Anchorage School District
Career & Technology Education Curriculum

Course Title: Microsoft Application Specialist Certification
Course No: H8123
Career Cluster: Business Management & Administration
CIP #: 

Grade Level: 9-12
Credits: .5 Elective
Prerequisite: Keyboarding recommended
Certification: Microsoft Certified Application Specialist (in Word, Excel, and/or PowerPoint)

Credit: ½ Elective credit
Course Description: Each student will have the opportunity to learn one or more Microsoft applications, take a practice test, and then take the test required to become a “Microsoft Certified Application Specialist” in MS Office 2007 applications: Word, Excel, and/or PowerPoint.
	Major Instruction Units
	Student Competencies/Outcomes

	Unit 1:  WORD - Editing and Formatting Documents
	Enabling Competencies:
1.  Preparing Documents

2.  Formatting Characters and Paragraphs

3.  Customizing Paragraphs

4.  Formatting Pages

Integration Skills:

1.1 Create & format documents

1.2  Layout documents

1.3. Format text and paragraphs

1.4  Manipulate text

1.5  Control pagination

1.6  Work with visual content



	Unit 2:  WORD - Enhancing and Customizing Documents
	Enabling Competencies:
1.  Applying Formatting & Inserting Objects

2.  Maintaining Documents

3.  Creating Tables and SmartArt

4.  Merging Documents

Integration Skills:

1.1 Create, format, and lay out documents

1.2  Insert and format illustrations

1.3  Format text graphically

1.4  Insert and modify text boxes

1.5  Use tables and lists to organize content

1.6  Modify tables

1.7  Merge documents and data sources

	Unit 3: EXCEL - Preparing and Formatting a Worksheet
	Enabling Competencies:
1. Preparing an Excel workbook

2. Inserting formulas in a worksheet

3. Formatting an Excel Worksheet

4. Enhancing a worksheet

Integration Skills:

1.1 demonstrate creating, manipulating, and formatting data; 

1.2 create and modify formulas;

1.3 set print options

	Unit 4: EXCEL - Enhancing the Display of Workbooks
	Enabling Competencies:
1. Moving data within workbooks

2. Maintaining workbooks

3. Creating a chart in Excel

4. Adding visual interest

Integration Skills:

1.1 demonstrate modifying and formatting cells and cell contents;

1.2  managing and formatting worksheets;

1.3 creating and modifying charts;

1.4 inserting and modifying illustrations;

1.4 managing changes and saving workbooks

	Unit 5:  POWERPOINT - Creating & Formatting PowerPoint Presentations
	Enabling Competencies:
1.  Preparing a PowerPoint Presentation

2.  Modifying a Presentation & Using Help

3.  Formatting Slides

4.  Inserting Elements in Slides

Integration Skills:

1.1 Create new presentations & arrange the slides

1.2  Insert & format text boxes

1.3  Add & link existing content to presentations

1.4  Insert & modify illustrations and shapes

1.5  Arrange other content

1.6  Prepare printed materials

	Unit 6:  POWERPOINT - Customizing and Enhancing Presentations
	Enabling Competencies:
1.  Creating Tables, Charts, and SmartArt Graphics

2.  Using Slide Masters and Action Buttons

3.  Applying Custom Animation and Setting Up Shows

4.  Integrating, Reviewing, Protecting, and Saving Presentations

Integration Skills:

1.1 Customize slide masters

1.2  Customize slide masters

1.3  Add elements to slide masters

1.4  Add & link existing content to presentations

1.5  Apply, customize, modify, and remove animations

1.6  Create SmartArt diagrams

1.7  Insert and modify charts & tables
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