CTE Course Description & Cross-walk


	Course Name:
	Microsoft Application Specialist Certification
	District Name:
	Anchorage School District
	EED USE ONLY
	Date: 

	Course  Number:
	H8123
	Developed by:
	Doug Wall and Leha Uehling
	Approval Status: 

	Date:
	Spring 2011
	Adapted from:
	

	


	( Career Cluster/Pathway:
	Business Management & Administration
	( Prerequisite Course(s):
	Keyboarding recommended

	( Is this the final course offered by district?    YES    NO  FORMCHECKBOX 
(
	Next Course In Sequence: Business Computer App or Bus. Technology & Web

	( High School Credit =
	.5
	( This course will be offered:
	 FORMCHECKBOX 
 every year?
	OR
	 FORMCHECKBOX 
 every other year?

	( Technical Assessment Title & publisher: 
	MOS Certification Test by Certiport

	( Is this course part of a CTE Program of Study agreement? 
	YES  FORMCHECKBOX 
    NO X

	
If Yes, list postsecondary institution & attach the CTEPS Agreement:
	

	( Is this course brokered through another institution or agency?
	X  No
	OR
	 FORMCHECKBOX 
 Yes

	
If Yes, list institution/agency:
	

	( Tech Prep:
	X  No
	OR
	 FORMCHECKBOX 
 Yes
	If Yes, (1) List Postsecondary Institution:
	

	
(2) Name of Course: 
	
	Number of postsecondary credits
	
	

	( Eligibility for Nationally Recognized Skill Certificate(s)/State License or credential at conclusion of this course?
	 FORMCHECKBOX 
 No
	OR
	X  Yes

	
If Yes, identify Certificate(s) or License:
	Microsoft Certificate Application Specialist – Word, Excel, and/or PowerPoint

	


( Course Description (a brief narrative description as published in the school’s registration materials OR attach the district syllabus): 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.
( Content Headings/Topics: 
· WORD - Editing and Formatting Documents

· WORD - Enhancing and Customizing Documents

· EXCEL - Preparing and Formatting a Worksheet

· EXCEL - Enhancing the Display of Workbooks

· POWERPOINT - Creating & Formatting PowerPoint Presentations

· POWERPOINT - Customizing and Enhancing Presentations
Source of Occupational Skills Standards

	Source/Organization/Agency
	Acronym
	Website or Location of Information
	Section, Chapters, etc. referenced in 
Performance Standards
	Date
of Edition or Version

	States Career Cluster Initiative
	SCCI
	www.careerclusters.org
	(use appropriate pathway)
	2008

	
	
	
	
	


	Student Performance Standards

(Learner Outcomes or Knowledge & Skill Statements)
	Specific

Occupational

Skills Standards
	Alaska Reading, Writing, Math, Science 
4th Ed. PSGLE’s
	Alaska Employability Standards
	Alaska Cultural Standards
	All Aspects of Industry
	How Will Students Be Assessed?
(Formative Level)

	Demonstrate knowledge of basic word processing, mail merge, macros/templates, and scanning.
	NBEA VI, ISTE 3
	W434, R4.1, R4.3
	A2
	B4
	IWE 4,5
	Pre/Post Test, Performance Assessments

	Create multi-page integrated business or personal documents utilizing formatting techniques of technology
	NBEA VI, ISTE 3
	W4.3, W4.4, W4.5, R4.1, R4.3,
	A2
	B1, 2, 3, 4
	IWE 4,5
	Pre/Post Test, Performance Standards



	Demonstrate advanced application of spreadsheets
	NBEA IV. DMS 1-14, 3-4, 4 VII  CAISO 1-4, 2-4, 3-4
	R4.1, R43, W43
	A2
	
	IWE 4, 5
	Pre/Post Test, Performance Standards



	Demonstrate advanced application of presentation program, power point
	NBEA VII CAISO 1-4, 2-4, 3-4
	 
	A2
	B2, 3
	IWE4, 5
	Pre/Post Test, Performance Standards



	
	
	
	
	
	
	


(Hint: Use the “tab” key at the end of this table to add more rows.)
List of Major Instructional Resources:  (websites, textbooks, essential equipment, reference materials, supplies)

Assessment:  Pre/Post Test, MOS Certification (Certiport)
Text: Paradigm Publishing, Benchmark Series, Windows XP Edition, Microsoft Word 2007, Level 1;MS Excel 2007, Level 1, PowerPoint, 2007

All texts are approved courseware for Microsoft Certified Application Specialist

State Standards: http://www.eed.state.ak.us/qschools/standards.html
Content Standards for Alaska Students


Performance Standards for Alaska Students


Employability Standards for Alaska Students

Cultural Standards for Alaska Students

All Aspects of Industry


The Institute for Workforce Education (IWE)

http://www.lx.org/iwe/Resources/All_Aspects.doc   

Occupations Skills/Standards:

 National Business Education Association  (NBEA)

 http://www.nbea.org
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