Computer Applications Time Line
	Week
	unit
	Lesson title
	Objective
	Standard

	1
	Introduction to Computers
	Introduction to Computers
	CA-02
	

	
	
	Communication devices, software, networks and the Internet
	CA-01
	3.7.10.C

3.7.10.D

3.7.10.E

	
	
	How to purchase, install, and maintain a personal computer
	CA-01
	3.7.10.C

3.7.10.D

	2
	Introduction to Windows XP and Office 2003
	Windows XP operating system and Windows XP Professional, Windows XP desktop
	CA-01
	3.7.10.C

3.7.10.D

	
	
	Keyboard, keyboard shortcuts, launching an application program, Windows Explorer
	CA-01
	3.7.10.C

3.7.10.D

	
	
	Copying, moving, Renaming, and deleting files in Windows Explorer
	CA-01
	3.7.10.C

3.7.10.D

	3
	
	Using help, support, logging off and turning off computer, software programs part of Office XP
	CA-01
	3.7.10.C

3.7.10.D

	
	
	Project Summary, learn it online, in the lab
	CA-01
	3.7.10.C

3.7.10.D

	4
	
	Project Summary, learn it online, in the lab
	CA-01
	3.7.10.C

3.7.10.D

	
	
	Project Summary, learn it online, in the lab
	CA-01
	3.7.10.C

3.7.10.D

	
	
	Project Summary, learn it online, in the lab
	CA-02
	3.7.10.C

3.7.10.D

	5 & 6
	Microsoft Word
	Project 1:  Grand Prix Announcement, starting and customizing word
	CA-08
	1.1.11

1.4.11

1.5.11

1.8.11

2.1.11

2.4.11

2.5.11

2.6.11

3.7.10

3.7.12

	7
	SAM/TOM 
	Complete Word training exercises in SAM/TOM.
	CA-01
	3.7.10.C

3.7.10.D

	
	SAM/TOM
	Complete Word test using SAM/TOM.
	CA-01
	3.7.10.C

3.7.10.D

	8
	Introductory 
Microsoft Excel
	Excel Basics
	CA-01
	3.7.10.C

3.7.10.D

	
	
	Changing the Appearance of a Worksheet
	CA-01
	3.7.10.C

3.7.10.D

	
	
	Organizing the Worksheet
	CA-01
	3.7.10.C

3.7.10.D

	9
	
	Worksheet Formulas
	CA-01
	3.7.10.C

3.7.10.D

	10
	
	Function Formulas
	CA-01
	3.7.10.C

3.7.10.D

	
	
	Making the Worksheet Useful
	CA-01
	3.7.10.C

3.7.10.D

	11
	
	Working with Multiple Worksheets
	CA-01
	3.7.10.C

3.7.10.D

	12
	
	Worksheet Charts
	CA-01
	3.7.10.C

3.7.10.D

	
	
	Computer Crimes and Ethics Web Quest
	CA-06
	1.1.11

1.6.11

3.7.10

3.7.12

	
	Business Project
	Create Excel documents for business project.
	CA-08
	1.1.11

1.4.11

1.5.11

1.8.11

2.1.11

2.4.11

2.5.11

2.6.11

3.7.10

3.7.12

	13
	SAM/TOM
	Complete Excel training exercises in SAM/TOM.
	CA-01
	3.7.10.C

3.7.10.D

	
	SAM/TOM
	Complete Excel test using SAM/TOM.
	CA-01
	3.7.10.C

3.7.10.D

	14
	Introductory 
Microsoft Access
	Access Basics
	CA-01
	3.7.10.C

3.7.10.D

	
	
	Manipulating Data
	CA-01
	3.7.10.C

3.7.10.D

	
	
	Creating and Modifying Forms
	CA-01
	3.7.10.C

3.7.10.D

	15
	
	Finding and Ordering Data
	CA-01
	3.7.10.C

3.7.10.D

	
	
	Reports and Macros
	CA-01
	3.7.10.C

3.7.10.D

	
	
	Integrating Access
	CA-01
	3.7.10.C

3.7.10.D

	
	
	End-of-Unit/Enrichment Activitiesb
	CA-01
	3.7.10.C

3.7.10.D

	16
	Business Project
	Create Access documents for business project.
	CA-08
	1.1.11

1.4.11

1.5.11

1.8.11

2.1.11

2.4.11

2.5.11

2.6.11

3.7.10

3.7.12

	
	SAM/TOM
	Complete Access training exercises in SAM/TOM.
	CA-01
	3.7.10.C

3.7.10.D

	
	SAM/TOM
	Complete Access test using SAM/TOM.
	CA-01
	3.7.10.C

3.7.10.D

	17
	Midterm 
	Midterm Project
	CA-01
	

	18
	Midterm
	Midterm Project
	CA-01
	

	19
	History of Computers
	History of Computers and the Internet today activities
	CA-05
	3.7.10

3.7.12

	20
	Introductory 
Microsoft PowerPoint
	PowerPoint Basics
	CA-01
	3.7.10.C

3.7.10.D

	
	
	Enhancing a PowerPoint Presentation
	CA-01
	3.7.10.C

3.7.10.D

	21
	
	Working with Visual Elements
	CA-01
	3.7.10.C

3.7.10.D

	
	
	Expanding on the Basics of PowerPoint
	CA-01
	3.7.10.C

3.7.10.D

	
	
	PowerPoint presentation on presentation techniques
	CA-03
	3.7.10.C

3.7.10.D

	22
	Business Project
	Create PowerPoint documents for business project.
	CA-08
	1.1.11

1.4.11

1.5.11

1.8.11

2.1.11

2.4.11

2.5.11

2.6.11

3.7.10

3.7.12

	23
	SAM/TOM
	Complete PowerPoint training exercises in SAM/TOM
	CA-01
	3.7.10.C

3.7.10.D

	
	SAM/TOM
	Complete PowerPoint test using SAM/TOM.
	CA-01
	3.7.10.C

3.7.10.D

	24
	Business Project
	Create PowerPoint presentation based on business project.
	CA-08
	1.1.11

1.4.11

1.5.11

1.8.11

2.1.11

2.4.11

2.5.11

2.6.11

3.7.10

3.7.12

	25
	Research Strategies
	PowerPoint presentation on Research and the Internet.  Activities to evaluate sources.  Scavenger hunt.  Email Etiquette PowerPoint presentation.
	CA-07
	1.2.11

1.8.11

3.7.10.C

3.7.10.D

	26
	Relocation Project
	Cover page, findyourspot.com assignment, family scenario, house & vehicle scenario.
	
	1.2.11

1.8.11

13.1.11

13.2.11

3.7.10.C

3.7.10.D

	27
	Relocation Project
	College scenario, career scenario.
	
	13.1.11

13.2.11

3.7.10.C

3.7.10.D

	28
	Relocation Project
	Family budget worksheet.  Compile data.  Create a spreadsheet.  Make a chart.
	
	11.1.12

3.7.10.C

3.7.10.D

	29
	Relocation Project
	Create PowerPoint presentation.  Each student presents.
	
	1.5.11

1.6.11

3.7.10.C

3.7.10.D

	30
	Introductory
Microsoft Publisher & Microsoft FrontPage
	Publisher Basics
	CA-01
	3.7.10.C

3.7.10.D

	
	
	FrontPage Basics
	CA-01
	3.7.10.C

3.7.10.D

	
	
	Travel Brochure Project
	CA-04
	3.7.10.C

3.7.10.D

	31
	Business Project
	Create documents such as business cards, brochures, letterhead, flyers, advertisements, menus, etc. using Publisher.
	CA-08
	1.1.11

1.4.11

1.5.11

1.8.11

2.1.11

2.4.11

2.5.11

2.6.11

3.7.10

3.7.12

	
	Business Project
	Presentations to the class.
	
	

	32
	Introductory 
Microsoft Outlook
	Outlook Basics
	CA-01
	3.7.10.C

3.7.10.D

	
	
	Calendar
	CA-01
	3.7.10.C

3.7.10.D

	
	
	Working with Other Outlook Tools
	CA-01
	3.7.10.C

3.7.10.D

	
	
	End-of-Unit/Enrichment Activities
	CA-01
	3.7.10.C

3.7.10.D

	33
	Vacation Project
	Research to choose location.  Compose a vacation & activity letter.  
	CA-01
	1.2.11

1.8.11

1.4.11

1.5.11

3.7.10

3.7.12

	34
	Vacation Project
	Prepare an information flyer and itinerary.
	
	

	35
	Vacation Project
	Prepare an activity list, cost sheet, bib page, table of contents and title page.
	CA-01
	

	36
	MOS Cert test
	Training on SAM/TOM.  Complete Microsoft Office Specialist Certification exam.
	CA-01
	3.7.10.C

3.7.10.D

	36
	Finals
	
	CA-01
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