information 
Management I DIM Money Matters
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The students will learn how 
to type numbers and 
symbols, personal business 
letters, envelopes, and 
reports.

The students will learn about 
types of economic systems, 
supply and demand, profit 
margin, pricing, and 
advertising.

The students will learn about 
database entry and 
preparation, data retrieval, 
and reports.

Audio Production: Basics, 
Enhancement and Editing, 
Exporting Audio Files

Students will learn about 
setting goals for saving, 
investing, and retirement. 

Sk
ills

Proofreading; Grammar 
Skills, Mail Merge, numbers 
and symbols skills 

Students will learn to analyze 
data, explain legal 
documents, and set goals.

Analytical, organizational, 
higher level thinking

Fading, volume control, 
adding effects, and 
waveform manipulation

Goal setting for saving, goal 
setting for investments, and 
goal setting for retirement.
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Timed Writings, Business 
Letters, Reports

Projects on Supply and 
Demand, Advertising, profit 
margins, and pricing.

Queries, Reports, Forms, 
Data Manipulation

Waveform manipulation 
project, Audio files exported 
to various formats, Various 
samples of audio effects

Goal Setting Assignments
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When would you use a mail 
merge?  What are the 
differences between a 
busienss letter and a 
personal letter?

How do you figure a profit 
margin? What are the 
different types of 
advertising?

What is the purpose of a 
database?  How does it differ 
from a spreadsheet?  How is 
it used in a business setting?

What are the different 
formats for audio files?  How 
do you know when to use 
which format?

Why do you need to set 
finanical goals?
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5th Six Weeks
High School
Business, Finance and Information Technology
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Accounting Banking & Financial 
Systems

Principles of Information 
Technology
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Corporation Accounting 
Cycle; Depreciation

E-Compliance, Regulatory 
Agencies and Changes, 
Bankruptcy

Students learn the use of 
computer software used in 
an office setting and learn 
about computer numbering 
systems.

Sk
ills

Analytical, math, critical 
thinking

Analytical, math, critical 
thinking, research

Word processing, building a 
spreadsheet, developing 
presentations, computer 
numbering systems.
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Balance Sheets, Income 
Statements, Articles of 
Incorporation assignment, 
Depreciation Schedules

E-Compliance Activity, Credit 
Analysis, Research project 
and presentation over 
Regulations, Case Studies 
Project

Reports and activities using 
Microsoft Excel, Word, and 
PowerPoint; Base 
Numbering System project
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What is depreciation?  What 
is the difference between a 
balance sheet and income 
statement?

Why is it so important to 
maintain good credit?  What 
are the effects of filing 
bankrupt?  What are 
financial regulations?

When would you use a 
spreadsheet?  What are the 
different numbering systems 
in computer language?
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