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3.0 Students understand how to make effective decisions, utilize career information and manage personal career plans. § 3 E E 5
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3.1 Know the personal qualifications Theingtructor will review the computer lab sat-up and Lesson 1 Microsoft Office 2003 Basics and the Internet

interests aptitudes, knowledge, and requirements for student computer use. Pages3-24

skills, necessary to succeed in careers. Teacher will review the Microsoft Office 2003 Software e  Sep-by-Sepl.lthrough1.10 % | x

package and dl gpplications
Upon completion of thisunit, the sudent will explainthe
concept of an integrated software package.

e Practice Exercisss

3.3 Develop a career plan that is
designed to reflect career interests,
pathways, and post secondary options.

Teacher will review theinternet policy within the dassroom and
the proper usage authorization through CVUSD.

Studentswill demongrate how to accesstheinternet usng aweb
browse.

Ingtructor will review the M SN browser with the sudents.
Studentswill surf the internet for information on aspecific career
pathway. www.careers-in-busness.com or
www.careerkey.org

Upon completion of thisunit, the sudent will ligt the top three
career occupationsthat they haveaninteregt in.

Note—Taking

WholedassInteraction

Student Internet Research
Teacher Handouts

Career Interest Assessment through E-choices webgtefor
each sudent.

4.2 Understand the use of
technological resources to access,
manipulate, and produce information
products and services.

10.8 Know how to utilize appropriate
help resources (e.g., help desks, online
help, and manuals) to install, configure,
upgrade, diagnose, and repair
operating systems, environments,
applications, and utilities.

Using the Office help system, Sudentswill demondrate how to
look for answersto their questions on procedures.
Theingructor will review the help menu and have students
practicelooking up questions to common gpplication problems
Sep-by-gep 1.6, 1.7, and 1.8

Note—Taking

WholedassInteraction

Lesson 1 Microsoft Office 2003 Basics and the Internet
e  Teacher Created Project
o PaeZ3 Proect1-2



http://www.careers-in-business.com/
http://www.careerkey.org/
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3.0 Students understand how to make effective decisions, utilize career information and manage personal career plans. g § E 5 é
4.0 Students know how to use contemporary and emerging technological resources in diverse and changing personal, community, and workplace environments. < +
o : Evauations
Goalsand Objectives Srategies Resources Other Criteria
3.1 Know the parsond qudlifications, The studentswill research severd occupationd careerswithin Carear Occupationd Website Hand-out
interests, gptitudes, knowledge, and skills their career path and prepareashort ord or written presentation | Internet
necessary to Succeed in carers. that will be presented tothecdlass Thisresearch will examine Career Information Websites
tasks and responghilities, work environment, gptitudes and E-Choiceswebsite
3.2 Undergtand the scope of career ahilities, education and training, career outlook and internationd
opportunities and know the requirementsfor caresr outlook.
education, training, and licensure. Teacher will fadilitate research on the Occupational Outlook
Websteand other career webgites
Note—Taking
WholedassInteraction
4.2 Understand the use of technological Studentswill work on creating their own profileand Lesson 1 Microsoft Word
resources to access, manipulate, and manipulating documentsin their profile. . Pege3-10
produce information products and Upon completion of thisunit, the student will begbleto crestea o  Sephy-sepllthroughl4
services. new document, enter text into adocument, navigatethrough a
document, and save adocument. Page 11-15

The sudent will demondrate opening an existing documentt,
changethe zoom view of the document, usethe different view
options, and preview adocument.

Note—Taking

WholedassInteraction

Group collaboration on internet Sites.

o  Sepbygepl5through1.8
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4.0 Students know how to use contemporary and emerging technological resources in diverse and changing personal, community, and workplace environments. § 8 2125
5.0 Students understand how to create alternative solutions using critical and creative thinking skills, logical reasoning, analytical thinking and problem solving R E g
techniques. g g ? 5
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4.1 Understand the use of technological Theinstructor will review the severd different techniques of Lesson 2 Microsoft Word

resources to access, manipulate, and
produce information products and
Sservices.

sHecting text and dl sudentswill demondrate these techniques
on an open Word document.

The sudent will demondrate sdlecting text in adocument, the
use of the show/hide formatting festure, and hot to ddeteand
typeover text.

Upon completion of thisunit, the sudent will undo and redo
recent text changesin adocument, demonstrate the use of the
cut, copy, and paste commands, and definethe use of the
dipboard.

Note—Taking

WholedassInteraction

Page23-30
e Review Table2-1
o  Sephy-Sep21-25

5.1 Apply appropriate problem-solving
srategiesand criticd thinking skillsto

work-related issues and tasks.

Using atext example, the sudentswill demongrate the ability to
usethe Find and Replace Text command.

The sudentswill demondrate the use of the Go To command.
Studentswill obtainword, paragraph, and character countsusing
the proper command.

Note—Taking

WholedassInteraction

Lesson 2 Microsoft Word
Page30-34
o  Sepby-Iep26-27
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2.0 Students understand the principles of effective oral, written, and multimedia communication in a variety of formats and contents. gg ;g g 5 %,
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Goalsand Objectives Srategies Resources gtgug:ﬁ a
2.1 Writebusnessldters Upon completion of thislesson, the sudent will beableto Lesson 3 Microsoft Word
demondrate the Use AutoFormat As'Y ou Typefeature, Paged1-54
AutoComplete Feature, and AutoText feature o  Sepby-dep 30through 3.8
The student will be ableto key abusinessletter and e Prgect31,32
memorandumin correct format.
Studentswill demonstrate the use of spelling check and Business L etter Format Handouts
grammar check of adocument. X | X
Using the insert date and time commeand, the student will creste
atext document.
Note—Taking
WholedassInteraction
Pair Interaction on Busness L etter cregtion.
2.2 Wiritejob applicationsand resumes. The Student will demongtrate the use of the Thesaurusfegture Lesson 3 Microsoft Word
and insert symbolsfegture. Page59- 60
Occupationa document about ethicsin theworkplace will be e Proet34
used by sudentsto demongrate the automatic spell checking e  Criticd Thinking 3-1
feature and thesaurusfegiure. o  Sephy-Sep39 X | x
The sudent will manipulate atext example by making e  Resume Teacher Handout
correctionsusing the AutoCorrect, Automatic Spell Checking, e JobApplication Handout
and Automatic Grammar Checking Functions. e Pratice Job Applications
Note—Taking
WholedassInteraction
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2.0 Students understand the principles of effective oral, written, and multimedia communication in a variety of formats and contents. % g 5 5
4.0 Students know how to use contemporary and emerging technological resources in diverse and changing personal, community, and workplace environments. i ! Blzls
1.0 Students understand the effective use of tools for media production, development, and project management. = |z E § g
3.0 Students understand how to make effective decisions, utilize career information and manage personal career plans. E g E Bl &
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Goalsand Objectives Strategies Resources Other Criteria
2.3 Ddiver multimediapresentations. Upon completion of thisunit, the student will changethesize Lesson 4 Microsoft Word Formetting Text
and color of text in adocument and will use different underlining | Pege61-69
dylesand font effects. o Sephby-Sep 4.1 through Step-by-Sep4.5
[ ]
4.1 Usetechnology to access, manipulate, Theteacher will demongtrate Format Changesusing the Lesson 4 Microsoft Word Formetting Text
and produce information. PowerPoint Projector and sudentswill make the changes onto Page69—72
an employment document. o Sep-by-Step 4.6 through Step-by-Sep 4.7
The students will demonstrate the Format Painter e  Criticd Thinking Activity 4.1 through 4.4
command and the apply and clear styles command. o  Supplementad employment document
Studentswill usetheformat painter command to dter an outline
document that covers employment rules and regulations
1.1 Use gppropriate software to design and Teacher driven project in technology innovation. Lesson 4 Microsoft Word Formeatting Text
produce professond-qudity documentsand Note—Taking Page61-75
presentation. Whole dassInteraction on Technological advancement. e Prgect4.lthrough45
3.3 Apply goal-setting strategies to Teacher will instruct studentsin using the E-Choices career e E-ChoicesWebste
relate personal characteristics and information Ste and the Sudentswill take an gptitudetest on e  Teacher Handouts
interest to educational and occupational cares interests o Written materidsand articleson carear placement.
opportunities. Sudentswill work in groups on assessing whet training and
education they will need for their career godsasthey research
theirtemet. XX
Upon completion of thislesson, the sudent will esablishaplan
of action, intermediiate career gods, and identify the education
and training needed to become employed in their target career
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4.0 Students know how to use contemporary and emerging technological resources in diverse and changing personal, community, and workplace environments. |2 5|2 E g g
3.0 Students understand how to make effective decisions, utilize career information and manage personal career plans. § ;g g K]
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4.1 Usetechnology to access, menipulate, | o Using atext example, the tudentswill set themarginsof a Lesson 5 Microsoft Word Formatting Paragrgphs
and produceinformation. document, change the dignment of text, adjustindentsand line | Pages77-%4

Sep-by-Step 5.1 through Step-by-Sep 5.5
Sep-by-Step 5.6 through Step-by-Sep 5.11
Teacher Hand out
Demondtration by outsde retail company X | x

spacing, and goply tab settings

o  Text examplesdemondrated by ingtructor.

e By applying bullet and numbering formets, the sudentswill
demondrate how to creste adocument thet has advanced format
festures

e Withadocument that outlinesthe proper busnessdressfor a
mexting, review how the document can be enhanced using the
bullet and numbering formats

3.1 Know the career preparation and e  Thegudent will explain how networking isan effectivetool in - | e Internet Employment sites. Mongter.com

job acquisition skills required for the developingjob leads e Resume Tescher Handouts.

field of information technology. e Thesgudent will identify sourcesfor job leadsand cresteacarer | ¢ Resume Books and Websites
network and contact ligt.

e  Classdiscussion onlooking for employment and whereto find
jobleads

e  Internet search on Mongter.com and other job search internet
gtes

e  Thesudent will creste aprofessiond resume using their own
persond qudificationsand information.

e Review theformat for aresume on the PowerPoint. Students
will work in pairsliging their qudificationsand informetion for
their persond resumes. The gudentswill then work oninputting
theinformation into a\Word document.
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1.0 Students understand the effective use of tools for media production, development, and project management. § g 1els i)
2.0 Students understand the principles of effective oral, written, and multimedia communication in a variety of formats and contents. ER-1E E E g
3.0 Students understand how to make effective decisions, utilize career information and manage personal career plans. § :g E BlE
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Goalsand Objectives Srategies Resources gt\gugga
11 Useappropritesoftwaretodesignand | ¢ The student will format text into columnsin aWord document | Lesson 6 Microsoft Word Working with Graphics
produce professiond-quaity documentsand and add bordersand shading to the cdlls Pages103-115
presentation. e  Usngatext based document, the student will insert and scde o Step-hy-Step 6.1 through Step-by-Step 6.7 X | x
dip artimeges, wrap text around graphics, and draw objects o  Sephy-Sep6.2
2.3 Ddiver multimedia presentations. e Sudentswill creste an advertisement for an atidetha they are | Lesson 6 Microsoft Word Working with Graphics
familiar with through alocd advertisng campaign. Pages 116
e Upon completion of thislesson the sudent will select, resize, aut, o Sep-by-Step 6.8 through Step-by-Sep 6.13
copy, and paste objectsin aWord document. The student will °
edit drawingsin adocument.

e  Thestudent will changethe gppearance of objects add text to
drawings, and creste and modify diagrams.

3.1 Know the career preparation and e Usingtheloca want adsand theinternet job pogting Site, the o Internetjoblidings
job acquisition skills required for the teacher will ingruct gudentson how to creste acover | etter. e Locd wantadsandjoblisting
field of information technology. Sudentswill work in groupsof two in creating cover Iettersthat e  Teacher hand-outs

respond to alocd job liging.

o After gudying thisunit, the sudent will be ableto outline
proceduresfor gpplying for ajob, filling out an application, and
preparing acover letter or emall letter for ajob.
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1.0 Students understand software application life-cycle phases. § a gzl
4.0 Students understand the academic content required for entry into postsecondary education and employment within the Information Technology cluster. -1 E g g
1.0Students know how to use contemporary and emerging technological resources in diverse and changing personal, community, and workplace environments. g ;g g B 5
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Goalsand Objectives Strategies Resour ces Other Criteria
1.1 Usegppropriste softwaretodesign | ¢ Upon completion of thislesson, the student will insart page Lesson 7 Microsoft Word Working with Documents
and produce professional-quality documents bresksinto aWord document. Peges 131- 137
and presentation. e Thestudent will demonsirateinserting heeders and footersinto a e Sep-by-Sep 7.1 through Step-by-Sep 7.3 x | x
text document and use the show hide white space, and split
windows
.4.1 Usetechnology to acoess, e  Thestudent will creste asection with formeatting changestoa Lesson 7 Microsoft Word Working with Documents
manipulate, and produceinformation. text based document. Pages 137- 141
e  Usingtheresearchtool, and use AutoSummarize, the sudent o Sep-by-Sep 7.4 through Step-by-Step 7.6
will cregte atheme pgper on aprogressve busnesstopic.
1l4Useavaidy of methods suchas | ¢ InaWord document, the student will insert and formet tables Lesson 7 Microsoft Word Working with Documents

words, numbers, symbols, charts, graphs and demondratethe use of converting text into teblesand sorting | Pages141- 148

tebles diagrams and models, to explain text. o Step-by-Step 7.7 through Step-by-Step 7.12

mathematica ressoning.
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3.0 Students know how to use contemporary and emerging technological resources in diverse and changing personal, community, and workplace § 2 % <|d
environments. EIERAR g
8.0 Students demonstrate professional, ethical and legal behavior consistent with applicable laws, regulations, and organizational norms. gg ;g g B %,
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- : Evauations/
Goalsand Objectives Strategies Resour ces Other Criteria
4.2 Use gppropriate resourcesto Upon completion of thislesson, the student will demondrate Lesson 8 Microsoft Word Increesing Efficiency Usng Word
implement and support sysems. credting and usage of templatesand wizards Pages 153- 160 X | X
The student will useatemplatewizard to create abusiness o Sep-hy-Step 8.1 through Step-by-Sep 84
document. e  Teacher Driven Internet Search on Companies
4.1 Use technology to access, Studentswill creste amerged letter to severd collegesaskingfor | Lesson 8 Microsoft Word Increesing Efficiency Using Word
manipulate, and produce information. information about their ingtitution. Pages 160- 166
Using atext example, the student will cresteamail merge o Sep-by-Step 85through Step-by-Sep 8.8 % | x
document, creste and print envelopes and labels, and send o  Teecher hand out
documentsby email. o  Teacher Driven Internet Search on Colleges
8.2 Understand the role of A research paper on business ethics created by thestudentswill | Lesson 8 Microsoft Word Incressing Efficiency Using Word
business and technology ethics in the be used to demonstrate and gpply the advanced features. Peges 166- 1
information technology field. Advanced featuresinduding inserting comments tracking e Sep-hy-Sep 89through Step-by-Siep 8.16
changes, comparing and merging documents, Saving a
document asaWeb Page, and Insarting hyperlinksinto
documentswill be demongtrated by the sudent. X | X
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4.0 Students know how to use contemporary and emerging technological resources in diverse and changing personal, community, and workplace environments. |2 §|2 E g g
1.0 Students understand software application life-cycle phases. § ;g g AL
< < I
Sandards Srategies Resources gt\guggj a
Technical Knowledge and Skills
4.3 Understand the role of Upon completion of this unit the student will identify thepartsof | Lesson 1 Microsoft Excdl Basics
emerging technological innovations in theworkshest and define severd tasksthat aworkshest may be | Pages3-11
shaping the industry. usd o Sep-by-Step 1.1 through Step-by-Sep 1.6 x| x

The sudent will demondrate sdlecting cdls, entering dataina
workshest, and editing cdlls

o  Teacher assgned project that centers on Sudents
credting agoreadsheat on smplefinance

1.1 Know common industry-

standard software and its applications.

Using atext example, the udent will demongrate thefind and
replace data function and file management of excd worksheets.

Lesson 1 Microsoft Excd Badics
Pages12-15
o Sep-by-Step 1.7 through Step-by-Sep 1.9

10
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1.0 Students understand software application life-cycle phases. - E g g
1.0 Students understand the academic content required for entry into postsecondary education and employment within the Information Technology cluster. g ;g g B 5
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Sandards Strategies Resour ces Other Criteria
1.2 Evaluate the effectiveness of Using aspreadshest, the sudent will demondtrate changing Lesson 2 Changing The Appearance of aWorkshest
software to solve specific problems. column width, changing row height, positioning text within a Peges21 - 31
cdl.. o Sephy-Sep 2.1 through Step-by-Sep 2.8
e Spresdshect formetion example XX
The sudentswill change theformat and font gopearance of text
within acdl usng different fonts, syles colors, and borders
1.2 Calculate the percentage of The student will format acell to accommodate different typesof | Lesson 2 Changing The Appearance of a\Worksheet
increases and decreases of a quantity. text and numericd data Pages32- 31
Using aworksheet example, the student will gpply paint formats o Step-hy-Step 2.9 through Sep-by-Sep 2.11 % | x
and cregte and use Sylesformats. e  Studentindividud budget worksheet cregted from
teacher example
X | X

1
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Thegudent will copy datafrom onelocationin aworkshegt to Lesson 3 Organizing the Worksheat
another areain aworkshest. o Pages43
Upon completion of thislesson the sudent will demondrateinsarting X | %
and ddeting columnsand rowsin aworkshest.
X | X




