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Course Overview:


Grade Level:  9-12 One Semester



Prerequisite:   Keyboarding/Document Processing



This course is  a continuation of Computer Keyboarding in which speed and accuracy is emphasized.  Students will be introduced to popular word processing programs and will increase their skill in the production of mailable documents.  An essential course for students planning career in the office occupations.

	Major Instruction Units
	Student Competencies/Outcomes

	Unit 1: Introduction or review of Computer Keyboarding. 
	Enabling Competencies:

1.1 Master the functions of the word processing program, to use or change default settings through the use of the keyboard functions keys, or mouse.

  1.2 Access the program, the “help” key, and exit the program.

Integration Skills:
  1.1a  Demonstrates the ability to use information management and use of technology as called for in RFW, and demonstrates the willingness to learn skills as called for in RFW.

  1.1b  Promotes “How to Learn Skills” as called for in SCANS; and applying what is learned as called for in RFW.

  1.2a   Shows initiative, is ambitious, figures out how to get the job done; works as efficiently as possible to get the job done as called for in RFW.     

	Unit 2: Creation and Revision of Mailable Letters
	Enabling Competencies:

2.1 Demonstrates different letter styles emphasizing form letters and mail merge.

2.2 Creates letters using appropriate enhancements, e.g. italics underlining, attention lines, etc.

Integration Skills:
  2.1a  Demonstrates the ability to use information management and use of technology as called for in RFW and demonstrates the willingness to learn skills as called for in RFW.

  2.2a  Specifies goals and constraints, generates alternatives, considers risks, and evaluates and chooses best alternative as called for in SCANS.



	Unit 3: Creation and Revision on Reports
	Enabling Competencies:

3.1 Apply and use appropriate report formats to create newsletters, flyers, pamphlets etc.

3.2 Apply and use appropriate editing features within the application programming, e.g. block, search move, replace.  

Integration Skills:
  3.1-2a  Organizes, and processes symbols, pictures graphs, objects, and other information as called for in SCANS.



	Unit 4: Creation and Revision of Business Communications
	Enabling Competencies:

4.1 Demonstrates knowledge of inter-office memos, other business forms, tables, and outlines.

4.2 Demonstrates knowledge of fax, e-mail technology, graphics, scanning, digital photography and internet usage.

Integration Skills:
  4.1a  Communicates thoughts, ideas, information, and messages in writing; and creates documents such as letters, directions, manuals, reports, graphs, and flow charts as called for in SCANS.



	Unit 5: Creation of Merge Documents
	Enabling Competencies:

  5.1  Design, create, merge and use primary and secondary files.

Integration Skills: 
  5.1a  Discovers a rule or principle underlying the relationship between two or more objects and applies it when solving a problem as called for in SCANS.


	Unit 6:  Implementation of Styles
	Enabling Competencies:

  Use style sheets, macros, templates, and/or stationery in order to maximize efficiency and productivity of the word processing program.

Integration Skills:
  6.1a  Possesses various skills including the more complex kinds of thinking, such as reasoning, analysis, and problem solving; ability to apply principles of business as called for in RFW.

  6.1b  Is careful and avoids mistakes; if mistakes are made, will correct the errors; take pride in work well done; holds high standards; will report any deviation from company standard as called for in RFW.




Evaluation:

The evaluation of this course is performed based.  The students will submit documents demonstrating their ability to complete these competencies.

