Curriculum Map
[bookmark: _GoBack]Course Title: Word Certification	                      Grade: 10th – 12th 
	Unit (Name/Number): Creating, Formatting, and Editing a Word Document with a Picture
	Pacing: 9 days


	Essential Question(s):   How do we change document properties to help us create better documents? What are the most effective ways to format text and pictures, change theme colors, and insert digital pictures?




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



	Entering text
	15.4.12.A
15.4.12.G
	· Formatting mark
· Wordwrap
· Headline
· Body copy
· Signature line
· Scroll
	Overview of Unit and components presented through demonstration and visuals. 

Students will work through the lessons in the unit independently with assistance as needed.
	Demonstration of learning will be through daily observation of student progress, monitoring, and questioning. 
Assessments - Unit Study Guide notes/question completion, and submission of completed required activities and exercises.



	Formatting Paragraphs and Characters
	15.4.12.A
15.4.12.G
	· Format
· Paragraph formatting
· Character formatting
· Font (font size, point)
· Theme
· Bulleted list
· Italic
· Bold
· Color scheme
	Students will work through the lessons in the unit independently with assistance as needed.
	Demonstration of learning will be through daily observation of student progress, monitoring, and questioning. 
Assessments - Unit Study Guide notes/question completion, and submission of completed required activities and exercises. 



	Inserting and Formatting a Picture in a Word Document
	15.4.12.A
15.4.12.G
	· Resizing
· Style
	Students will work through the lessons in the unit independently with assistance as needed.
	Demonstration of learning will be through daily observation of student progress, monitoring, and questioning. 
Assessments - Unit Study Guide notes/question completion, and submission of completed required activities and exercises.



	Enhancing the Page
	15.4.12.A
15.4.12.G
	· Standard properties
· Automatically updated properties
	Students will work through the lessons in the unit independently with assistance as needed.
	Demonstration of learning will be through daily observation of student progress, monitoring, and questioning. 
Assessments - Unit Study Guide notes/question completion, and submission of completed required activities and exercises.



	Correcting Errors and Revising a Document
	15.4.12.A
15.4.12.G
	· Additions
· Deletions
· Modifications
· Drag-and-drop editing
	Students will work through the lessons in the unit independently with assistance as needed.
	Demonstration of learning will be through daily observation of student progress, monitoring, and questioning. 
Assessments - Unit Study Guide notes/question completion, and submission of completed required activities and exercises.

	Printing or Reading a Document
	15.4.12.A
15.4.12.G
	· Hard copy (printout)
· Green computing
· Read mode
	Students will work through the lessons in the unit independently with assistance as needed.
	Demonstration of learning will be through daily observation of student progress, monitoring, and questioning. 
Assessments - Unit Study Guide notes/question completion, and submission of completed required activities and exercises.




