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	Essential Understandings: 

1. Current application software increases personal productivity 

2. A variety of application software exists for a variety of tasks and purposes

3. When properly used, computer application software can greatly enhance delivery of a variety of information and communications

4. Today’s workforce requires office employees to demonstrate advanced software skills in order to be competitive and accurately and effectively communicate to others

5. Information technology skills transform business processes and relationships

6. Acquiring and developing information technology skills lead to lifelong learning

	Content Standards: Source: State of Connecticut Department of Education, Business and Finance Technology Education Frameworks, 2009: Computer Information Systems

1. Develop a mastery of technology tools required to enhance academic, business, and personal performance for success.
2. Compose and integrate documents using a variety of input technologies
3. Use information technology skills for lifelong learning. 
4. Use emerging application software appropriate for specific tasks.

5. Create and present multi-media using word processing and presentation software.

6. Navigate operating systems.

7. Manage folders and files.


	Essential Questions: What skills are in demand for business communication? How are documents generated and enhanced in a business activity to solve problems or initiate opportunities? What essential elements of software are used in daily business operations? How does software enhance the productivity of the workforce?

	

	Learning Goals: Students will be able to:

	Prepare word processed documents

	Format characters and paragraphs

	Customize paragraphs

	Format pages

	Edit and format documents

	Apply formatting 

	Maintain documents

	Insert objects

	Create tables 

	Create SmartArt

	Merge documents

	Enhance and customize documents


	Suggested Strategies
	· Create a press release
· Create a letterhead and envelope
· Create business letters and memos
· Create a bulleted list
· Create a two-column list
· Create a form
· Create an membership application 
· Create labels

	Suggested Assessments
	· Unit quizzes

· Portfolio assignments

· Word case studies

	Suggested Resources
	· Text: Skateboards, Inc.: An Integrated MS Office Simulation, Silvia, Diane M. and Viveiros, Linda M., BE Publishing, 2007. ISBN 0-9774611-4-9

· Text: Benchmark Office 2007, Rutkosky & Rutkosky, EMC Publishing, 2009.  ISBN 978-0-76382-999-5

· Windows XP Personal Computers with Office 2007

	Suggested Tech Integration
	· Microsoft Office 2007

	Content Vocabulary
	· Insertion point, undo, spelling and grammar check, help menu, typestyle, font, keyboard shortcuts, styles, themes, dialog box, format painter, numbering, bulleting, borders & shading, tabs, leader tabs, draft view, full screen view, white space, margins, page orientation, page layout, header, footer, watermark, find and replace, section break, column break, hyphenation, drop cap, clip art, text box, WordArt, SmartArt, document folder, tables, cells, rows columns, data source file, main document, merging documents, records

	Lifelong Learning/21st Century Skills
	· Productive habits of mind
· Quality work
· Communicate effectively 
· Core Ethical Values 


Excel

	Essential Understandings: 

1. In a data driven world, software tools greatly increase the efficiency and accuracy of data analysis and reporting.

2. Spreadsheet software helps manage large amounts of numeric and textual information and increases productivity in the workplace.

	Content Standards: Source: State of Connecticut Department of Education, Business and Finance Technology Education Frameworks, 2009: Computer Information Systems

1. Develop a mastery of technology tools required to enhance academic, business, and personal performance for success.
2. Use various input technologies to enter and manipulate information appropriately
3. Use information technology skills for lifelong learning. 
4. Use emerging application software appropriate for specific tasks.

5. Use help features and reference materials to learn software and solve problems.

6. Compose and integrate documents using a variety of input technologies
7. Manage folders and files.


	Essential Questions: How can spreadsheets be used to efficiently manage both text & data in a changing business environment for routine activities? How can one use charts and graphs to efficiently display text & data in a changing business environment for routine activities?

	

	Learning Goals: Students will be able to:

	Prepare an Excel worksheet

	Insert formulas in a worksheet

	Format an Excel worksheet

	Enhance a worksheet

	Prepare and format a worksheet

	Move data within and between workbooks

	Maintain workbooks

	Create a chart in Excel

	Add visual interest to workbooks

	Maintain and enhance workbooks


	Suggested Strategies
	· Create a price list 
· Create a projected revenue statement
· Create a music list spreadsheet 
· Create an employee earnings spreadsheet

	Suggested Assessments
	· Unit quizzes

· Portfolio assignments

· Excel case studies

· Word and Excel integration case studies

	Suggested Resources
	· Text: Skateboards, Inc.: An Integrated MS Office Simulation, Silvia, Diane M. and Viveiros, Linda M., BE Publishing, 2007. ISBN 0-9774611-4-9

· Text: Benchmark Office 2007,  Rutkosky & Rutkosky, EMC Publishing, 2009.  ISBN 978-0-76382-999-5

· Windows XP Personal Computers with Office 2007

	Suggested Tech Integration
	· Microsoft Office 2007

	Content Vocabulary
	· Worksheet, workbook cell, AutoComplete, AutoCorrect, functions, formulas, relative vs. absolute cell references, mixed cell references, data, alignment, zoom, cell borders, cell shading, hiding cells/rows, scaling data, column titles, row titles, column headings, row headings, filtering data, ranges, linking worksheets, PDF format, comments, charts, data series, hyperlinks

	Lifelong Learning/21st Century Skills
	· Productive habits of mind
· Quality work
· Communicate effectively 
· Core Ethical Values 


Access

	Essential Understandings: 

1. Databases are used throughout business and industry to manage large volumes of related data.

2. Databases are preferred over spreadsheets when large volumes of data are involved.

3. Effectively establishing and maintaining databases results in fewer errors and inconsistencies in data management and reporting.

	Content Standards: Source: State of Connecticut Department of Education, Business and Finance Technology Education Frameworks, 2009: Computer Information Systems
1. Develop a mastery of technology tools required to enhance academic, business, and personal performance for success.
2. Compose and integrate documents using a variety of input technologies
3. Use information technology skills for lifelong learning. 
4. Use emerging application software appropriate for specific tasks.

5. Select and apply the appropriate productivity software to complete tasks. 

6. Use help features and reference materials to learn software and solve problems.

7. Design, create, and publish pages incorporating multi-media using various on-line template resources.

8. Identify terminology and structure for database development to sort and extract information.

9. Manage folders and files.


	Essential Questions: In the age of information, how can data be best stored, retrieved, and organized for reporting in order to improve daily business operations? In the age of information, how can text & data best be integrated for reporting in order to improve decision making?

	

	Learning Goals: Students will be able to:

	Create a database table

	Create relationships between tables

	Modify and manage tables

	Perform queries

	Create tables and queries

	Create forms

	Create reports and mailing labels

	Modify, filter, and view data

	Import and export data

	Create forms

	Create reports


	Suggested Strategies
	· Create an employee database

· Create an advertiser's database

· Create a music collection database

	Suggested Assessments
	· Unit quizzes

· Portfolio assignments

· Access case studies

· Word, Excel & Access integration case studies

	Suggested Resources
	· Text: Skateboards, Inc.: An Integrated MS Office Simulation, Silvia, Diane M. and Viveiros, Linda M., BE Publishing, 2007. ISBN 0-9774611-4-9

· Text: Benchmark Office 2007, Rutkosky & Rutkosky, EMC Publishing, 2009.  ISBN 978-0-76382-999-5

· Windows XP Personal Computers with Office 2007

	Suggested Tech Integration
	· Microsoft Office 2007

	Content Vocabulary
	· Database, objects, table, field, data records, primary key, foreign key, table relationships, one-to-one, one-to-many, default value, data type, input mask, query, calculated field, aggregate functions, crosstab query, find duplicates query, unmatched query, forms, views, reports, conditional formatting, controls, field order, form header, AutoFormats, split form, multiple item form, gridlines, exporting data, importing data

	Lifelong Learning/21st Century Skills
	· Productive habits of mind
· Quality work
· Communicate effectively 
· Core Ethical Values 


PowerPoint

	Essential Understandings: 

1. Presentation software (such as PowerPoint) uses a graphical approach to present information to complement business presentations

2. PowerPoint is the most commonly used presentation software used globally in business and education

	Content Standards: Source: State of Connecticut Department of Education, Business and Finance Technology Education Frameworks, 2009: Computer Information Systems
1. Develop a mastery of technology tools required to enhance academic, business, and personal performance for success.
2. Use various input technologies to enter and manipulate information appropriately
3. Use information technology skills for lifelong learning. 
4. Use emerging application software appropriate for specific tasks.

5. Create and present multi-media using word processing and presentation software.

6. Select and apply the appropriate productivity software to complete tasks. 

7. Use help features and reference materials to learn software and solve problems.

8. Design, create, and publish pages incorporating multi-media using various on-line template resources.


	Essential Question: What are the appropriate software components and skills necessary to create professional quality video and audio presentations?

	

	Learning Goals: Students will be able to:

	Prepare a PowerPoint presentation

	Modify a presentation and use the Help feature

	Format slides

	Insert elements in slides

	Create and format PowerPoint presentations

	Export a presentation into Word

	Import other Office objects into PowerPoint


	Suggested Strategies
	· Create a company grand opening presentation

· Create an advertiser’s presentation

	Suggested Assessments
	· Unit quizzes

· Portfolio assignments

· PowerPoint case studies

· Office integrated case studies

	Suggested Resources
	· Text: Skateboards, Inc.: An Integrated MS Office Simulation, Silvia, Diane M. and Viveiros, Linda M., BE Publishing, 2007. ISBN 0-9774611-4-9

· Text: Benchmark Office 2007, Rutkosky & Rutkosky, EMC Publishing, 2009.  ISBN 978-0-76382-999-5

· Windows XP Personal Computers with Office 2007

	Suggested Tech Integration
	· Microsoft Office 2007

	Content Vocabulary
	· Presentation template, slides, slide layout, slide show, outline pane, transitions, sound effects, placeholders, presentation headers, presentation footers, rotating text, vertically aligning text, slide background, custom themes, shapes, grouping/ungrouping, slide master, custom prompts, handouts, notes view, animations, motion paths, movie clips, embedding, linking, encrypting, digital signatures, permissions, compatibility checker

	Lifelong Learning/21st Century Skills
	· Productive habits of mind
· Quality work
· Communicate effectively 
· Core Ethical Values 


Publisher
	Essential Understandings: 

1. Desktop publishing software allows individuals and businesses to produce professional looking publications 

2. Desktop publishing skills and software are used heavily in small businesses and education because of its lower development costs and ease of use

	Content Standards: Source: State of Connecticut Department of Education, Business and Finance Technology Education Frameworks, 2009: Computer Information Systems
1. Develop a mastery of technology tools required to enhance academic, business, and personal performance for success.
2. Use various input technologies to enter and manipulate information appropriately
3. Use information technology skills for lifelong learning. 
4. Use emerging application software appropriate for specific tasks.

5. Create and present multi-media using word processing and presentation software.

6. Select and apply the appropriate productivity software to complete tasks. 

7. Use help features and reference materials to learn software and solve problems.

8. Design, create, and publish pages incorporating multi-media using various on-line template resources.


	Essential Question: What are the appropriate software components and skills necessary to create professional typesetter quality publications?

	

	Learning Goals: Students will be able to:

	Define publication software

	Open, edit and save a publication

	Enter and format text in a text box

	View and print a publication

	Get help and change business information

	Plan and design a publication

	Create a publication using a template

	Replace existing text

	Add objects to a publication 

	Use the Design Gallery

	Format and manipulate objects 

	Add and modify a table

	Insert and resize clip art

	Use drawing tools

	Define, apply and modify a style

	Format text 

	Rearrange elements

	Modify objects

	Refine a page

	Experiment with design elements

	Add, delete and modify pages

	Work with a master page

	Add BorderArt

	Design WordArt

	Create a mail merge

	Prepare for commercial printing

	Use the Pack and Go Wizard

	Integrate with Office products

	Import a Word document

	Use AutoCorrect

	Use digital images

	Embed and link objects

	Use Design Checker

	Plan, design and create a web site 

	Close a publication and exit Publisher


	Suggested Strategies
	· Create business cards

· Create employee name badges

· Create bumper stickers
· Create an advertisement

· Create coupons
· Create a food menu

· Create a brochure

	Suggested Assessments
	· Unit quizzes

· Portfolio assignments

· Publisher case studies

· Office integrated case studies

	Suggested Resources
	· Text: Skateboards, Inc.: An Integrated MS Office Simulation, Silvia, Diane M. and Viveiros, Linda M., BE Publishing, 2007. ISBN 0-9774611-4-9

· Text: Benchmark Office 2007,  Rutkosky & Rutkosky, EMC Publishing, 2009.  ISBN 978-0-76382-999-5

· Windows XP Personal Computers with Office 2007

	Suggested Tech Integration
	· Microsoft Office 2007

	Content Vocabulary
	· Desktop publishing, publication, bitmap, jpeg, gif, clipboard, crop, stretch, rotate, embed, fill, font scheme,  frame, text box, gradient, gutter, template, rulers, guides, objects, sizing handles, design set, personal/business information set, wizard, HTML, FTP, zoom, landscape, portrait, page orientation, design checker, task pane, thumbnail image, design gallery, layering objects, styles, text overflow, reversed text, drop caps, master page, BorderArt

	Lifelong Learning/21st Century Skills
	· Productive habits of mind
· Quality work
· Communicate effectively 
· Core Ethical Values 
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