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Equal Education and Employment Opportunities M/F/D

	Time
Wks/Month
	Unit

Topics
	Content

Tasks (#’s and E, I, C), Activities, Assessment
	Essential Questions
	Core Content

Skill Standards

	Week 1
	Software Categories 

Networks and Internet
	TASKS

Essential:  3.  Identify general concepts of different software categories and distinguish software for various tasks.

Covered:  8.  Explain networks and the internet. 
ACTIVITIES

ASSESSMENT


	Identity the use of word processor software.
Identity the use of spreadsheet software.

Identify the use of presentation software.
Identify the use of database software.

Distinguish between a network and the internet.


	OA010 Maintain current technical knowledge  (Administrative Services)
OF015 Match software to work on hand.  (Administrative Services)
OF030 Demonstrate appropriate internet use. (Administrative Services)
9-10.RST.4 Determine the meaning of symbols, key terms, and other domain-specific scientific or technical context relevant to grades 9-10 texts and topics.


	Week 2
	Agendas
	TASKS
Essential:  6. Create, edit, and format word processing, spreadsheets, database, and presentation software.

Essential:  5.  Identify and perform common functions such as starting and exiting windows, changing application settings, printing and utilizing sources of help.
ACTIVITIES

ASSESSMENT


	Identify the parts of an agenda.
Explain types of agendas.
Compose agendas.
Demonstrate printing a document using the appropriate settings.

Demonstrate the ability to change margins and create tabs.
	OA001 Prepare agenda and compile materials for a meeting. (Administrative Services)
AB001 Prepare Correspondence  (Administrative Services)
OF001 Prepare and print documents in appropriate software.  (Administrative Services)
9-10.WHST.4 Produce clear and coherent writing in which the development, organization, and style are appropriate to task, purpose, and audience.

	Week 3
	Headers & Footers
	TASKS
Essential:  6. Create, edit, and format word processing, spreadsheets, database, and presentation software.
ACTIVITIES
ASSESSMENT

	Identify parts of a header and footer.

Demonstrate the appropriate procedures for keying odd and even page headers and footers.
Compose headers and footers for odd and even pages to reflect the document contents.
	AB001 Prepare Correspondence (Administrative Services)
OF001 Prepare and print documents in appropriate software.  (Administrative Services)
9-10.RST.4 Determine the meaning of symbols, key terms, and other domain-specific scientific or technical context relevant to grades 9-10 texts and topics.



	Week 4
	Mail Merge
	TASKS

Essential:  6. Create, edit, and format word processing, spreadsheets, database, and presentation software.
ACTIVITIES
ASSESSMENT

	State reasons for using a mail merge.
List the steps in order to create a mail merge.
Demonstrate the appropriate procedures for creating a mail merge.
Compose documents for mail merge activity.
	AB001 Prepare Correspondence (Administrative Services)
OF012 Prepare mail merge. (Administrative Services)
OF001 Prepare and print documents in appropriate software. (Administrative Services)

11-12.RI.7—Integrate and evaluate multiple sources of information presented in different media or formats we well as words in order to address a question or solve a problem.
9-10. WHST.4 Produce clear and coherent writing in which the development, organization, and style are appropriate to ask purpose, and audience.

	Week 5
	News Releases
	TASKS

Essential:  6. Create, edit, and format word processing, spreadsheets, database, and presentation software.
ACTIVITIES
ASSESSMENT

	Discuss why news releases are created.
List elements of a new release including Headline, Dateline, Intro, body, media contact, Close
Discuss boilerplates.

Discuss different formats for News Releases.

Compose a news release.


	AB004 Use correct terminology.  (Administrative Services)
OF001 Prepare and print documents in appropriate software.  (Administrative Services)
9-10 WHST.4 Produce clear and coherent writing in which the development, organization, and style are appropriate to task, purpose, and audience.

	Week 6
	Tables
	TASKS
Essential:  6. Create, edit, and format word processing, spreadsheets, database, and presentation software.
ACTIVITIES
ASSESSMENT

	Develop a table to best reflect the data for an audience.
Demonstrate different formatting procedures in order to make data easier to understand.

Transform previous keyed data into table format.
	OF001 Prepare and print documents in appropriate software.  (Administrative Services)
OF003—Design a table  (Administrative Services)
CC.9-12.SL.5—Make strategic use of digital media in presentation to enhance understanding of findings, reasoning, and evidence and to add to interest.

	Week 7
	Excel Worksheets
	TASKS
Essential:  6. Create, edit, and format word processing, spreadsheets, database, and presentation software.
ACTIVITIES
ASSESSMENT
	Discuss the characteristics of a worksheet.  
Explain the order of operations.
Identify arithmetic operators.

	AA08 Apply the order of operations principles using mathematical processes.  (Accounting)
OF031—Print spreadsheets and/or formulas using appropriate page setup.  (Administrative Services)


	Week 8
	Excel Functions
	TASKS
Essential:  6. Create, edit, and format word processing, spreadsheets, database, and presentation software.
ACTIVITIES
ASSESSMENT

	Describe the five most used functions.  
Construct the proper format for functions.

Identify ways to replicate or autofill cells with the same formula.

	OF017 Prepare spreadsheets including appropriate formulas, headings, and formatting.

9-10.RST.4 Determine the meaning of symbols, key terms, and other domain-specific scientific or technical context relevant to grades 9-10 texts and topics.



	Week 9
	Formatting Excel Worksheets
	TASKS
Essential:  6. Create, edit, and format word processing, spreadsheets, database, and presentation software.
ACTIVITIES
ASSESSMENT

	Discuss the reasons why worksheets should be properly formatted.
Choose the appropriate format for data in a worksheet. 
Illustrate how conditional formatting can bring attention to data.
Create a table within a worksheet.


	OF017 Prepare spreadsheets including appropriate formulas, headings, and formatting.

CC.9-12.SL.5—Make strategic use of digital media in presentation to enhance understanding of findings, reasoning, and evidence and to add to interest.

	Week 10
	Excel Graph and Charts
	TASKS
Essential:  6. Create, edit, and format word processing, spreadsheets, database, and presentation software.
ACTIVITIES
ASSESSMENT

	Create appropriate graphs to reflect the data.
Compare and contrast a pie chart with other chart types.

Convert 2-D charts to 3-D charts

Distinguish between an embedded chart and a chart sheet.


	OF021 Create charts and graphs. (Administrative Services)
OF017 Prepare spreadsheets including appropriate formulas, headings, and formatting.

CC.9-12.SL.5—Make strategic use of digital media in presentation to enhance understanding of findings, reasoning, and evidence and to add to interest.

	Week 11
	Desktop Publishing
	TASKS
Essential:  6. Create, edit, and format word processing, spreadsheets, database, and presentation software.
ACTIVITIES
ASSESSMENT

	Demonstrate the use of WordArt, SmartArt, Clip Art, and Pictures.
Utilize and produce even newspaper columns.

Demonstrate the proper way to anchor graphics.  
	OF020—Design and create desktop publishing documents.  (Administrative Services)
CC.9-12.SL.5—Make strategic use of digital media in presentation to enhance understanding of findings, reasoning, and evidence and to add to interest.


	Week 12
	Access Database
	TASKS
Essential:  6. Create, edit, and format word processing, spreadsheets, database, and presentation software.
ACTIVITIES
ASSESSMENT

	Create and modify a database.
Create tables.

Create queries.
Create reports.

Create forms.
Demonstrate filtering
Export to Word

Produce hardcopies.
	OF011—Develop, revise, and create queries and reports using database software.  (Administrative Services)
11-12.RI.7—Integrate and evaluate multiple sources of information presented in different media or formats we well as words in order to address a question or solve a problem.



	Week 13
	Software Integration
	TASKS
Essential 7.  Demonstrate software integration
ACTIVITIES
ASSESSMENT

	Produce word documents containing Excel worksheets.
Produce Excel worksheet containing word documents.

Convert Excel to a word document as well word document to Excel.

Create a Mail Merge using a Word document and Access database.
	OF015—Match software to work on hand.  (Administrative Services)
OB001 Produce documents integrating current word processing, database, and spreadsheet files.  (Financial Services)
11-12.RI.7—Integrate and evaluate multiple sources of information presented in different media or formats we well as words in order to address a question or solve a problem.



	WEEK 14
	PowerPoint
	TASKS
Essential:  6. Create, edit, and format word processing, spreadsheets, database, and presentation software.
ACTIVITIES
ASSESSMENT

	Develop a presentation using appropriate guidelines.
Create slides using graphics.

Create slides using the 6 by 6 rule.

Show presentation to audience.


	OF014—Create high-quality visual aids.  (Administrative Services)
CC.9-12.SL.5—Make strategic use of digital media in presentation to enhance understanding of findings, reasoning, and evidence and to add to interest.

	Week 15
	PowerPoint
	PowerPoint Continued

TASKS
Essential:  6. Create, edit, and format word processing, spreadsheets, database, and presentation software.
ACTIVITIES
ASSESSMENT

	Develop a presentation using appropriate guidelines.

Create slides using graphics.

Create slides using the 6 by 6 rule.

Show presentation to audience.
Research good and poor presentations on the internet.
	OF014—Create high-quality visual aids  (Administrative Services)
CC.9-12.SL.5—Make strategic use of digital media in presentation to enhance understanding of findings, reasoning, and evidence and to add to interest.

	Week 16
	Emails
	TASKS
Essential:  9.  Identify and perform telecommunications operations using email and the internet.

ACTIVITIES
ASSESSMENT
	Demonstrate the correct format for an email address.
Illustrate email etiquette.

Demonstrate the correct procedure for attaching a file.

Prepare a distribution list.
	OB005 Process electronic mail  (Administrative Services)
9-10.RST.4 Determine the meaning of symbols, key terms, and other domain-specific scientific or technical context relevant to grades 9-10 texts and topics.



	Week 17
	Window Files
	TASKS
Important:  4.  Manage and Control Windows desktop, files, and disks.

ACTIVITIES
ASSESSMENT

	Create folders on desktop.
Create shortcuts on desktop.

Recognize file extensions and associate them with the correct software.  

Create subfolders.

Expand and collapse folder lists.

Copying folders.

Zip and unzip folders.
	OF010—Locate and retrieve data from various sources.  (Administrative Services)
OF013 Create and organize electronic files using folders and subfolders.  (Administrative Services)
9-10.RST.4 Determine the meaning of symbols, key terms, and other domain-specific scientific or technical context relevant to grades 9-10 texts and topics. 

	Week 18
	Operating Systems

Cost and Ethical use of computers
	TASKS
Important:  2.  Identify operating systems concepts and explain/identify how software and hardware work together.
Important:  1. Identify types, functions, and costs of computers, hardware components and peripherals.
Covered:  10.  Discuss the ethical use of computers and the internet
ACTIVITIES
ASSESSMENT
	Compare and contrast the costs of different computers.
Compare and contrast the specifications for different models of computers and peripherals.

Discuss the different operating systems.

Read the copyrights attached to different software packages as well as web pages.  
	OF010—Locate and retrieve data from various sources.  (Administrative Services)
OF026—Maintain operating system integrity.  (Administrative Services)
9-10.RST.4 Determine the meaning of symbols, key terms, and other domain-specific scientific or technical context relevant to grades 9-10 texts and topics.


