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  experience. 

2.1.a Identify and describe the use or 
function of the basic components of a 
computer system using IPSO Cycle 
(Input, Processing, Storage, and Output 
Cycle) 

  

2.1.b Identify current terminology 
associated with computers. 

  

2.1 Explain basic computer usage. 

2.1.c Relate basic computer usage to 
academic skills in math, science, and 
communications. 

  

2.2.a Demonstrate precautions and care 
when working with computers, printers, 
storage devices, and other accessories. 

  2.2 Perform basic computer 
operations related to computer 
usage. 

2.2.b Discuss and/or demonstrate setting 
up and adjusting a simple computer 
system. 

  

Unit 2: Introduction to 
Computer Discovery 

2.3 Explore career interests using 
the cluster areas as related to 
Computer Discovery. 

   

3.1.a Identify terminology related to 
Windows applications. 

  

3.1.b Use menus, icons, and keyboard 
shortcuts to manipulate a window. 

Module 1: Word 1 
 
Module 1: Word 1 

Workshop 1 Lab 1 
 
Opening Word from the Start 
Menu 

Unit 3: Introduction to 
Windows and Operating 
Systems 

3.1 Perform basic Windows 
applications. 

3.1.c Create directories/folders.   

4.1.a Demonstrate proper use of the 
alphanumeric keypad by touch. (ongoing) 

  Unit 4: Keyboarding 4.1 Perform basic keyboarding 
applications. 

4.1.b Demonstrate proper use of the 
numeric keypad by touch. 

  

Unit 5: Word Processing 
Applications 

5.1 Perform basic word processing 
applications. 

5.1.a Use basic word processing 
commands, formatting, and 
editing/proofreading procedures. 

Module 1: Word 1 
 
Module 1: Word 1 
 

Workshop 1 Lab 3 Adding Text 
 
Workshop 2 Formatting Text 
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Module 1: Word 1 Workshop 3 Formatting 
Documents 

5.1.b Store and retrieve files. Module 1: Word 1 Workshop 1 Lab 2 Saving Your 
Files 

5.2.a Generate a hard copy of a memo 
and a letter following an accepted 
business format. 

Module 1: Word 1 Workshop 5: Working with 
Wizards 

5.2.b Apply word processing applications 
to related academic skills in math, 
science, or communications. 

  

5.2 Utilize basic word processing 
skills to create business 
correspondence. 

5.2.c Apply word processing applications 
in the cluster areas. 

  

5.3 Format and print a research 
paper following accepted 
referencing format (MLA/APA). 

   

6.1 Explain basic desktop 
publishing applications. 

6.1.a Identify terminology associated with 
desktop publishing. 

  

6.2.a Use drawing tools to create lines, 
circles, ovals, and rectangles. 

Module 6: Word 2 Workshop 3: Lab 1 Adding 
Graphics with AutoShape. 

6.2.b Use text tools to create, insert, 
delete, replace, and move text. 

Module 6: Word 2 
 
 
Module 6: Word 2 

Workshop 3: Lab 1 Inserting a 
Text Box 
 
Workshop 3: Lab 2 Adding 
Stylized Text 

6.2.c Manipulate graphics by moving, 
sizing, and deleting. 

Module 6: Word 2 Workshop 3: Lab 1 Moving, 
Resizing and rotating Graphics 

6.2 Perform basic desktop 
applications. 

6.2.d Import graphics and text.   

6.3.a Apply desktop publishing 
applications to related academic skills in 
math, science, and communications. 

  

Unit 6: Desktop Publishing 

6.3 Create a desktop publishing 
document. 

6.3.b Apply the uses of desktop 
publishing applications in the cluster 
areas. 

  

Unit 7: Spreadsheet 
Applications 

7.1 Explain basic spreadsheet 
applications. 

7.1.a Identify terminology used with 
spreadsheet applications. 

Module 2: Excel I Workshop 1: Getting Started 
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7.2.a Demonstrate the use of basic 
spreadsheet format commands. 

Module 2: Excel I Workshop 2: Lab 4 Formatting 
Your Worksheet 

7.2.b Write formulas using basic 
arithmetic operations. 

Module 2: Excel I Workshop 5: Lab 1 Using 
Formulas and Functions 

7.2 Perform basic spreadsheet 
applications. 

7.2.c Demonstrate the use of basic 
spreadsheet functions. 

Module 2: Excel I Workshop 5: Lab 1 Using 
Formulas and Functions 

7.3.a Apply spreadsheet applications to 
related academic skills in math, science, 
and communications. 

Module 2: Excel I Workshop 5: Lab 2 Creating a 
Company Sales Report 

 

7.3 Develop and graph spreadsheet 
data. 

7.3.b Apply the uses of spreadsheet 
applications in the cluster areas. 

  

8.1 Explain basic database 
applications. 

8.1.a Identify terminology used with 
database applications. 

  

8.2.a Create and save a database file.   

8.2.b Retrieve and manipulate data within 
a database file. 

  

8.2 Perform basic database 
applications. 

8.2.c Generate a report from a database 
file. 

  

8.3.a Apply database applications to 
related academic skills in math, science, 
or communications. 

  

Unit 8: Database Applications 

8.3 Design, create, and save a 
database file. 

8.3.b Apply the uses of database in the 
cluster areas. 

  

9.1.a Define terminology associated with 
telecommunications. 

Semester 2, Module 
1: Email Basics 

Workshop 1: Intro: What is 
Email? 

9.1.b Describe the different services 
available on the Internet. 

Semester 2, Module 
1: Email Basics 

Workshop 1: Lab 4: Navigating 
Hotmail 

9.1 Explain telecommunication 
applications. 

9.1.c Review "appropriate use" policies 
related to telecommunications. 

Semester 2, Module 
1: Email Basics 

Workshop 7: E-mail Etiquette 

9.2.a Access and explore the Internet. Semester 2, Module 
2: Internet Basics 

Workshop 2: Using Internet 
Explorer 

Unit 9: Telecommunications 
(Internet) 

9.2 Utilize applications of 
telecommunications. 

9.2.b Send and receive messages. Semester 2, Module 
1: Email Basics 
 
Semester 2, Module 

Workshop 2: Outgoing Mail 
 
 
Workshop 4: Incoming Mail 
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1: Email Basics 

9.2.c Search for information via the World 
Wide Web. 

Semester 2, Module 
2: Internet Basics 
 
Semester 2, Module 
2: Internet Basics 

Workshop 2: Lab 4: Finding 
Information 
 
Workshop 4: Exploring the 
Internet 

9.2.d Apply telecommunication 
applications to related academic skills in 
math, science, or communications. 

  

 

9.2.e Apply the uses of 
telecommunication applications in the 
cluster areas. 

  

9.3.a Define terms associated with web 
page design and development. 

  

 

9.3 Discuss the design and/or 
development of a web page. 

9.3.b identify tools associated with web 
page design and development. 

  

9A.1.a Define terminology associated with 
telecommunications. 

  

9A.1.b Describe the different services 
available on the Internet. 

  

9A.1 Explain telecommunication 
applications. 

9A.1.c Review "appropriate use" policies 
related to telecommunications. 

  

9A.2.a Access and explore the Internet.   

9A.2.b Send and receive messages.   

9A.2.c Search for information via the 
World Wide Web. 

  

9A.2.d Apply telecommunication 
applications to related academic skills in 
math, science, or communications. 

  

9A.2 Utilize online simulation 
software. 

9A.2.e Apply the uses of 
telecommunication applications in the 
cluster areas. 

  

9A.3.a Define terms associated with web 
page design and development. 

  

Unit 9A: Telecommunications 
(Simulation) 

9A.3 Discuss the design and/or 
development of a web page. 

9A.3.b identify tools associated with web   
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  page design and development. 

10.1.a Identify terminology related to 
presentation applications. 

Semester 1, Module 
3 PowerPoint I and II 

Workshop 1: Lab 1: Using 
PowerPoint for the First Time 

10.1 Introduce presentation 
applications. 

10.1.b Display and describe the 
components of a presentation window. 

Semester 1,  Module 
3 PowerPoint I and II 

Workshop 1: Lab 1: Using 
PowerPoint for the First Time 

10.2.a Plan and create a presentation. Semester 1,  Module 
3 PowerPoint I and II 

Workshop 2: Presentation 
Basics 

10.2.b Edit and format a presentation. Semester 1,  Module 
3 PowerPoint I and II 
 
Semester 1,  Module 
3 PowerPoint I and II 
 
Semester 1,  Module 
3 PowerPoint I and II 
 
Semester 1,  Module 
3 PowerPoint I and II 

Workshop 4: Slide 
Managements 
 
Workshop 5: Pictures and 
Graphics 
 
Workshop 7: Charts 
 
 
Workshop 8: Special Effects 

Unit 10: Multimedia 
Presentations 

10.2 Prepare a presentation using 
basic concepts. 

10.2.c Present and provide printed copy. Semester 1,  Module 
3 PowerPoint I and II 

Workshop 6: Views and Printing 

 


