BTT 10

INFORMATION & COMMUNICATION TECHNOLOGY IN BUSINESS

Exam Review
Part 1: This will be 1 hour long and will take place in the classroom. It will be a mixture of all key terms studied in the year and some short answer questions.

Digital Literacy

-define key terms associated with information and communication technology (e.g., intranet, URL, hardware, spam, web browser)

-explain the basic functions of the components of a computer (e.g., bus, CPU, ROM, RAM)

-manage electronic files and folders


Review test and all notes


Computer History

-who were the first contributors to creating computers 


- how did computers come to be 


- review quiz and all notes


Ethics and Issues in Information & Communication Technology

-describe legal issues related to information and communication technology (e.g., freedom of information, piracy, copyright)


-analyse privacy and security issues related to information technology 

-assess the impact of technology on personal health and the environment 
Part 2: This will around 1 hour long and will take place in the computer lab. You will have to use Microsoft Word and  Microsoft Excel to create something. Make sure you know how to use both programs very well. If not you can review both programs on the website under their own headings (there are links that teach the basics of both) 

You should know the topics below.


Productivity Software

-use word processing software to create common business documents (e.g., letter, memo, report, tables)


-use spreadsheet software to perform a variety of tasks (e.g., use formulas and functions, and produce charts)


-manage information using database software (e.g. create tables, query, sort, add, delete, update records, print reports)


Design Software

-use presentation software to create and deliver effective presentations


-use software features (e.g., slide transitions, slide layouts, design templates, animation, sound) to enhance presentations


-use desktop publishing software to design and create a variety of `
publications (e.g., card, invitation, flyer, newsletter)


-design and develop web pages for specific purposes and audiences


Business Communications

-edit, revise, and proofread to produce well-organized and grammatically correct business documents and communications


-maintain a portfolio of exemplary work that illustrates their skills in information and communication technology

Exam is on June 10, 2015

9:30 – 11:30

