Curriculum Map
[bookmark: _GoBack]Course Title: Computer Applications		                      Grade: 9th
	Unit (Name/Number): Introduction to Microsoft Word
	Pacing:  28 class periods



	Essential Question(s):   Unit:  How do you set up and create documents in Word?   Basics Lesson:  How can I apply basic formatting and editing to enhance a Word document?  Memorandum Lesson:  How has the usage of Memos in the business world changed in the last ten years?  Letters Lesson:  What are the main parts of a business letter?  What is the proper spacing for a business letter to look professional?  Tables Lesson:  How can using tables to display your information make it easier for the reader?  MLA Reports Lesson:  What are the guidelines for creating reports using MLA style?



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



	Word Basics
	15.4.12.A
	· No Spacing
· Single Space
· Double Space
· Margins
· Save/Save As
· Scroll	
· Show/Hide
· Undo/Redo
· Spell Check
· Borders	
· Rulers
· Proofreading
	
Laptops
Course booklets
Proofreader’s mark note guide
Punctuation Pointer’s guide

	Computer screen checks




	Memorandums
	15.4.12.A
15.3.8.B.
	· Memos
· Templates
	Laptops
Course booklets

Students key two memo examples from copy and one with proofreading mark corrections
	Computer screen check
Product work 



	Letters
	13.2.5.C.
13.2.8.C.
15.3.8.B.
	· Personal business letter
· Business letter
· Block-style
· Return Address
· Inside Address
· Complimentary Closing
· Salutation
· Enclosure
· Letterhead  
	Laptops
Course booklets
Examples of business letterheads

Students key multiple personal business letters and business letters in block style

Students compose a business letter to employees

Optional:  students compose and send a personal business letter to recipient of choice (person in entertainment industry, CEO of a company, etc.)
	Computer screen check
Product work—letters
Written/Product Test



	Tables
	15.4.12.A
15.3.8.B.
	· Gridlines
· Rows
· Columns
· Column headings
· Autofit
· Table alignment
· Merge cells/split cells
	Laptops
Course booklets

Students create multiple tables from copy and from scratch
	Computer screen check
Product work—tables


	MLA Reports
	15.3.8.B.
	· MLA style report
· Hanging indents
· Works Cited
· Easybib.com
	Laptops
Course booklets

Students key multiple MLA style reports 

Students key works cited pages using proper MLA format

Students compose a one-page MLA report on texting and driving with easybib.com works cited

	Computer screen check
Product work—MLA reports
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