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Course Description 
 
Students will be exposed to practical examples of technology as a useful tool.  In today’s world of 
technology this is a life skill that will benefit every student regardless of the profession they choose.  The 
students will use the proper procedures to create documents, graphs, spreadsheets and presentations 
suitable for course work, professional purposes, and personal use.  The Internet will be used throughout 
the course for research purposes and students will be instructed on safe usage when using the internet. 
 
Course Resources 
 
Microsoft Office 2013  
Internet 
Google Apps 
Online Databases 
 
Pacing Guide 
 

Unit Titles  Time Frame  
Unit One: Creating a Worksheet and an 
Embedded Chart for Presentation Purposes 
 

5 Weeks  

Unit Two:  Design and Create a Stock 
Analysis Worksheet for Presentation 
Purposes   
 

4 Weeks  

Unit Three:  Creating and Editing a Word 
Document for Academic Purposes 
 

5 Weeks  

Unit Four:  Using Online Communities for 
Academic Purposes 

2 Weeks  

Unit Five: Creating and Editing a 
PowerPoint Presentation 

3 Weeks  

 
 
Unit 1 – Fundamentals of Economics  
6-7 Weeks  
 
Unit 1 Overview  
In this unit, students will construct a spreadsheet, enter data, and use mathematical or logical function to 
manipulate data, generate charts and graph, and interpret the results. Students will employ spreadsheet 
applications to organize and manipulate data. Students will explore database applications to manage data. 

 



 
 
 
Essential Questions 
 

Ø How can Excel help me organize important data? 
Ø How can I determine which table and cell styles are the most appropriate for presenting the data 

in a Microsoft Excel Worksheet? 
Ø To what extent does formatting influence how an audience responds to a document?   

	

 
Essential Learning Outcomes 
 

Ø Students will construct a spreadsheet, enter data, and use mathematical or logical function to 
manipulate data, generate charts and graph, and interpret the results.  

Ø Students will employ spreadsheet applications to organize and manipulate data.  
Ø Students will explore database applications to manage data. 

 
Technology Infusion 
 

Ø 8.1.12.A.4  
Ø 8.1.12.A.1 

 
Differentiation 

Ø Extra Time 
Ø Individualized Instruction 
Ø Individualized Assignments 

 
Assessments 

Ø Spreadsheets  
Ø Digital Portfolio 

 
21st Century Learning Connection 
 

Ø 9.3.12.ED.1 
Ø 9.3.12.ED.10 

 
 
 
 
 
 
 
 



Unit 2 Design and Create a Stock Analysis Worksheet for Presentation Purposes 
Four Weeks  
 
Unit 2 Overview  
In this unit, Students will interact, collaborate and publish with peers, experts, or others employing a 
variety of digital environments and media.  Students will understand and use technology systems.  
Students will use technology to produce, publish and present information and ideas and use a wide range 
of idea creation techniques.   
Essential Questions 
	

Ø How can I utilize Microsoft Excel to recognize relationships among numbers or predict 
reasonable estimations in business? 

Ø How can a business utilize Microsoft Excel to assess various measurements correctly to make 
business decisions? 

 
Essential Learning Outcomes 
 

Ø Students will interact, collaborate and publish with peers, experts, or others employing a variety 
of digital environments and media.   

Ø Students will understand and use technology systems.   
Ø Students will use technology to produce, publish and present information and ideas and use a 

wide range of idea creation techniques.   
 
Differentiation 

Ø Extra Time 
Ø Individualized Instruction 
Ø Individualized Assignments 

 
Assessments 

Ø Spreadsheets  
Ø Digital Portfolio 

 
21st Century Learning Connection 
 

Ø 9.3.12.ED.1 
Ø 9.3.12.ED.10 

 
21st Century Learning Connection 
 

Ø 9.3.12.ED.1 
Ø 9.3.12.ED.10 

 
 
 
 



Unit 3 - Creating and Editing a Word Document for Academic Purposes	
Four Weeks  
 
Unit 3 Overview  
In this unit, students will create and edit a word document that communicates specific information and 
requires careful analysis and planning.  Students will use the library media center to prepare a short 
research paper using MLA style.  Students will evaluate and select information sources and digital tools 
based on the appropriateness to specific tasks.  
 
 
Essential Questions 

Ø How will my use of Microsoft Word benefit me in the career or college of my choice? 
Ø How will my new skills in Microsoft Word facilitate workflow in my other classes? 
Ø How can I ensure I have developed desirable word processing skills that will facilitate my career 

search?  
 

Essential Learning Outcomes 
 

Ø Students will create and edit a word document that communicates specific information and 
requires careful analysis and planning.   

Ø Students will use the library media center to prepare a short research paper using MLA style.   
Ø Students will evaluate and select information sources and digital tools based on the 

appropriateness to specific tasks.  
 

Technology Infusion 
Ø 8.1.12.D.1  
Ø 8.1.8.A.2 

 
 
Differentiation 

Ø Extra Time 
Ø Individualized Instruction 
Ø Individualized Assignments 

 
Assessments 

Ø Spreadsheets  
Ø Digital Portfolio 

 
21st Century Learning Connection 
 

Ø 9.3.12.ED.1 
Ø 9.3.12.ED.10 

 
21st Century Learning Connection 
 



Ø 9.3.12.ED.1 
Ø 9.3.12.ED.10 

 
 
Unit 4 – Using Online Communities for Academic Purposes     
2 Weeks  
 
Unit 4 Overview  
In this unit, Students will investigate various online learning communities for academic purposes.  
Students will select and use the appropriate tools and digital resources to accomplish a variety of tasks 
and to solve problems.  Students will use technology to produce, publish and present information and 
ideas. 

 
Essential Questions 

Ø How can I use Google classroom to improve my performance in the Computer Applications 
classroom?  

Ø How will using Google classroom now better prepare me for college or my career? 
Ø How will my experience with Google Classroom benefit me later during my college or career 

experience?   
Ø How might the appearance of a flyer, letter or other information communication tool effect a 

business if it is difficult to read, poorly organized or contains spelling errors?  
Ø How do I choose which technological tools to use and when is it appropriate to use them? 

 
Essential Learning Outcomes 

Ø Students will investigate various online learning communities for academic purposes.   
Ø Students will select and use the appropriate tools and digital resources to accomplish a variety of 

tasks and to solve problems.   
Ø Students will use technology to produce, publish and present information and ideas. 

 
Technology Infusion 
 

Ø Extra Time 
Ø Individualized Instruction 
Ø Individualized Assignments 

 
Assessments 

Ø Spreadsheets  
Ø Digital Portfolio 

 
21st Century Learning Connection 
 

Ø 9.3.12.ED.1 
Ø 9.3.12.ED.10 

 
21st Century Learning Connection 



 
Ø 9.3.12.ED.1 
Ø 9.3.12.ED.10 

______________________________________________________________________________ 
 
Unit 5 – Creating and Editing a PowerPoint Presentation      
3 Weeks  
 
Unit 5 Overview  
In this unit, Students will investigate various online learning communities for academic purposes.  
Students will select and use the appropriate tools and digital resources to accomplish a variety of tasks 
and to solve problems.  Students will use technology to produce, publish and present information and 
ideas. 

 
Essential Questions 

Ø How important is it to know and understand your audience when planning and preparing a 
presentation?  

Ø How does media literature  apply to the topic of PowerPoint? 
Ø Why is it important to catch your audience’s interest when you are giving a presentation?   
Ø How can I emphasize the main points of my presentation while maintaining the attention of my 

audience? 

Essential Learning Outcomes 
Ø Students will investigate various online learning communities for academic purposes.   
Ø Students will select and use the appropriate tools and digital resources to accomplish a variety of 

tasks and to solve problems.   
Ø Students will use technology to produce, publish and present information and ideas. 

 
Technology Infusion 
 

Ø Extra Time 
Ø Individualized Instruction 
Ø Individualized Assignments 

 
Assessments 

Ø Spreadsheets  
Ø Digital Portfolio 

 
21st Century Learning Connection 
 

Ø 9.3.12.ED.1 
Ø 9.3.12.ED.10 

 
 
21st Century Learning Connection 



 
Ø 9.3.12.ED.1 
Ø 9.3.12.ED.10 

 


