
 

 1 

 

© 2026 Certification Partners, LLC — All Rights Reserved. Version 1.0 

 

CIW Business Technology Associate 
Version 1.0 - Certification Exam: CIW-BTA-100 
Certification Overview 

The Business Technology Associate certification validates foundational knowledge of how technology supports 

modern business operations. Candidates demonstrate an understanding of core business concepts alongside 

practical skills using productivity software, web-based tools, and task management systems. 

This certification also assesses knowledge of business system workflows through guided Customer Relationship 

Management (CRM) and Enterprise Resource Planning (ERP) simulations. Candidates show an understanding of 

how organizations manage customer interactions, track sales, and process orders, with a focus on system purpose 

and functionality rather than specific software platforms. 

Earning this certification confirms that candidates can apply technology to real-world business scenarios across 

the full business lifecycle. Key competencies include communication, data analysis, digital collaboration, workflow 

documentation, and professional problem-solving. Certified individuals demonstrate an understanding of how 

technology supports and connects core business functions—including marketing strategy, sales pipeline 

management, customer experience, operations, financial performance, and project coordination—while applying 

ethical practices and career-ready skills in modern business environments. 

Course Catalog Description 

The Business Technology Associate program introduces students to core business concepts and the digital tools 

used in modern organizations. Through hands-on projects using productivity software and guided CRM and ERP 

simulations, students learn how businesses manage operations, customers, and data. The course builds technical 

skills, analytical thinking, and professional communication for entry-level, technology-enabled career pathways. 

Department of Labor Standard Occupational Classification 

The following SOC roles provide foundational competencies aligned to the ten domains. 

SOC: 13-1111 Management Analysts 

SOC: 13-1199 Business Operations Specialist 

SOC: 13-1082 Project Management Specialists 

SOC: 15-1211 Computer Systems Analysts 

Career Pathway 

Entry-Level Roles Senior-Level Roles 

Junior Business Analyst 

Business Support Specialist 

Operations Support Specialist 

Project Assistant 

Senior Business Analyst 

Senior Strategy Analyst 

Senior Management Analyst 

Project Manager 
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Mid-Level Roles Executive Roles 

Business Systems Analyst 

Process Improvement Analyst 

Operations Improvement Specialist 

Project Coordinator 

Director of Operations 

Director of Strategy 

Vice President of Operations 

Vice President of Sales and Marketing 

Market Data 

SOC Wage Median Demand Skill 

SOC: 13-1111 

Management Analysts 

$48.97 hourly 
$101,860 annual 
(O’Net) 
 
$48.65  hourly 
$101,190 annual  
(U.S. Bureau of Labor 
Statistics) 

Very High 

9% growth: 2024-2034 

(O’Net) 

High Rigor 

(O’Net) 

SOC: 13-1199 Business 
Operations Specialist 

$39.93 hourly 
$83,050 annual 
(O’Net) 

Steady; bright outlook 

3% growth: 2024-2034 

(O’Net) 

High Rigor 

(O’Net) 

 

Courseware Lessons 

Lesson 1: Digital Systems in Modern Business (Why technology drives business) 
Business Value and Revenue Models 
Core Business Functions 
Technology as an Operational Driver 
Professional Workplace Standards 
Modern Business Terminology. 
Guided Instruction: Productivity skills, email, chat * meeting tools; shared drives (OneDrive/Google Drive). 

Lesson 2: Digital Productivity and Workplace Collaboration 
File Governance and Digital Organization 
Professional Document Development 
Real-time Collaboration Tools 
Digital Communication Professionalism 

  Workflow and SOP documentation 
Guided Instruction: Word/Google Docs, PowerPoint/Googe Slides, Excel/Google Sheets, Teams/Slack/Zoom Chat, 
Planner, Trello, or Asana 

Lesson 3: Business Data Analysis and Performance Reporting 
Data Structures and Metrics 
Data Preparation and Validation  
Spreadsheet Modeling Techniques 
KPI Dashboard Design 
Communicating Analytical Findings 
Data Ethics and Privacy  
Guided Instruction 
Independent Practice 
Challenge It 
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Lesson 4: Digital Marketing and Customer Strategy 
Segmentation, Targeting, and Positioning (STP) and Marketing Mix (4Ps) 
Customer Journey Mapping 
Brand and Message Alignment 
Digital Channel Performance Evaluation 
Marketing Brief Development      
Guided Practice 
Independent Learning 
Challenge It! 

Lesson 5: Sales Operations and CRM Systems 
The Modern Sales Lifecycle  
Customer Relationship Management (CRM) Workflow 
Pipeline Metrics and Forecasting 
Discovery Techniques 
Sales Reporting  
Guided Practice 
Independent Learning 
Challenge It! 

Lesson 6: Customer Experience Systems and Service Technology 
Customer Service Principles (active listening, empathy, clarity) 
Ticket Management Systems 
Knowledge Management Practices 
Service Performance Metrics 
Professional Service Communication 
Guided Practice 
Independent Learning 
Challenge It! 

Lesson 7: Operations, Inventory, and Order Fulfillment 
Order-to-Cash Lifecycle 
Inventory Control Metrics 
Quality and Fulfillment Checklists 
Logistics Tracking Systems 
Returns and Reverse Logistics 
Guided Practice 
Independent Learning 
Challenge It! 

Lesson 8: Financial Metrics and Business Performance 
Order-to-Cash Lifecycle 
Core Financial Metrics 
Revenue Forecasting 
Financial Data Visualization 
Executive Financial Summary Reporting 
Guided Practice 
Independent Learning 
Challenge It! 

Lesson 9: Project Management, Risk, and Business Ethics 
Project Scope and Planning 
Scheduling and Resource Allocation 
Performance Monitoring 
Accountability and Conflict Resolution 
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Cybersecurity, Legal and Ethics 
Guided Practice 
Independent Learning 
Challenge It! 

Lesson 10: Career Development & Professional Readiness 
Business Technology Career Pathways 
Skills Assessment and Planning 
Resume Development 
Portfolio Assembly 
Professional Digital Presence 
Interview Preparation using STAR Method 
Guided Practice 
Independent Learning 
Challenge It! 
 

Lesson Structure 

• Engaging and interactive lesson content 

o Lesson Video 

o Core Instruction 

o Business at Work 

o Guided Practice (Labs) 

o Independent Learning (Exercises) 

o Challenge It! (application project, extended learning) 

o Vocabulary words 

o Instructional PowerPoint 

• Lesson quiz: minimum of 15 questions/three questions interactive 

Lesson Video 

Students will be introduced to the key learning outcomes through a video at the start of the lesson. The video will 

help students understand the lesson’s purpose and activate prior knowledge before beginning the activities. This 

instructional technique is designed to reinforce the key points and support student learning throughout the 

lesson. 

Core Instruction 

Core instruction delivers the lesson's essential knowledge through concise, easy-to-understand explanations 

supported by visuals, diagrams, infographics, examples, and workplace scenarios. Technical concepts are 

presented in a practice context, helping students connect with how technical tools help support business 

operations. Business at Work scenarios are inserted throughout the lesson to reinforce learning through 

authentic workplace applications. 

Business at Work 
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Students will experience mini-workplace scenarios that demonstrate how lesson concepts are applied in real-

world business environments. Scenarios reinforce how technology is applied in business. Comprehension 

questions help students connect course concepts to workplace tasks. 

Guided Instruction 

Students will complete hands-on labs using business productivity software and guided analysis of CRM and ERP 

systems, reinforcing essential business technology skills and practical application. 

Independent Learning 

Students will strengthen their understanding by completing matching and fill-in-the-blank exercises, along with 

higher-level activities like short-answer questions, sorting, and sequencing tasks. 

Challenge It! 

Students complete a workplace-inspired scenario, case study, troubleshooting challenge, or design activity that 

requires them to apply lesson concepts to realistic infrastructure problems. 

Vocabulary 

Students will build their vocabulary by using online tools in both traditional and game-based activities. 

Instructional Slide Deck 

Instructors will have access to an instructional PowerPoint designed to guide lesson flow and support student 

learning. 

Final Exam and Test Prep 

Test Prep 

Each Practice Test in the Test Prep series will feature 50 preparatory questions that align with specific objectives 

assessed on the final exam. Practice questions will mirror the types and focus areas of their final exam 

counterparts. 10% of questions will be interactive. Overall, students will complete three preparatory questions for 

every final exam question, providing multiple opportunities to build mastery and confidence. 

Final Exam 

The final exam will include at least one question for each objective (50 total), assessing students at the 

Understanding/Comprehension and Application levels of Bloom’s Taxonomy. These levels of assessment are 

aligned with the expectations and responsibilities associated with roles in the Business Management pathway. 
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Hardware and Software Requirements 

Hardware 

Devices that meet baseline technology standards from 2020 or later are sufficient for participation in this 

program. Supported devices include, but are not limited to, Chromebooks and other systems designed for cloud-

based environments. 

Software 

This courseware is compatible with Windows 11 and the latest stable versions of Chrome OS. Access to all course 

materials and assessments requires a current, fully updated web browser. 

The primary applications used in this course are cloud-based and may update automatically without prior 

notification. As a result, lab instructions may occasionally differ from the live application interface. Instructors and 

students are encouraged to apply problem-solving skills to navigate any discrepancies. Certification Partners will 

annually review and update course materials to address significant changes in application functionality. 

Internet Access 

An active Internet connection is required to access the cloud-based courseware, testing platforms, and related 

resources. Due to the evolving nature of the Internet, external hyperlinks may change or become inactive without 

warning. Certification Partners actively monitors and maintains external links but cannot guarantee uninterrupted 

access to third-party websites. 
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