UNIT OF STUDY:  
CLASS:  Information Technology Applications I
TARGET GRADE:  9-12


TERM:  2 Semesters

CONCEPTS:  Students will understand a variety of application software. They will demonstrate competency by utilizing appropriate software for specific tasks.
	UNITS OF STUDY:
	SKILLS OR CONCEPTS TO LEARN
	LINKS TO STANDARDS
	RESOURCES/EVALUATION

	1. Microsoft Office Basics
2. Using a Word Processor

3. Formatting Documents

4. Advanced Formatting Features

5. Using a Spreadsheet

6. Functions and Data Organization

7. Creating Charts

8. Advanced Spreadsheet Techniques

9. Using a Relational Database

10. Relational Database Techniques

11. Analyzing Data in a Database

12. Creating Presentations

13. Advanced PowerPoint Features

14. Desktop Publishing
	The students will be measured and evaluated in the following instructional content:

1. Basic Features – use basic features and tools of common application software
2. Application Software – use application software (word processing, spreadsheet, database, presentation, organization)

3. Ethics – examine and adhere to acceptable uses of computer application software and hardware

4. Legal Issues – discuss federal and state laws pertaining to computer use (computer crime and abuse, copyright infringement, plagiarism)

5. Problem-Solving Techniques – diagnose, evaluate and identify the use of software to solve specific problems

6. Reference Materials – use application reference materials (online help, vendor sites, tutorials, manuals) to complete tasks or solve problems
	Reading/Speaking/Listening
12.1.2, , 12.1.6, 12.2.1, 12.2.4, 12.2.5, 12.3.1, 12.3.2

Mathematics

12.2.1, 12.6.4

	1. A Guide to Microsoft Office 2007
2. ExamView Software accompanying text
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