Business Courses

ARTICULATED ADVANCED
STANDING COURSES AT
WITC CAMPUSES

Successful completion of any of the following courses taken at
Superior High School will qualify for credit towards a degree
requiring any of the following classes at any of the WITC
campuses in Wisconsin. The student must receive a minimum
grade as stated in the course description.

Students may speak to any business teacher to obtain more
information: accounting I and II, business occupations on the job,
multi-media I-IV, English 21, information processing I and II, and
computer applications I and II.

KEYBOARDING/INFORMATION
PROCESSING I

(Microsoft Word XP)

9-10-11-12

(1/2 Credit - 1 Semester) 042

Students are instructed in tabulation, vertical and horizontal
centering, composing and proofreading, business letters,
envelopes, reports, rough drafts, and outlines. Speed and accuracy
timings are administered throughout the semester. Keyboarding
skills and format knowledge acquired in this class are a must for
computer instruction at Superior High School.

INFORMATION PROCESSING 11
(Microsoft Word XP)
9-10-11-12

(1/2 Credit - 1 Semester)
Prerequisite:
Information Processing I

043

Students are instructed in advanced document formatting
including tables, styles, mail merge, graphics, and desktop
publishing using Microsoft Word XP.

COMPUTER APPLICATIONS I
(Microsoft Word and Microsoft
Excel)

9-10-11-12

(1/2 Credit - 1 Semester) 044

Students will be instructed in the basic use of electronic file
management, basic use of Internet Explorer, basic text editing
functions in Microsoft Word, and basic use of the Microsoft Excel
spreadsheet program. This course is highly recommended for
students planning to obtain a degree in business, accounting,
finance, and administration.

COMPUTER APPLICATIONS 11
(Microsoft Access, Microsoft Excel,
and Microsoft Word)
9-10-11-12

(1/2 Credit - 1 Semester)
Prerequisite:

Computer Applications I

045

Students will be instructed in the basic use of the Microsoft
Access database program, the advanced use of Microsoft Excel
spreadsheet program, and MS software integration. This course is
highly recommended for students planning to obtain a degree in
business, accounting, finance, and administration.




Business Courses continued

MULTIMEDIA 1
10-11-12
(1/2 Credit - 1 Semester) 050

Prerequisite:

Information Processing I or
Computer Applications and teacher
recommendation

Students will complete one semester exploring the following
areas:

Multi-media slide show using Microsoft PowerPoint
Hypertext using HTML coding
Desktop Publishing using Microsoft Word and Publisher.

MULTIMEDIA 11
10-11-12
(1/2 Credit - 1 Semester) 051

Prerequisite:
Multi-Media I

Students will explore in depth the underlying principles and
concepts in the selected areas of:

Multi-media slide show using Microsoft PowerPoint
Hypertext using HTML coding
Desktop Publishing using Microsoft Word and Publisher.

MULTIMEDIA 111
11-12
(1/2 Credit - 1 Semester) 052

Prerequisite:
Multi-Media I1

Students will complete one semester as a team leader or assistant
team leader in one of the following areas:

Multi-media slide show using Microsoft PowerPoint
Hypertext using HTML coding
Desktop Publishing using Microsoft Word and Publisher.

In this course students will help choose student-relevant projects
to incorporate into the above formats. Students will also
participate in the analysis and revision of their project.

MULTIMEDIA 1V
11-12
(1/2 Credit - 1 Semester) 053

Prerequisite:
Multi-Media 111

Students will complete one semester as a team leader or co-leader
in one of the following areas (in which they have already
participated during Multi-media II or III):

Multi-media slide show using Microsoft PowerPoint
Hypertext using HTML coding
Desktop Publishing using Microsoft Word and Publisher.

Students will create and choose assignments for their designated
formats and will lead in analyzing the effects of their projects and
revise their projects according to this analysis.




Business Courses continued

EMPLOYABILITY SKILLS
11-12
(1/2 Credit - 1 Semester) 040

Prerequisite:
Information Processing I

This course is designed to teach students the necessary office and
technology skills needed for employment in today’s demanding
global economy. Word processing skills will be integrated using
Microsoft Word. This course will include instruction in records
management, telephone techniques, the job application and
interview process, business e-mail usage, and business
communications. Emphasis will be placed on developing an
appropriate work ethic, responsible behavior, and organizational
skills. This course will enhance your ability to compete in the

business world.

OFFICE MANAGEMENT/
BUSINESS OCCUPATIONS
11-12

(1-3 Credits) 046
Prerequisite:

Information Processing I or
Computer Applications

Articulated with WITC
campuses. Minimum grade —
B with Advanced Standing
up to 3 credits.

*Teacher signature required

Office management/business occupations are open to seniors who
plan a career in the business world. The class is a combination of a
two-period class in which skills are taught, and two-three hours
per day in which a student works in an actual business situation.
The two hours of classroom instruction given daily are specifically
related to the types of jobs in which the individuals work and
includes general office procedures, business machines, and
computer applications. If scheduling conflicts arise, this class can
be taken for one class hour of instruction instead of two with total
credits of two instead of three. With teacher permission, highly
motivated students may take the class for one period only.

Although a keyboarding or Business Occupations In School class
is the ONLY REQUIRED COURSE prior to taking Office
Management/Business Occupations, recordkeeping or accounting,
and English 21 are highly recommended. It is also suggested that
business computer applications, business math, information
processing, and other business electives be taken during the
sophomore, junior, and senior years if time permits.

The coordination of classroom work with actual job situation and
FBLA activities gives the students excellent preparation for work
in today’s business world.

ENGLISH 21
12
(1 Credit - 1 Year) 133

134

Articulated with WITC campuses.
Minimum grade- A with
Advanced Standing up to 3
Credits

This course is designed to integrate oral and written
communications necessary to succeed in careers of the 21
Century. A practical application to grammar, punctuation,
spelling, sentence and paragraph construction, letter composition
as well as proofreading skills will be stressed. The computer lab
will be utilized for letter composition. Because the world demands
the use of good communication skills, this course is highly
recommended for all students.

The inclusion of writing and literature phase of the class allows
this course to be a substitute for a required English credit for high
school graduation. It’s articulated with WITC, and it will meet the
requirements of most universities should that be a direction that
you choose. Check with your counselor should this affect you.
Because of the articulation agreement with WITC campuses, this
course should be taken for one full year.

-10-



Business Courses continued

BUSINESS LAW
11-12
(1/2 Credit - 1 Semester) 060

What is Business Law? What are the laws governing minors and
alcohol? Can I cancel my CD club subscription? If I receive items
in the mail unordered, must I return them or pay for them? How
does a person prove a verbal contract? What’s a Miranda Warning
and pleading the fifth all about? Does a search always need a
search warrant? What types of insurance do I need? Why am I
responsible for the value of your bike left in my garage for the
winter if stolen?

This is a sample of the types of questions answered in Business
Law. This class is for students who wish to be aware of laws
governing them as students, minors, and adults. The course
touches upon criminal law, civil law (torts), contracts, bailments,
insurance, landlord/tenant, and other points of interest to the
student.

BUSINESS MATHEMATICS
9-10-11-12
(1/2 Credit - 1/2 Semester) 061

This class reviews the arithmetic fundamentals which are use to
solve a variety of business problems. The topics covered provide
students with an introduction to the business content and
terminology that they will study in greater detail in advanced
business classes. This class does not fulfill a math requirement for
graduation.

RECORDKEEPING
9-10-11-12
(1/2 Credit - 1 Semester) 062

Keeping records is part of everyone’s personal business lives.
As individuals we maintain taxes, medical insurance, and credit
records. As employers we prepare to use various records in our
daily activities.

Recordkeeping is a class designed for students who want to
explore ACCOUNTING or build their knowledge and skill
competency in both personal and business recordkeeping. This
class is closed to Advanced Accounting Students.

ACCOUNTING I

10-11-12

(1 Credit - 1 Year) 063
064

Articulated with WITC campuses.
Minimum grade- B with
Advanced Standing up to 3
Credits in Accounting Principles

Business activities touch the lives of everyone. Accounting is
known as the Language of Business. The study of accounting
provides definite and specific opportunities for everyone,
regardless of future occupational goals. This class is a must for
any student thinking of majoring or minoring in any post
secondary business related program.  The knowledge of
accounting prepares people for all aspects of employment in
business such as: understanding business reports, management,
marketing, small one-owner business, partnerships, corporations,
and of course, their own personal investments and household
management.

Why choose Accounting? “The accounting profession is the best
regarded profession in the country” According to a survey by
Louis Harris and Associations.

-11 -



Business Courses continued

ACCOUNTING I

11-12 (Honors Course)

(1 Credit - 1 Year) 066
067

Articulated with WITC Campuses
Minimum Grade- B with
Advanced Standing with up to 3
Credits in Financial Accounting

The first nine weeks are a complete review of Accounting. Its
usefulness is not restricted to practicing accountants, but extends
to responsible people in all fields of business and public activity.
Second year accounting serves four groups: those who expect to
continue the study of accounting; those who expect to enter
business activity and wish a better understanding of accounting as
a tool of business; students who are interested in economics and
seek a sounder understanding through a study of accounting; and
students who anticipate entering other professions and need
accounting to measure their financial progress in professional
practice.

It is not expected that this course in accounting will provide a
complete training for the practice of accounting. Rather, this
course will give students a broad appreciation of the services that
accounting is equipped to render to the business world and to our
economic society. Broad topics such as departmental accounting,
payroll  accounting, partnership accounting, corporation
accounting, and cost accounting for various types of sales, ratio
analysis of financial reports, comparative reports, graphs, and data
processing are included.

BUSINESS AND PERSONAL
FINANCE

10-11-12

(1/2 Credit - 1 Semester) 069

The Business Education Department is excited to partner with
Superior Community Credit Union (SCCU) to develop Superior
High School’s first Credit Union open to students, faculty and
support staff. The credit union will be operated by the staff of
SCCU and students from the Business and Personal Finance class.
It will initially open before school one-day per week. Students
will be opening accounts, making deposits/withdrawals from
savings accounts, cashing checks, developing a working
relationship with people and balancing the books at the end of
their shift. Class discussion will follow the working day. The
knowledge and experience gained could lead to a school-to-work,
job-shadowing or employment possibilities for the student.

Business and Personal Finance meets many of the academic and
business standards set forth by the State of Wisconsin.
Furthermore, as Superior High School continues to develop
academics, Business and Personal Finance will be developing their
link with SCCU and other local businesses. This link will allow
students to learn and communicate with professional guest
speakers about careers, financing, investments, credit, insurance,
on-line banking, and other banking services available to people in
today’s world. Tours are being developed to enable students to
see how business and finance work together.

Business and Personal Finance will help students realize that the
decisions they make today do have an affect on their future
financial success and give them valuable insights into business
opportunities in our community.

-12-



Business Courses continued

Marketing Education I is a course for juniors who are interested in
learning about business and marketing. The course combines
classroom activities with actual business opportunities to provide
students with the experience and knowledge it takes to get a job in
business. Students are responsible for planning and operating
concession stands, the Spartan Shack (school store), a school
dance, and DECA activities. Topics studied include: job interview
& application, salesmanship, advertising, human relations, and
store operations.

MARKETING EDUCATION I

11

(1 Credit - 1 Year) 089
090

MARKETING EDUCATION 11

12

(1 Credit - 1 Year) 092
093

**Teacher Signature Required

MARKETING EDUCATION

WORK EXPERIENCE

12

(1 Credit — 1 Year) 094
095

Marketing Education II is for senior students who have completed
the preliminary course work. Marketing Education II is exciting
because students receive 1 credit for working an average of 15
hours per week in a retail business and 1 credit for their related
classroom work. Topics studied during the senior year include:
marketing principles, market segmentation, marketing research,
economics, communications, and sales promotion.

Students in both Marketing Education I and Marketing Education
II are strongly encouraged to participate in DECA activities on the
local, state, and national levels. Club activities are designed to
develop management, human relations, and leadership skills.

Students who have career goals in fashion merchandising and
business management or students that want to find out what
running a business is like should sign up for this course.
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Business Courses continued

STUDENT PERSPECTIVES:
Reading and Writing about our
World

(2 Credits — 1 Year) 054

055

1 credit for English credit (class will
take the place of 11th or 12th grade
English credit)

Juniors will be required to take
American Literature or British
Literature the following year

Seniors must have passed their
American Literature class

***Must take course for full year to
receive English credit. If a student
takes one semester only, it will count
as an elective, not an English credit

ENGLISH ELECTIVE
1/2 Credit — 1st Semester) 056
BUSINESS ELECTIVE
1/2 Credit — 2nd Semester) 057
BUSINESS ELECTIVE
1/2 Credit — 1st Semester) 058
ENGLISH ELECTIVE
1/2 Credit — 2nd Semester) 059

Texts to be used:

The Language of Literature: American
Literature, McDougal Littell, 2000
Adventures in American Literature:
Pegasus edition, Hartcourt Brace
Jovanovich, 1989 Introduction to
Journalism, Nextext, Mcdougal Littell,
2001

Imagine being on staff for the New York Times, Wall Street
Journal or the Washington Post. The first step, from Superior to a
journalism career, begins in Student Perspectives. Your chance to
positively impact Superior High School life is here. Voice your
opinions. Report on matters that mean something to you. Impact
and entertain readers as you acquire life-long reading, research,
writing, reporting, photography, word processing, desktop
publishing, editing, sales, advertising design, and interpersonal
relations skills.

Primary for FULL YEAR students taking the Core English block
component will be the incorporation of reading and research into
contemporary and classical literary writings (i.e. Twain, Jefferson,
Franklin, Thoreau, etc.), historically significant texts (essays,
poetry, novels), and journalistic expressions from around the
world. Class format inseparably links rigorous English reading
and writing with present world informative reporting.

Teamwork, leadership, ethical awareness and complex
organizational skills will be hallmarks of the class experience.
Participation will impact future education and career possibilities,
while adding value to your resume and your college and
scholarship applications.  Students will be immersed in the
PageMaker desktop publishing layout program. Expect to attend
at least one journalism conference. Grading will be determined by
contract. During each semester, students will be expected to write
original articles and stories as they maintain a job in one of the
following fields:  editor, layout, photographer, advertising,
distribution.  Final product will consist of The Spartan Spin
school paper.

Student’s who “successfully” complete the first semester block
of Student Perspectives, may arrange to take the course for
only one of the second semester block class periods. Students
must complete the course selection card from either Mr. Wolfe
or Mrs. Hubbard.

Imbedded Wisconsin Standards:

Standard A: READING/ LITERATURE

Students in the School District of Superior will read and respond
to a wide range of writings; building understanding of written
materials relative to others and to themselves.

Standard B: WRITING

Students in the School District of Superior write clearly and
effectively, share information and knowledge, influence, persuade,
create and entertain.

Standard E: MEDIA & TECHNOLOGY

Students in the Superior District of Superior will use media and
technology critically and creatively to obtain, organize, prepare
and share information to influence, persuade, entertain, and be
entertained.
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