Curriculum Map
Course Title:  Word Certification			                      Grade:  10th – 12th 
	[bookmark: _GoBack]Unit (Name/Number):  Generating Form Letters, Mailing Labels, and a Directory
	Pacing:  9 days



	Essential Question(s):   What are the steps involved in creating mail merge and what is the benefit of creating one? How can you edit a data source once it is created? When should an IF field be used? What options are available when creating mailing labels and envelopes?




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



	Identifying the Main Document for Form Letters
	15.4.12.A
15.4.12.G
	
	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.



	Creating a Data Source
	15.3.12.A
15.4.12.G
	· Data source
· Record
· Header record
· Data record
· Data field
· Field name
	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.



	Composing the Main Document for the Form Letters
	15.3.12.A
15.4.12.G
	· Merge fields
· Merge field characters
· AddressBlock merge field
· GreetingLine merge field
· IF field
· Condition
· Expression
· Comparison operator
· Field codes
	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.

	Merging the Data Source with the Main Document to Generate the Form Letters
	15.3.12.A
15.4.12.G
	
	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.

	Addressing Mailing Labels and Envelopes
	15.3.12.A
15.4.12.G
	
	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.

	Merge All Data Records to a Directory
	15.3.12.A
15.4.12.G
	· Directory
· Portrait orientation
· Landscape orientation

	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.



