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Course Description

This course provides a “hands on” experience using integrated software Microsoft Office 2016,
which allows students to develop an understanding of the computer’s capabilities for business
operations and school. PC keyboatding mastery continues to be developed. This coutse teaches
the fundamentals of an integrated software package, exposes students to practical examples of the
computer as a useful tool, and acquaints students with the proper procedutes to cteate documents,
workbooks, and presentations suitable for course work, professional purposes, and personal use.
The Internet will be used as a research tool. Students’ use of the PC supports an interdisciplinary

approach to learning through application in other curricular areas. “Office-style” atmosphere is
simulated.

Curriculum Units/Pacing Guide

Unit # / Title Number of Days
Unit 1: Microsoft Word 75
Unit 2: Microsoft Excel 70
Unit 3: Microsoft PowerPoint 35




sAess2

pue sisATeue vopsang)
paseq TUIWNI0(]
SUONEIUISIJ

dnozg) /renprarpur
sydoouod pue swira
£33 jo suontuya(]
SIURWINUOW /$318
reomoasry sqeardde
03 sdm, sse)
SUONPIUISI
1UTOJFaMOJ P
JU2pMIS PUE JAYIEI],
SOUIOWL ], PAIEIOUUY

§910U pue WHDNWHHNMHO

orydess jo sisheuy

sa1eqa(J

pue ‘SIBURLLLS
J[BIDOG SUOISSNISI(]
WOO0ISSE[D)

$onIAROE SuIpeas 950D
pue suonglouUy

‘UyHews
Buisn s}esys JoA0D JUSLUNDOP 8]e8ld 0] PIOAA LOSOIIN 8Sn)

‘Heyo pue ‘sajqe}
paneLulo) ‘sie|ing eanjoid ‘siequinu ebed ‘sylewlslem ‘sjeeys
JaA0o yim suodal abed-1jjnwu 818810 0} PIOAA HOSOIDI @SN

“5)9(INq PUE S|GE} UNM SISHS| JSAOD pue ‘pesyieps|
‘sawnsal Jo sa}f1s Jo AJaUeA B 218210 0} PJOAA HOSOIOIN 8sn

‘sjoeye aimoid yum

sjusWasuUNouUE Apeal-juld 81eai0 0] PIOAA HOSOIDIN 8N

“MI0M 31LIMBI pue 8siral ‘1pa ‘peatjooud o} Ayljige saoidw)

MITAIIA(Q) SpIepuelg 11U

PIOA\ 1JOSOIITIA
jRILIaE




Written responses to
queries

Summary and
Analysis of
Videos/Documentari
es/Films

Summary and analysis
of guest speakers

Suggested Resources

www.sam.cencage.com
WWww.cengage.com
https://login.cengagebrain.com/cb/
www.office.com
www.office.live.com
www.google.com

Provide linfs to specific
resources/ activities WWW.yo utube.com
www.mp3converter.net
e Use Microsoft Excel to create worksheets with formulas,
functions, and charts. i i3
e Use Microsoft Excel to create worksheets formatted with
: - borders, fill color and effects, clip art, and font changes.

Unit 2 i : L
.gmon.omom Excel

e Use Microsoft Excel to create formatted worksheets with -

pictograph charts.

|e Use Microsoft Excel to create timelines.
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Suggested Resources
Provide links to specific

WWWw.sam.cencage.com
www.cengage.com
https://login.cengagebrain.com/cb/
www.office.com
www.office.live.com
www.google.com

resonrees/ activities WWW.yo utube.com
www.mp3converter.net

Curricular Units

Unit I: Microsoft Word

Critical Knowledge & Skills
(“Unpacked” Standards)

Content-Specific Practices

Standard Mastery Examples
(The Student will be able to:)

What are the various documents that can be
created in Word?

Annotations and close reading activities
Classroom Discussions and Debates
Analysis of graphic organizers and notes

Create an announcement with clip
art, pictures borders and effects,
and font changes.
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e. Establish a non-verbal cue to redirect students
when not on task.

d. Provide modified assessments when necessaty.

“Z.,—mm.m .Hnngcﬂomw
m§§ ;v&h&s provide links to specific samples/ documents/ ﬁhwaﬁaaﬁ\ ¢tz
Refet to the NJ Technology Standards

: Career mﬂnm&bnmm Practices :
E&% Lua.ﬁ.&m» provide dinfks fo specific samples/ docaments/ aauhms.wa&\ a_ﬁ.
Refer to the N] Career Readiness Practices

m 1.12.A.1: Create a personal digital portfolio which reflects
personal and academic interests, achievements, and career
aspirations by using a variety of digital tools and resources.

8.1.12.A.2: Produce and edit a multi-page digital document for a
commercial or professional audience and present it to peers and/or
professionals in that related area for review.

social networks or virtual worlds to discuss a resolution to a
problem or issue.

8.1.12.A.4: Construct a spreadsheet workbook with multiple
worksheets, rename tabs to reflect the data on the worksheet, and
use mathematical or logical functions, charts and data from all
worksheets to convey the results.

8.1.12.A.5: Create a report from a relational database consisting of
at least two tables and describe the process, and explain the report
results.

8.1.12.B.2: Apply previous content knowledge by creating and
piloting a digital learning game or tutorial.

8.1.12.C.1: Develop an innovative solution to a real world
problem or issue in collaboration with peers and experts, and
present ideas for feedback through social media or in an online
no:::g:_@

8.1.12.A.3: Collaborate in online courses, learning communities,

CRP1. Act as a responsible and contributing citizen and mEEo%mm.
CRP2. Apply appropriate academic and technical skills.

CRP3. Attend to personal health and financial well-being.

CRP4. Communicate clearly and effectively and with reason.

CRPS. Consider the environmental, social and economic impacts of
decisions.

CRP6. Demonstrate creativity and innovation.

CRP7. Employ valid and reliable research strategies.

CRP8. Utilize critical thinking to make sense of problems and persevere
in solving them.

CRP9. Model integrity, ethical leadership and effective management.
CRP10. Plan education and career paths aligned to personal goals.
CRP11. Use technology to enhance productivity.

CRP12. Work productively in teams while using cultural global
competence.

- 21st Century Skills

ww\@% b&h&.«. hé&n« linfks to specific .ES&E\ %E.smk&\ Eﬁhukﬁb\ o
(e

. Refer to the

. ; Interdisciplinary Connections =
When ?QE& ﬁé&m« links to specific ELAf Math/ Seif 55 Snamaih as well as sam
assignments/ ete. |
Refer to the N| Student Learning Standards

les/ %.%vwmna\_ i
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Written responses to queries

Summary and Analysis of
Videos/Documentaries/Films
Summary and analysis of guest speakers
What are the common formulas used? Annotations and close reading activities Create pictograph charts in
Classroom Discussions and Debates Excel.

Analysis of graphic organizers and notes
Teacher and student led PowerPoint

i ? ; ; ;
How are various charts created? Prepare timelines in Excel

based on historical events.

Presentations

How can excel be used to create timelines? Definitions of key terms and concepts Formulate worksheets in Excel
Individual/ Group Presentations with absolute values.
Written responses to queries Apply 3-D formats, rotate, and
Summary and Analysis of explode a pie chart

Videos/Documentaries/Films
Summary and analysis of guest speakers

. - Formative Assessment Eet Summative Assessment
u§§ v&.:g_ provide links to specific samples| docniments/ &hﬁxﬁa&\ oo, : L e .SE&« Brovide links to specific samples/. documents] assignments/ eic.

Group Discussions, Graphic Organizers, Class Participation, Exit Tests, Quizzes, Projects
Tickets, Study guides,

_ 2 Suggested Modifications/Accommodations/Extension Activities
. English Language Learnets (ELL) | * Special Education / 504 i b Gifted and Talented
m»\@% M.an& provids links to specific E‘\%?.\ m&ﬁmﬁa\ W ben ,E,ﬁ@ﬁ provide links to specific samples] documents| . When b&.u&a. provide kinks to specific samples/ %stn&\

assignments/ete. assignpents/ ets. assignmients/ et.

a. Read wtitten instructions a. mn:mnhnm may be provided with note organizers / a. Use of Higher Level Questioning .Hnann_cnm

b. Students may be provided with note study guides to reinforce key topics. b. Extension/Challenge Questions

otganizers/study guides to reinforce key b. Extended time on assessments when needed. c. Provide >mmnmm5nnﬁ_m at a Higher Level of Thinking

topics. d. Entrichment Activities
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Refer to the

9.1 Personal _u__zm:o_m_ Literacy

Preparation

9.4 Life Literacies & Key Skills

9.3 Career and Technical Education

Content Workplace Readiness Skills/Standards as directed by the
New Jersey Student Learning Standards are infused into the

9.2 Career Awareness, Exploration, and curriculum.

English: Written reports & projects

Unit 3: Microsoft PowerPoint

Critical Knowledge & Skills
(“Unpacked” Standards)

Content-Specific Practices

Standard Mastery Examples
(The Student will be able to:)

What purposes are appropriate for Microsoft
PowerPoint?

What makes an effective PowerPoint presentation?

Annotations and close reading activities
Classtoom Discussions and Debates
Analysis of graphic organizers and notes
Teacher and student led PowerPoint
Presentations

Definitions of key terms and concepts

Develop professional PowerPoint
presentations.

Design professional PowerPoint
presentations with custom
animation, sound, and motion clips.
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d. Extended time on assessments when needed. | c.
e. Establish a non-verbal cue to redirect students | teacher.
when not on task.

Preferred seating to be determined by student and

d. Provide modified assessments when necessary.

NJSLS - Technology
nw\sﬁ .b&h.w& provide links to specific samples/. documents/ Eﬁuﬁ«a&\ ele.
| Refer to the NJ Technology Standards

' Career Readiness Practices :
Q@«a h&ﬁw\a %é&m« links ta specific ...R_%N&\ documents/ &aﬁn&.ga\ e, e
; - Refer to the NJ Career Readiness Practices L

8.1.12.A.1: Create a personal digital portfolio which _.mmooﬁm
personal and academic interests, achievements, and career
aspirations by using a variety of digital tools and resources.

8.1.12.A.2: Produce and edit a multi-page digital document for a
commercial or professional audience and present it to peers and/or
professionals in that related area for review.

social networks or virtual worlds to discuss a resolution to a
problem or issue.

8.1.12.A.4: Construct a spreadsheet workbook with multiple
worksheets, rename tabs to reflect the data on the worksheet, and
use mathematical or logical functions, charts and data from all
worksheets to convey the results.

8.1.12.A.5: Create a report from a relational database consisting of
at least two tables and describe the process, and explain the report
results.

8.1.12.B.2: Apply previous content knowledge by creating and
piloting a digital learning game or tutorial.

8.1.12.C.1: Develop an innovative solution to a real world
problem or issue in collaboration with peers and experts, and
present ideas for feedback through social media or in an online

8.1.12.A.3: Collaborate in online courses, learning communities,

CRP1. Actasa wmmvo:m:u_m and contributing citizen and employee.
CRP2. Apply appropriate academic and technical skills.

CRP3. Attend to personal health and financial well-being.

CRP4. Communicate clearly and effectively and with reason.

CRPS5. Consider the environmental, social and economic impacts of
decisions.

CRP6. Demonstrate creativity and innovation.

CRP7. Employ valid and reliable research strategies.

CRP8. Utilize critical thinking to make sense of problems and persevere
in solving them.

CRP9. Model integrity, ethical leadership and effective management.
CRP10. Plan education and career paths aligned to personal goals.
CRP11. Use technology to enhance productivity.

CRP12. Work productively in teams while using cultural global
competence.
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