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Course Title:  Word Certification			                      Grade:  10th – 12th 
	Unit (Name/Number):  Using a Template to Create a Resume and Sharing a Finished Document
	Pacing:  9 days



	Essential Question(s):   How can a template be used to create a document? What are the different ways a Word document can be sent and saved? What steps are used to create and modify a style and change a style set?




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



	Using a Template to Create a Resume
	15.4.12.A
15.4.12.G
	· Resume
· Content control
· Placeholder text
· Autocomplete
· Line break

	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.



	Sharing a Document with Others
	15.3.12.A
15.4.12.G
	· Building block
· Building blocks organizer
· PDF 
· XPS

	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.



	Creating a Webpage from a Word Document
	15.3.12.A
15.4.12.G
	· Publishing
	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.



