Curriculum Map
[bookmark: _GoBack]Course Title: Computer Applications		                      Grade: 9th
	Unit (Name/Number): Introduction to Microsoft Office Applications
	Pacing: 16 class periods



	Essential Question(s):   Why is it important in today’s world to recognize/know computer terminology? What are basic similarities/differences of the Microsoft Office applications? What are different features you can use to create aesthetically pleasing documents? 




	Content/Key Concepts
	Standards
	Key Vocabulary
	Learning Activities/Resources
	Evidence of Learning
(Assessments; Performance Tasks)



	Terminology
	15.4.12.A
	· Hardware
· Software
· Applications
· Start Screen
· Network	
· Default		
· Hard Drive	
· P:/Drive	
· Flash Drive	
· Clipboard	
· Headers/Footers
· Tabs	
· Groups	
· Commands/buttons	
· Gallery		
· Ribbon		
· Zoom Control	
· Quick Access Toolbar	
· Help	
· Key Tip
· Screen Tip		
· Mini Toolbar		
· Dialog Box Launcher
· Templates	
· Excel		
· Access		
· Publisher	
· Word		
· Outlook
· PowerPoint 
	
Laptops
Course booklets
Student logins
Set printer default
	Computer screen check
Vocabulary Quiz

	
	
	· 
	
	



	Selecting/Deleting/
Moving/Copying Text
	15.4.12.A
	· Cut/copy/paste
· Backspace/delete
· Drag and drop
	Laptops
Course booklets
	Computer screen check



	Formatting/Editing Text
	15.4.12.A
	· Format
· Font Group commands
· Alignment
· Spacing
· Change Case command
· Format Painter
· Borders/shading
· Bullets/numbers 
	Laptops
Course booklets
	Computer screen check
Completed exercises



	Keyboarding Speed
	15.4.12.A
	· Home row
· typing.com
	Sign in/utilize - typing.com
	Online monitoring
Speed tests
Completed lessons





