74 VEST BEND

~\ "~ EXCELLENCE FOR ALL

Business & Information Technology Course Scope and Sequence
And Unit Plans

Course Name: TC Computer Literacy Time Frame: One Semester

Grade Level: 9 -12th Grade Department: Business & Information Technology
Prerequisite(s): N/A

Transcripted Credit: (1) MPTC - Computer Literacy
103-159

Course Overview:
e The Microsoft Suite is the preferred choice of programs for businesses. Students will learn skills

in Word, Excel, and PowerPoint through a complete “hands-on” project based class creating
strong computer skills for any post secondary plans. Students will be able to earn industry
certifications. Students can earn transcripted credit through Moraine Park Technical College upon
completion.

Time Frame:
4 weeks
4 weeks
4 weeks
4 weeks

Primary Resources Used:
Moraine Park Technical College (MPTC)
CompTIA

*This Guide is a living document and may be updated throughout the school year to reflect student and class
needs, instructional pacing, and other relevant factors.*
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Unit 1: Navigating a Computer Network

Broad Goals of the Unit:
e Students will develop confidence navigating Windows-based networks, organizing files and
folders, and managing data effectively.

Essential Questions:
e How can | organize files and folders to efficiently store and retrieve information?
e What strategies help me locate and manage files across a computer network?
e How does proper naming and organization of files support productivity and accuracy

Enduring Understandings:
e Effective file management is essential for efficient computing and workflow.
e Naming conventions and folder organization improve accessibility and reduce errors.
e Understanding network structure allows users to save, locate, and retrieve files confidently.

“l can” statement with standards alignment:
e | can create, name, and organize folders in specified locations.
e | can save and move files correctly within a network.
e | canidentify and apply effective file naming strategies.

At the end of the unit students will know and be able to:
e Know how to navigate a Windows-based network, including drives, folders, and files.
e Create, name, and organize folders and files in specified locations.
e Save, move, and manage files effectively across network drives.
e Understand the purpose of file naming conventions.

Assessment Evidence

Formative: TBD Summative: TBD
Other: n/a

Learning Plan

Vocabulary of the Unit: Folder, File, Drive, Network, Save, Copy / Move, File Name, Location / Path,
Windows Explorer

Resources: Differentiated Learning Strategies:
e MPTC e Provide guided tutorials or screenshots for students
e CompTIA needing visual support.

e Allow advanced students to practice with multiple
network paths or shared drives.

e Offer step-by-step or checklist scaffolds for students
needing extra support with organization.

Unit 2: Creating Word Processed Documents (MS Word)
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Broad Goals of the Unit:
e Students will develop the skills to create, format, and edit professional Word documents using
Microsoft Word tools and features.

Essential Questions:
e How can | format documents to improve readability and professionalism?
e How do different Word tools (templates, tables, references) enhance a document?
e What strategies help me efficiently edit and enhance text and graphics?

Enduring Understandings:
e Word processing tools enable professional, clear, and accurate document creation.
e Proper formatting improves communication and readability.
e Using advanced features (tables, graphics, references) enhances document quality and
functionality.

“l can” statement with standards alignment:
e | can create and format documents using fonts, spacing, bullets, and numbering.
e | caninsert and edit tables, graphics, and references.
e | can use Word tools (templates, clipboard, find/replace) to improve efficiency.

At the end of the unit students will know and be able to:

e Know the core tools and features of Microsoft Word.

e Create, format, and save Word documents using fonts, spacing, bullets, and numbering
Insert and edit tables, graphics, hyperlinks, and references (footnotes, endnotes, citations,
bibliographies).

Apply headers, footers, page numbers, margins, and other document formatting.
Use Office Online and explore alternate word processing software.

Assessment Evidence

Formative: TBD Summative: TBD
Other: n/a

Learning Plan

Vocabulary of the Unit: ribbon/toolbar, template, font/style/color/size, line spacing, bullets/numbering,
table, graphic/image, hyperlink, header/footer/page number, office online

Resources: Differentiated Learning Strategies:
e MPTC e Offer pre-made templates for students who need
e CompTIA structure.

e Allow students to create documents aligned with
personal interests (resume, flyer, report).

e Provide guided tutorials or videos for students
needing step-by-step instruction.
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Unit 3: Creating Worksheets and Workbooks (MS Excel)

Broad Goals of the Unit:

e Students will develop proficiency in creating, formatting, and analyzing Excel worksheets and
workbooks, including formulas, functions, and charts.

Essential Questions:

e How can | use Excel to organize and analyze data efficiently?
e What strategies help me apply formulas and functions accurately?
e How can formatting and visual tools improve the clarity of data presentation?

Enduring Understandings:

e Excel provides tools to store, analyze, and visualize data effectively.
e Understanding formulas and functions improves accuracy and efficiency in calculations.
e Charts, sparklines, and formatting enhance comprehension and presentation of data.

“l can” statement with standards alignment:
e | can enter data, create formulas, and apply functions in Excel.
e | can format cells, rows, columns, and apply conditional formatting.
e | can create charts and sparklines to visually represent data.

At the end of the unit students will know and be able to:
e Know the structure and purpose of workbooks and worksheets.

Enter, organize, and format data in Excel cells, rows, and columns.

Use formulas and functions (COUNT, COUNTA, AVERAGE, etc.) accurately.
Apply relative and absolute references and conditional formatting.

Create charts and sparklines to visually present data.

Name, move, and organize worksheets efficiently.

Assessment Evidence

Formative:; TBD

Summative; TBD
Other: n/a

Learning Plan

Vocabulary of the Unit: workbook/worksheet, cell/range, formula/function, relative/absolute reference,
conditional formatting, chart/sparkline, row/column, format/alignment/style,

round/COUNT/COUNTA/AVERAGE

Resources:
e MPTC
e CompTIA

Differentiated Learning Strategies:
e Provide templates with formulas for students
needing structure.
e Allow choice of data sets for charts or analysis to
increase engagement.
e Offer advanced challenges, such as nested functions,
for higher-level students.

Unit 4: Creating Presentations (MS PowerPoint)
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Broad Goals of the Unit:
e Students will learn to plan, design, and deliver professional and effective PowerPoint
presentations.

Essential Questions:
e How can | design a presentation that communicates information clearly and professionally?
e What strategies help me use visual elements and slide design effectively?
e How can animations and transitions enhance audience engagement without distracting?

Enduring Understandings:
e Professional presentations require planning, design, and clear communication.
e Visual elements (graphics, charts, SmartArt) improve understanding and engagement.
e Proper use of slide transitions, animations, and formatting enhances professionalism.

“l can” statement with standards alignment:
e | can plan and organize slides for an effective presentation.
e | can add and format text, graphics, shapes, charts, and SmartArt.
e | can apply transitions, animations, and design themes for professional quality.

At the end of the unit students will know and be able to:
e Know the principles of professional slide design and presentation planning.
e Plan and organize effective presentations.
e Add, format, and edit text, graphics, shapes, SmartArt, charts, and imported Word content.
e Apply slide design themes, transitions, timings, and animations.
e Add headers, footers, and notes for slides and handouts.
e Create custom templates for consistent, professional presentations.

Assessment Evidence

Formative: TBD Summative: TBD
Other: n/a

Learning Plan

Vocabulary of the Unit: slide/layout/template, text box/shape/SmartArt, chart/graphic, design
theme/variant, transition/animation, header/footer/notes, timing/slide show, import/export

Resources: Differentiated Learning Strategies:
e MPTC e Allow students to choose topics for presentations to
e CompTIA increase engagement.

e Offer pre-designed slide templates for students
needing additional support.

e Provide tiered challenges, such as adding multimedia
or advanced animations, for advanced learners.

Standards Supporting Learning Targets

Business and Information Technology
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https://dpi.wi.gov/sites/default/files/imce/cte/pdf/BIT_Standards_FINAL2.pdf.pdf
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