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

The CIW Business Technology Associate courseware is written to the following Exam Objectives: 

Domain 1: Business Foundations & Professional Mindset 
1.1: Analyze how businesses create value (products/services, customers, revenue, costs, profit). 
1.2: Differentiate core business functions: marketing, sales, operations, finance, HR, and customer service. 
1.3: Explain how technology enables operational scalability and competitive advantage. 
1.4: Apply professional standards in reliability, accountability, and communication etiquette. 
1.5: Use appropriate business terminology in written and verbal analysis. 

Domain 2: Digital Productivity & Collaboration Basics 
2.1: Design structured file governance systems, including version control and permissions. 
2.2: Produce professional documents, reports, and presentations. 
2.3: Collaborate in real time using comments, tracked changes, and co-authoring tools. 
2.4: Apply digital professionalism in email, chat, and meeting tools.  
2.5: Document a simple workflow or standard operating procedure (SOP). 

Domain 3: Data Literacy and Business Reporting (spreadsheets and word processing) 
3.1: Prepare and clean datasets using structured formatting techniques.  
3.2: Apply spreadsheet formulas, logical functions, and validation controls. 
3.3: Use spreadsheets to develop KPI dashboards to monitor operational performance. 
3.4: Interpret trends and variances to support decision-making. 
3.5: Present findings in a clear, non-technical written brief. 
3.6: Apply ethical data handling and privacy standards. 

Domain 4: Marketing Platforms that Support Customer Strategy (Spreadsheets, presentations, word processing 
software) 
4.1: Analyze segmentation, targeting, and positioning (STP) strategies. 
4.2: Analyze customer journey stages, including website interactions, and interpret key performance metrics to 
identify strengths and areas for improvement. 
4.3: Identify brand elements and evaluate messages and tone for consistency across digital platforms, including 
websites. 
4.4: Evaluate digital channel effectiveness (email, social, search, website) using performance data and basic 
conversion metrics. 
4.5: Draft a marketing brief that includes objectives, target audience, and key messages. 

Domain 5: Sales Fundamentals and Pipeline Management (spreadsheets and word processing) 
5.1: Analyze a sales pipeline and identify risks within each stage. 
5.2: Enter and update leads and opportunities in a simple CRM workflow. 
5.3: Calculate and interpret pipeline metrics, including conversion rates and probability-weighted forecasts. 
5.4: Apply basic consultative discovery techniques to identify client needs. 
5.5: Prepare a concise sales summary with recommended next actions. 

Domain 6: Customer Experience and Service Technology (browser, spreadsheet, word processing, email, CRM 
systems) 
6.1: Apply active listening, empathy, and clear documentation in customer interactions. 
6.2: Explain how ticketing and CRM systems manage service requests. 
6.3: Develop knowledge base documentation to reduce recurring issues. 
6.4: Measure service performance (response time, resolution rate, CSAT). 
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6.5: Write professional, brand-aligned responses for common scenarios. 

Domain 7: Order Fulfillment and Operations Basics (mapping software, spreadsheets, word processing, ERP 
systems) 
7.1: Map the order-to-cash flow process and identify operational risks. 
7.2: Analyze inventory turnover and reorder metrics. 
7.3: Create and apply standardized quality control checklists. 
7.4: Interpret shipping documentation and communicate tracking information to customers. 
7.5 Document a product return process, including RMA steps and restocking procedures. 

Domain 8: Financial and Spreadsheet Skills for Business (spreadsheets and word processing) 
8.1: Build structured spreadsheets using tables and validation tools. 
8.2: Calculate key metrics (COGS, gross margin, average order value, conversion rate). 
8.3: Develop simple forecasts (units, revenue) using historical data and assumptions. 
8.4: Visualize financial results with clearly labeled charts. 
8.5: Summarize financial performance for executive stakeholders. 

Domain 9: Project Management and Ethical Practice 
9.1: Draft a project charter (goal, scope, roles, milestones, risks). 
9.2: Build a simple schedule with dependencies and resource assignments. 
9.3: Track progress using status reports and a KPI dashboard. 
9.4: Apply conflict resolution and accountability techniques. 
9.5: Identify basic cybersecurity risks (phishing, weak passwords, data breaches) and ethical responsibilities in 
digital environments. 

Domain 10: Career Development and Workforce Readiness (browser, word processing, website builder, or 
content management system) 
10.1: Explore entry-level roles across business functions. 
10.2: Map personal skills to job requirements and identify skill gaps. 
10.3: Develop a professional resume and digital portfolio. 
10.4: Build or refine a LinkedIn profile and write an achievement-focused summary. 
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