Computer Applications
Mulvane High School

Course Description


This course is designed to include units of study on the use of Office XP, word processing concepts, spreadsheets, databases, presentation software, and introduction to the internet. It will serve in part to meet the Qualified Admissions Pre-college Curriculum for Computer Technology Proficiencies as required by the Kansas Board of Regents. This is a one semester course that will cover basic elements of creating documents, printing and sending documents, using writing tools, using formatting tools and techniques, working with tables, mail merge, graphics, working with forms, creating worksheets, calculating data, creating charts, working with database features, and integrating software applications.

Enrollment for this course would be open to students in grades 10-12 with priority given to 11-12 grade students. A prerequisite for this course is a passing grade in Word Processing. Other courses highly recommended would be Computer Concepts I, and Computer Concepts II.

Course Length-70.63 hours (one 55 minute class per day four days a week and one 40 minute period per day for one day a week in an eighteen week semester)

Course Outcomes

1. The student will learn the basics of Windows XP including desktop setup.

2. The student will learn internet skills including information search and retrieval.

3. The student will learn how to create, print, and send documents using various resources.

4. The student will learn basic formatting techniques and ways to enhance documents. 

5. The student will create and work with tables. 

6. The student will work with and use mail merge.

7. The student will work with graphics and graphic tools.

8. The student will create forms.

9. The student will learn spreadsheet basics.

10. The student will create, print, and distribute spreadsheets.

11. The student will create spreadsheets to calculate data.

12. The student will interpret spreadsheet data.

13. The student will create charts to communicate data.

14. The student will understand the basics of databases in use with spreadsheets.

15. The student will integrate applications of word processing and spreadsheet software.

16. The students will utilize many of the latest computer technologies.

Course Content

I. INTRODUCTION TO THE PC AND NETWORK

A. Setup and connection of the computer

B. Creating directories/file management

II. USING MICROSOFT WINDOWS XP

A. Starting Windows

B. Setting up the desktop

C. Saving documents in various formats for future use

III. WORD PROCESSING-DOCUMENT BASICS

A. Moving around a Word document

B. Entering and selecting text

C. Saving a document

D. Inserting and deleting text

E. Using Undo, Redo, Show/Hide buttons

F. Cutting, copying, and pasting text

IV. WORD PROCESSING-CREATING, PRINTING, AND SENDING A DOCUMENT

A. Using templates and wizards

B. Using the Print Preview feature

C. Printing a document

D. Creating and printing an envelope

E. Using Microsoft Word’s Web tools

F. Sending documents electronically

V. WORD PROCESSING-WORKING WITH BASIC WRITING TOOLS

A. Using AutoText and AutoCorrect features with Microsoft Word

B. Checking spelling and grammar

C. Using the Thesaurus and change hyphenation

D. Using the Word Count command

E. Inserting symbols

F. Entering and removing a password

VI. WORD PROCESSING-USING BASIC FORMATTING TECHNIQUES

A. Specifying page size and orientation

B. Setting margins

C. Controlling pagination and adjusting vertical alignment

D. Applying character formatting

E. Applying paragraph formatting

F. Applying page formatting

G. Using tabs

VII. WORD PROCESSING-ENHANCING DOCUMENTS

A. Adding bullets and numbering to lists

B. Adding borders and shading to text

C. Using the AutoFormat feature

D. Working with styles

E. Using the Heading Numbering command

F. Using the Drop-Cap command

G. Formatting text in newspaper columns

H. Using the Replace command

I. Recording and running a macro

J. Using the Comment feature

K. Working with Fields

L. Using headers, footers, and page number commands

VIII. WORD PROCESSING-WORKING WITH TABLES

A. Creating and inserting text in a table

B. Changing the table structure

C. Editing table entries

D. Working with numbers in a table

E. Formatting a table

F. Converting text to a table

IX. WORD PROCESSING-WORKING WITH MAIL MERGE

A. Using Mail Merge help

B. Working with a main document

C. Working with data source

D. Using the Mail Merge toolbar

E. Merging mail document with a data source

F. Printing envelopes and labels from a data source

X. WORKING THE GRAPHICS

A. Inserting a graphic into a document

B. Editing a formatting graphic

C. Working with AutoShapes and drawing tools

D. Using text boxes

E. Using WordArt

F. Inserting a chart into a document

XI. WORKING WITH FORMS AND WEB PAGES

A. Using form fields

B. Creating a form template

C. Protecting and modifying a form

D. Filling in an online form

E. Sharing a form template with other users
F. Creating a Web Page

XII. SPREADSHEETS

A. Opening a workbook

B. Moving around a worksheet and selecting cells

C. Entering text and numbers

D. Editing data in a cell

E. Using the Undo and Redo commands

F. Entering formulas

G. Understanding arithmetic operators and cell references

XIII. CREATING, PRINTING, AND DISTRIBUTING WORKSHEETS

A. Creating a worksheet

B. Using the AutoCorrect and spell checking features

C. Using the AutoFormat command

D. Renaming spreadsheets

E. Using the Print Preview, Page Setup, and Print commands

F. Identifying buttons on the Web toolbar

G. Publishing worksheet data in HTML format

XIV. FORMATTING AND EDITING A WORKSHEET

A. Adjusting column width and row height

B. Formatting cells

C. Copying formats

D. Applying conditional formatting 

E. Using styles

F. Inserting cells, rows, and columns

G. Copying and moving data

H. Using the Find and Replace command

XV. CALCULATING DATA IN A WORKSHEET

A. Entering formulas

B. Using operations and group expressions

C. Defining relative, absolute, and mixed references

D. Using functions

E. Naming ranges

XVI. CHARTING

A. Creating a chart

B. Selecting charts for sizing, moving, and deleting

C. Activating charts for editing

D. Inserting objects and pictures in a chart

E. Printing and saving a chart

F. Creating a map from worksheet data

XVII. WORKING WITH DATABASE FEATURES

A. Designing a database

B. Creating a database

C. Adding records to a database

D. Finding, editing, and deleting records

E. Sorting and filtering records

F. Use the Subtotals command

XVIII. INTEGRATION OF WORD PROCESSING AND SPREADSHEET

A. Choosing a method for integrating information

B. Inserting information by using Cut, Copy and Paste commands

C. Linking information

D. Embedding information
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