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	Course Description:  This course is designed to help students master advanced skills in the areas of word processing, database management, spreadsheet, telecommunications, desktop publishing, and presentation applications.
	 FORMCHECKBOX 
EOC   FORMCHECKBOX 
CTE Postassessment
 FORMCHECKBOX 
AP/IB  FORMCHECKBOX 
 Teacher-made 

                         final exam


	Day
	Date
	SCS Objectives
	Essential Questions
	Content
	Tasks/Strategies

	1
	
	PP01.01
	How are search tools and methods used to effectively and efficiently search for information on the Internet?
	Two categories of search tools
Four Search Methods 
	Compare and examine Internet search tools and search methods.

	2
	
	
	
	
	

	3
	
	
	
	
	

	4
	
	PP01.02
	How and why do you validate and authenticate information obtained from the Internet?

Once you locate credible information, what criteria will determine if you can legally use it?
	Two measures of Web Page Validity
The Fair Use Act


	Interpret web addresses
Classify web content

Review the Fair Use criteria of the Copyright Law

	5
	
	
	
	
	

	6
	
	
	
	
	

	7
	
	PP02.01
	What are the types of electronic communication?
What are the components of an email message?
	Uses of electronic mail

Types of electronic mail

Basic Parts of an email
	Identify the uses, types, and basic parts of electronic communication

	8
	
	
	
	
	

	9
	
	PP02.02
	What personal information should I protect when online?
What are warning signs and precautions related to online safety?
What are online hazards and how do I safeguard my computer?
	Personal Online Internet Safety Guidelines
Potential Computer Hazards
	Review the Personal Online Internet Safety Guidelines and Potential Computer Hazards 


	10
	
	
	
	
	

	11
	
	PP03.01
	Why is formatting applied to fonts, paragraphs, and pages?
What documents are commonly used in a business setting?
What are appropriate formatting guidelines for business documents and why is formatting important?
Which business document is the most appropriate means of communication in a given business situation and why?
How are support tools used in word processing?
	Text, Paragraph, and Page Formatting Techniques
Uses and Components of Common Business Documents


	Introduce formatting, alignment, and page setup of business documents
Identify the types of business documents and their specific purpose and components

Review software support features



	12
	
	
	
	
	

	13
	
	
	
	
	

	14
	
	
	
	
	

	15
	
	
	
	
	

	16
	
	
	
	
	

	17
	
	PP03.01

(Continued)
	
	
	

	18
	
	
	
	
	

	19
	
	
	
	
	

	20
	
	
	
	
	

	21
	
	
	
	
	

	22
	
	
	
	
	

	23
	
	
	
	
	

	24
	
	
	
	
	

	25
	
	
	
	
	

	26
	
	
	
	
	

	27
	
	
	
	
	

	28
	
	
	
	
	

	29
	
	PP03.02
	What are five design principles and what impact do they have on publications?
What are four characteristics of the target audience that affect the design and development of publications?
What publication is the most effective means for communicating information to the selected audience and for the selected topic?
	Design Principles
Target Audience

Purpose of Publication


	Examine examples of business cards, letterhead, stationery, flyers, newsletters, etc.
View, discuss, and classify design principles

Discuss traits of the target audience



	30
	
	
	
	
	

	31
	
	
	
	
	

	32
	
	
	
	
	

	33
	
	
	
	
	

	34
	
	
	
	
	

	35
	
	
	
	
	

	36
	
	
	
	
	

	37
	
	
	
	
	

	38
	
	PP04.01
	What formatting options are used in spreadsheets and why?
What operations, formulas, and functions are commonly used in spreadsheets?  Why?
What results are produced by the operations, formulas, and functions?
	Spreadsheets and Components of Spreadsheets

Formatting Spreadsheets

Spreadsheet Operations


	Discuss the spreadsheets and how they are used

Discuss and apply basic formulas and functions

Discuss and apply formatting

Discuss and apply spreadsheet operations

Discuss and apply linking and embedding



	39
	
	PP04.01

(continued)
	
	
	

	40
	
	
	
	
	

	41
	
	
	
	
	

	42
	
	
	
	
	

	43
	
	
	
	
	

	44
	
	
	
	
	

	    45
	
	
	
	
	

	46
	
	
	
	
	

	47
	
	
	
	
	

	48
	
	
	
	
	

	49
	
	
	
	
	

	50
	
	
	
	
	

	51
	
	
	
	
	

	52
	
	
	
	
	

	53
	
	
	
	
	

	54
	
	
	
	
	

	55
	
	
	
	
	

	56
	
	PP04.02

PP04.02

(continued)


	What is the difference between a graph and a chart?
What is the purpose of a chart?
Which charts are used commonly in business and why?
How is the type of chart determined?

	Charts and Graphs used in Business
Components of Graphs and Charts

Common Charts Used in Business 
	View and discuss chart components and types of charts
Utilize spreadsheets to create various charts



	57
	
	
	
	
	

	58
	
	
	
	
	

	59
	
	
	
	
	

	60
	
	PP05.01
	How is database information used, organized, and managed in business?
For what purposes?
	Database Use and Purpose
Data Types, Field Properties, Primary Keys, and Printing

Database Management

Raw Data Import 
	View and discuss database fundamentals, data types, and field properties
Discuss and apply planning the structure of a database, entering data, adding captions, and inserting and deleting records.

Discuss and apply sort order, using operators, filtering and sorting, and database relationships

	61
	
	
	
	
	

	62
	
	
	
	
	

	63
	
	
	
	
	

	64
	
	
	
	
	

	65
	
	
	
	
	

	66
	
	
	
	
	

	67
	
	
	
	
	

	68
	
	
	
	
	

	69
	
	
	
	
	

	70
	
	
	
	
	

	71
	
	
	
	
	

	72
	
	
	
	
	

	73
	
	
	
	
	

	74
	
	
	
	
	

	75
	
	PP05.02
	What is a database query, how is it used, and how does it differ from a filter?

What is a form, how is it used and formatted, and how does it differ from a table?
What is a database report?  How is it used?  What report components are used to control and enhance the appearance of the report and why?
	Query, Form, and Report


	View and discuss queries, forms and reports. 


	76
	
	
	
	
	

	77
	
	
	
	
	

	78
	
	
	
	
	

	79
	
	PP06.01
	When should presentation software be used to communicate information?

What content is appropriate for delivery through presentation software?
What method of information disbursement is most effective?
	Use of Presentation Software


	Discuss the Presentation Purpose
Apply presentation decisions

	80
	
	
	
	Methods of Delivery and Distribution
	Discuss the methods of presentation delivery and distribution

	81
	
	
	
	
	

	82
	
	PP06.02
	What procedures are required to develop a multimedia presentation?
	Developing a Multimedia Presentation
	View and discuss the procedure for developing a Multimedia Presentation
Develop a Multimedia Presentation

	83
	
	
	
	
	

	84
	
	
	
	
	

	85
	
	
	
	
	

	86
	
	Review/Exam
	
	
	

	87
	
	
	
	
	

	88
	
	
	
	
	

	89
	
	
	
	
	

	90
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