Campus: Calallen High School

Calallen ISD 2025-2026
Syllabus

Course and/or Grade Level: Business Communication & Technologies

Course Description: Students will develop an advanced level of proficiency in word processing,
spreadsheets, database, and presentation applications using Microsoft Office.

Semester 1: August 13 -December 19, 2025

1%t Quarter Topics

2"d Quarter Topics

Advanced Microsoft Word
Creating a Multipage Document
Creating a Resume

Advanced Editing of Text

Advanced Microsoft Word
Working with Outlines
Creating a Newsletter
Using Advanced Graphics

Semester 2: January 5 - May 29, 2026

3 Quarter Topics

4™ Quarter Topics

Advanced Access

Create Custom Databases
Creating Action Queries
Advanced Reports

Advanced Excel

Financial Functions

Importing Data

Working with SmartArt & Images

Advanced PowerPoint
Customizing Presentation Effects
Working with Action Settings
Adding Narration to a Presentation

Individual & Group Business Projects

*Minor adjustment to the schedule may be made based on campus schedules and student needs.




