ibrary . UNLIMITED -
r Libra
Poste
BMIT Pos

[ nload
k any thumbnail to dow
Click a

You can
) (\ wy
ety  doa mc\l’! How 4 Networy Work
safety inas e O
uter thi ng

ersii®
p‘mme:!';\od hack ender®
58!

or mo,
obug

"€ compy; T'Systems and thej, evices are linkeg togethey.
This diagram llustratag how a gy, Retwork Works,
lntemet
Access thq Interngy Secure Routa,
V18 the routgy Accessing ghe lm"neﬂlf"y
wrreless Devicag
C‘"lnw al
am@.s,sm'i.?mm "::ons Server
and St phopeg Storjy Mshariny files i ,
S centra"led location
e safely: A p I * \
Ne'
e
Surf th [ " Route, Switcp,
our sende’ ponnacth
W Y
e i) caution” E D
ema!
Jse Slides
Sheets
Docs
Drive

ect alf system: and
periplue":;g deyice togethe,

lndividual orkstations & Laptops
nneai‘ng al SYstemg &

gle Inc.
b otherwise approved by

red, or

sponsor




Click any poster to download and print.

Computer Safety

Safety Tips

Know the Risks

102024, therewere ver 65 billon cthe problem
cyber stacks workdwide. st s s

Stop

Y

+ Tell a trusted adult who can help you deal with
what's happening.
Report to the i ids has
Facebook or Twitter.
Maintain positive online safety habits, like using
strong passwords and avoiding sharing personal
information.
Block communication from the bully.
Don't seek revenge;
don‘tbecome a
bully yourself!

Building an Online
Identity

Everything you say, do, and display online leaves a digital footprint.

Words Actions

‘communicate who shape what people
you are think of you

L Images

form lasting
impressions about
your personality

Cyberbullying

W

(@ @ Safety Tips

Examples of
Cyberbullying

Fact
1in3 dolescents
e soeian
formof cyberbuling,

Practice Email .- |7
Etiquette

Emailing Dos Emailing Don'ts

teachers, coaches, and or slang in emails that

adults in emails. require a professional tone.

- Don't give your email
password to anyone else.

* Use caution when
forwarding emails.
- Don't forward spam.
+Includea relevant
subject line. +Don't hit “reply all”ina
group communication
+Be aware that humor can when you want to
ook like sarcasm or address acomment to
aiticism in online just one person.
communications.
+Don't bea “flamer”
+Usea salutation and a ora“troll.”
complimentary close.

Identity Theft

i secun from thse eny theves.

Safety Tips

Know the Risks

iy become vt to

Fact

The FIC (Federa Trade Comission)
reports SomilonUS.
et

to help protect your private data. Without a strong password, private
information can be easy for thieves to steal.

+ Avoid using obvious facts about yourself.

. atl ight

« Include a combination of
numbers, symbols,
and letters. \
« Change passwords often.
« Don't enter passwords
into your phone.
+ Don't type passwords in

a public place. [u[s e [RIN[AlM[E]
ROBEUODD

PROTECT YOUR PRIVACY!

0 =5

Ay
A T

rr'/f.,,ﬂ“‘ t'A «x:,.

PO or AN A
SociaL NETWORK\NG
I,A:‘}{‘w%‘.

"AVa
N A,&Vt

What you post on your social
networking page can be viewed by
people all over the world.

4

ink [Trendine Tooic Personal ol
fone= soCial |

FoIIow

" Discover

Tranding Tani

Rewards
« Join Social Communities « (yberbullying
« Connect Instantly « Identity Theft
« Self-Expression « Overuse

« Collaborate With Others
« Real-Time Information

+ Posts are Permanent

© B.E. PUBLISHING

Netiquette

Examples
Some campieofuhento e proger
etqueta wnie ol

I e e ity 27

Text Message
Safely

Texting i But,aswith
mhmloqy,mnmanmmlormlngsaftly'

Never text while driving.

Give your number only to people you know and trust.
Don't reply to a text if you don’t know or can't tell
whoitis from.

Keep your texts or calling history private, and think
twice before allowing someone to use your phone.
Never send inappropriate messages, or take

or share compromising photos.

Avoid communicating only via text so that

'your in-person social skills don’t erode.

Tell your parents or guardians

immediately if someone

is stalking you via text.

Digital Literacy

Social Networking

‘whileengaging n socil networking .

Safety Tips

Keep your profie sim.

Protect your privacy.

Know the Risks

Protect others'privacy.

s o Don't post harmiul information.
Rl e on

L OO <o cycs o worching.

poeric o 9

Know the privacy policy.

{0 g Al
hnoIBgy

Research shows that unplugging from technology, or taking a break
from all things digital,is necessary for people's brains and bodies to
function normally. These tips will help you reach a healthy balance
between plugged and unplugged time:

Schedule time away from technology
throughout the week.

+ Unplug when you're socializing
with others, especially

during meals, and time
with family and friends.

+ Don't take technology with you
on vacation, or while visiting S
afriend.

+ Find other, more fulfilling ways to
occupy your time, like sports,

playing an instrument, reading,
volunteering, or being with friends.

UNDERSTANDING INTERNET ADDRESSES

When you type an Internet address, you are really yping a URL (Uniform Resource Locator). A URL is address

for a file that is ible on the Internet. The diagram below exp: t of a URL.

Domain Name of the
Web Site

Tis tells the Internet browser A Slash (1)

Hypertext Transport
Protocol (nttp)

The slash () is used to separate
Is of folders or
\ NS (Domain Name Server). directories within a Web site

information on the Internel e refe a difierent lovel

File Extension
The file extension tells the
Intornet browser that ther is a

stands for Hyper Text Markup.
Language.

http://www.apple.com/itunes/download/itunes9.html

Stands for World
Wide Web (www)
This is the prefix used for
all Internet addresses.

Domain Extension
The code following the period that

4 to help

organize pages within a Web
it

©B.E.Pubiising. AllRights Reserved.
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Mobile Devices
Are Great Tools,
But They Shouldn't
Replace Human
Interaction.

COMPUTER LAB

RULES ¢

B Cl! @
No foo workst: CEN Surf safely.

Log off.

QUIET
PLEASE!
-
Work quietly.

Texting is cool

But not while
you're driving!

_g )
% .

Digital Literacy

How a Network Works

Parts of a Computer
System

Consider the Environment...

—!  YOU PRINT!

Please:
no clicking while
I'm teaching.

Computer Use
Is a Privilege

Use Good
Judgment and
Follow All School
Policies.

NO FOOD OR DRINK IN
THE COMPUTER LAB!

—_  THINK BEFORE i d

This class is
out of this<a
href=
web</a>

W

AVOID EMAIL SPAM

If it sounds too good to be
true, it probably is!

- JU )

© B.E. PUBLISHING

Delete suspicous emails.
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WHEN LEARNING PRACTICE SET GOALS KEEP YOUR USE PROPER
HOWTO TYPE, FOCUS ON KEYBOARDING AT LEAST TO ALWAYS INCREASE YOUR EYES POSTU RE &
ACCU RACY 10 MINUTES EVERY DAY SPEED & ACCURACY ONTHE COPY YOU ARE TECHNIQUE
NOT SPEED ; TYPING FROM
\V\Cf'—”"

. M iet QT
uut Words Per '\C,\/

T ieeted T

L) COCD OOCD Coco)!
L COOOCCECCC0)
UL L

How do/I'sit right How do/l'start Why do I need to

to type? to type? < o learn how to type? A

Top Ten Reasons Why Yo;l
Should Learn How to Ty

FINCENSIO0?.
G e

r straight.

*Typing school papers

® set

ePreparing for the
\ next grade

*Using the Internet
for school projects

*Sending emails to
family and friends

Fingers Go
on the Home
Row Keys

e The Keyboard

didadH530N08 S
EPMVERIIT PP R
castock[A IS |ID |[F {G‘[H JIKIL | T =

d ol ol ad ol sl ol ad el ol od T

v

? | shift
Qu v Eg 1Ry T | vl fug g o P

. Z XI\CHVIIBIINNMI A WA \ - € [Tl T T o o P T T Vil o

“ ] "] “ 1 |2 ]

0T

<
5

Gl Hl g Kl L
l Vbl bl Vall b8

e G
o 20X NGB

ctrl
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Tips for Timed Keyhoarding Tests

To perform your best on timed
keyboarding tests, follow the
advice below.

1 I Flex
minutes before taking

2 Warm Up

the timed test(s.

eeeeeeeeeeeeeeee

3 I Breathe
exhale slowly. The extr

@ air in your lungs will help calm your nerves.

E; Fe
il yes Focused

aaaaaaaaa
pace untithe timed testis complete,

Keyboarding
is like pitching

Accuiaeys

is more important th

is more important
than speed'

id

© B.E. PUBLISHING

Energize Your Keyboarding Skills
-

As with any new skill you learn, it's the little
things that can make a big difference. Follow the

uuuuu

ety e ooy, e etnd
° heystofecl fo proper igerpos

LI Know your problem keys

hesekeys on 3 day bass.

ggggggg

I~
Key

boarding

Keyboardlng
Proper Posture & Techni

Keyboarding Riddle

Solve to reveal a keyboarding tip:

+P
V+o=—r—)
2¥2 on wht?

u r N+pPIng

oW p STRIKE

WITH EVERY KEYSTROKE

boardingy,

/lAy r{\c\)_‘

anchor your
fingers on
the home
row keys!

MEAE EENEN

KEEP YOUR
EYES ON
WHAT
YOU'RE
TYPING!

Looking down at your keys while typing
breaks up your rhythm leaving room for

KEYBOARDING 7 vy
'I'EX'I'ING TIPS |

vay to becoming a top-notch keyboarder with these texting tips.

Heyboarding!

Keyboarding

ic and Common Symbol Keys

aaaaaaa




Click any poster to download and print.

- Ageulissomating thatyou et ke o o
e ——
s B WOk o py A e

- Longtemsossone ity o el
perodfime s ove e

- Setpriorkie: gt seseo iy e’
- Establoh ime tables ol  sequence of o’ seps.
© Stay focused gina serse of ownersip

- Balnspirds dcidewhasmporiant

+ Bringmy Biloay radeup 10 poits b i cuarter

© Sove H00for concart ks
internstipin e ofth hospal ey home
e s o 50 st -

" Saves3000 b o
i

oA

66 1iyoudontknow where.

youare goin, you'lend up

somewhere le. 99
VogiBera

Banking Basics

forms of credit.

Four Major Types of Accounts  Why Usea Bank?
Banks Offer 1.To amintarest.

SR ks

3 Savings Account
P

Personal

Finance

Skills Can Save

You ]F:)Il:g‘]lrvnrdng in
Debt!
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Financial
Fitness

@ dentfyNeeds
vs. Wants

Identify Needs
vs. Wants

Whatare Needs & Wants?

- AMEED!ssomerhing esental o you regardess f yorfnancl
poston: fad, doting.nd sheher

- AWANT s sometring thityou mihtwsh o v, bt does
ot o nencdContars S Qg o 8
smrphone.

Examples of Needs vs. Wants

- Youmeed shocs, bt want thse 10 neon reen s
g e
. ottt bttt sty

s ol
Reivpwirhuerlp
add those desgnrjeans o your
Cohecion

\

Track Your
Money

Whatis a Budget?

- Abudgetisa detded st o ncome snd expandurs o
Spec oot tme.

How will creating a budget help you?

e
o sperdng

« ot oo poyyour bl o time
- il you say out o debt and et yourfnancsl 903
+ Rihloyoufcd the exss”nide

Tips for Budgeting Success

The number one thing that

ey o oy s

- Wity yourincomes undesand how mich money o e

- Organize expenses ke ety of whst o e andwhit you
e Spending ihtno

+ Examine the bottom ne be sure your expenses e ESSthan

i cothing, with food being 2
dosesecond.

€6abudsetistating your

money wharetogo mstesd

ofuhereitwent. 99
Dave Ramsey

"

7

Budgeting

Parts of a Budget

10Tips to.a Successful Budget

Learn to

Budget Your

Money...

It Doesn't

Grow On
Trees.

7

y 2

dantifyNoads vs. Wants St inancalGosls Skt Your lan
— e ey s G et

Financial Literacy

(4

Financial
Fitness

O Pey YourselfFirst

Pay Yourself
First

What does PYF mean?

oYl et oot S .
e e e o

Why should you pay yourself first?

Tips for Savings Success

[ ———

" St eu ke e et ki v deviops
R e

ek o morey rom sty ey vsmers
R Ly 2 e

2

o

Create a Plan

Whatis a Financial Plan?

- A foancal plan i theproces o g how you il pend,
5o, nd et yout ey oy 3 o .

- Rhels o evaluste how sl yousreusing your ey

s gt them
@ in o e e e ot

bl youunderstand e propes meshods o i spnding.
© Track Your Money S boroniny oy

@ Pay YourseFirst How should youimplement your plan?

© cresteapian Y —————
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Ebticsimportantoyou, ———
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Jouwittndanescise 9

simpot

@Saving & Investing

depositd nto your savingsaccount.

‘when savings ae “parmanent” rathe than “tamporary”

o
[

fem—

Areyo

nangially fit?

N ke bt b
2. Live Within Your Budget oo longe b

yourmeans. Reserch caees ot moch your s o
out the ecaton equirements you il e

3
Ut checking s savigs o 1 beep o

Repestdy pening on things you dont necd il
4. Invest Wi esdto ol e,

waly
Leomhow o choos th igh i o vesiments

vyt e —
5. Understand Your Paycheck SRR 7o
Knowth dference beween Gross snd et Py 12.GetOrganized

deductom sect sch
6. ControlYour Dabt

ewop e o e ol ecrds
14.Create an Emargency Fund

oy ey Dot
s moneyyoudonthne. 15.Pay YourBills on Time
”

e ahouse o, e
8. Purchase nsu
i R—
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v In accounting THE

Collectand Analyze: 1

B = | : ‘ class, our ACCOUNTING
. = e stuclemis are ¢ EQUATION

€= Th our biggest ;

; Accounting 5

the Accounts C I
e YA€ e
e
e
_ [t's all about
ance.

A—SSQ“—S =
Liaoilities +
0 NV\Q()S ?_qw'h\

ba
6 4 ]
! . N
it e G
A i s 5 Vertythtthe sumof the
o - oo
Entries
s l ‘
oot
o)
e
=

Why study accounting?

Accounting is used in many areas of
business and government including
finance & investments, product sales,
technology, manufacturing, taxation,
marketing, construction, banking,
healthcare, education, consulting, real

!
JOHN DOE AMERICAN BANK, INC.
123 PALACE ST
ANYWHERE CITY, M| 00022

0025

DATE November 3, 20%X.

PAY TO THE
oroEROF _ dane M. Doe $[500.00

— Five Hundred Dollars and 00/100 DOLLARS

9

Aspaceto LMEMO HBappy Birthday :.YWD
notewhat

AUTHORIZED SIGNATURE

Got &
Eonomics!

the check
isfor

Accounting’

11789123456 123789456123 0025
I

| | | |
number number
How a Check is Processed:

themselves.
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When am I

Cover Letters & e

Accounting
Resumes “nis”

Cyb i
yber Skills k3t e D
tnis yboarding

=

What?

What ¢

Accounting is a way of tracking
how much money 2 company
Cover Letters & Resumes are documents What
that introduce you, your work experience, ate
plishments to skills are the skills necessary
to efficiently, ethically, and safely )
Entreprnmursm Wh t
considerable initiative and/or ate
Keyboarding is entering digital

information into a computer
using @ keyboard.

education, and accomi

is making and spending.
prospective employers.

navigate in the digital world.
9 e

financial risk in order to organize
and manage a business.

Whoe How?

Who?
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What

Marketing is the action or business of at
promoting and selling products .
Personal Finance is how to

or services, including market
research and advertising. earn, budget, spend, and save
y your money.

PowerPoint is a software g

application used to produce A What

multi-media slides s’ visual Spreadsheet software applications

presentation aids. enable you to enter; organize, and
calculate data using cells and

What ¢

Word processing software applications
enable you to compose: edit, and create
printand digital text documents for

personal and professional purposes:

formulas.

How?
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Computer Apps

You can
do a million
things with

Google
Apps.
CEECEQM

Py
Poster Sercs

GoogleDrive

Google Drive is a free file storage
and synchronization service. Using
Google Drive, you can store files in
the cloud, share files, edit files, and
collaborate with others.

What can you do with Google Drive?

 Safely store photos, videos, PDFs, presentations, and important fles

 Share any file with friends and family and et them view, comment, and edit

+ Saveattachments

« Easily search through your files

- Collaborate simultaneously with multiple people in Docs, Sheets, Sides,
Forms, and Drawings

« Access Google Drive on your smartphone, computer, tablet,
and any Internet-connected devices

« And amillio other things

GoogleDocs

Google Docs is an online word
processing application that allows
you to create text documents and
collaborate on them in real time.

What can you do with Google Docs?
- Type and format an essay for school

« Create a shopping list on the go

« Format resumes for job applications.

 Create and share nvitations toa pool party

 Create addressabels

 Publish documents to your blog orsocial mediasite

- And amillion other things

GoogleForms

Google Forms is an online
application that allows you to
create and analyze surveys, tests,
and web input forms.

What can you do with Google Forms?
+ Create ateam roster

- Createa survey to choose a prom venue

« View survey resuitsin  spreadsheet

e —

« CollectRSVPs toa birthday party

« And a million other things

GoogleSheets

Google Sheets is an online
spreadsheet application that allows
you to create spreadsheets and
collaborate on them in real time.

What can you do with Google Sheets?

- Calculate a budget for prom decorations

+ Create a chart of vacation expenses
*« Calculate how much you need to save fora car

+ Organize contact nformation for drama club members
+ Calculate ticket sales for homecoming

« And a million other things

GoogleApps

Postar Seres

GoogleSlides

Google Slides is an online Google Drawings is an online Gmail (short for Google Mail) is a e e A e m..::.‘:';:::.‘.::.':".:.;w“"

presentation application that drawing application that allows free email service, which is available BSscaIPTION sHioRToeTRiAeCRTION SHonrceT}l BaeGuFTION] DaSCAIRTION

allows you to create slide show you to create, edit, and share on any device with an Internet on PR P anen Cruste new blark workbook " open Spekheck

presentations and collaborate on connection. To use Gmail, all you o Oy st e Coode | Dol orgheof a0 Opon nacstng el e m Grustochrromslctd o

. N merangon

them in real time. need to do is set up an account. . 5 ) Ctow | Coseth slctedworoonk w e onecatoterere
e | Come oo Accoes et @iz Undo g ces Save the active workbook St 4 Tab. Moue one cell o the left
aner Prin the curnt o seectedsbiet ™ Undo cangeslncuret ek o 2 open the Save s g box ockete Remove secctedcll contents
P, P e e dreosedin ez Undothelastaction ener Correte ol wiry wnd i 0

| Insert current time into s feldin ey oo the last action 23 ‘Cancelentry in a cell or formula.
anes Soveth dsbe it anemine: e .
e o PreTs— e [re——
e Copy the selected control AT 4 S0 Gurasneet or Form vew. e Copy the selected cells Page Down "Mowe one sreen down
o anex [rTse—— R anex [ e mowanesceenve
e v vecomemsttodobont | |an - Dcetecretrecord Dot o v [rrmr—_— R Y Oty ormon ol logox
What can you do with Google Drawings? What can you do with Gmail? . R s oot the i st e aier e curesvoroock ae [T ———

- dota access page B Apply or remove boid are o Oisphay Insert dalog box
 Collaborate tobuild flowcharts,diagrams, and visual maps ofideas  Emailyour frends and family . JER— routen Mo down g P P [T oo ———s
 Design nfographicsforthe school newspaper  Storefiles, photos, attachments, and more using free storage P R — o me—— o P T e T ——
+ Design storyboards or collages  Organize emails with nbox tabs and category labels . R [ FarcutsG | oopyGoTodlgbox Stespn Sductenserow
« Publish your drawings online « Back up messages for both online and offline use Ovsnector CrteFor | OpenFindorFndfRepiace Qs Selectenie coumn

et | S 008 | | 11 m,.m,mm pra—
 Drawinrontofyour dass e presening a project < Safeyflterspammessages o~ o fom Sers | menaneuorkdet QoS dopyCurmneyforme
S A, e S P ier |k oreonsuter Qien deorsontnerton " Onsty e vindow s 5 o peroge o
and iides P — . [P — n [re— o et At Smformts
U —— FveTa PSR, e | Onpleynert fncion g anen deorsouthention
GuogIeApp' Arrow Keys. Move one cellata time.

GoogleDrawings

GoogleGmail

Mlcrosofl

P M\crcsoft

Microsoft

Microsoft

Microsoft

Windows 11
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Page Layout

A £

%\\‘\ Rules of the Road
S

Page
Layout .

Rules of the

® Always plan the layout of
your document on paper
first.

Do not overcrowd your
documents with too much
text or too many graphic
images.

® Establish a consistent look
and feel by using the same
style of graphic images
throughout a document.

Page Layout
Rules of the Road

® Create a balanced and

symmetrical document by
using guides to align text,

graphic images, columns,

and shapes.

Use white space as a tool
to give the reader room
for the eyes to "breathe"
between different parts
of a document.

Page Layout
Rules of the Road

® Do not overuse typestyles
such as bold, italic, and
underline. Avoid using all
CAPS.

® Give your document to
someone else before

turning it in for grading. A

fresh set of eyes can
usually catch spelling,
grammayr, and/or design
mistakes.

Computer Apps

Page Layout

awm £
%\\‘\\ Rules of the Road

®  Choose a maximum of 2-3
typefaces (fonts) per
document.

® Know your document's
audience and design it
accordingly.

@® When in doubt, apply the
"KIS" formula to your
document. KIS stands for
"Keep It Simple."

® | Revise, revise, revise your
document until you get it
right.

;.““"p:r PowerPoint
J Presenfafions

® Speak slowly and clearly when presenting.

® Use transitions that match your topic.

@ Make no more than six points per slide and use no more
than six words per line.

@ Have a classmate proofread and critique your
presentation before you present .

® Use o more than 2-3 fonts throughout your presentation.

@ Rehearse your presentation before delivering it to your
audience.

® Choose a color scheme that is easy on the eyes.

® Keop the style of graphic images consistent throughout
the presentation.

@ Do not clutter each slide within your presentation.

@ Use sounds and animation to bring content o life,
but do not overuse them.

@ Prepare notes to help you deliver an effective and
dynamic presentation.
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General Business & Entrepreneurship

EBxtreme Makeover:
-"‘ s“,,. ,uﬂ; INTERVIEW

Before

After

hin

en-tre-pre-neur

A person who organizes,
operates, and assumes the risk
for a business venture.

The Marketing IMix

© B.E. PUBLISHING

e Essence of Advertising, Marketing, and Selling is...

People Don't
Know What
U AT T3
Only Want What

They Know.

In Business, a Firm
Handshake Says

Confidence

if:’;‘;?.““ (f ( %i:\l:ﬁ IIER

Before After

ﬁ‘;"‘} 30 ?ﬁ*ﬁi‘fﬁ fION

Before After

TOP 10 i
BUSINESS CLASSES

T Learn real-world skills for life.

2 Practice hands-on, project-based learning.

3 Neverask, "When am | ever gonna use this?"

4 Develop career and job skills awareness.

5 Learn interpersonal, teamwork, and leadership skills.
6 Becomealifelong leamer.

7 Learn crtical office technology skills for personal
and professional use.

8 Learn to type and become prepared in skills employers want.

9 Obtain academic and technical skills to advance to
the fast-paced business world.

10 Increase earnings potential by learning to become
aproductive employee.

It will be with
Business & Technology
Courses.

THE ENTREPRENEUR

BY TAKING

lsiness!
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iFORMAT
BUSINESS

CUMENTS

General Business & Entrepreneurship

19

BUSINESS
EDUCATION

19

TEACHING
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BUSINESS
LETTER
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ot '
Introduction (ot

to Business! Entrepreneurship!

<
ot "%
(ommunication
Shills!

Got ﬁ‘
Intematlonal

Busnes! Internet!

Marketing! Te(hnology! Web Desmn'

oo e

Desktop , .
PowerPoint’ B Spreadsheets! B Processing’

Databases! Publhing!
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Financial
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