Information Technology
Business Computer Applications I (IT 1411)
Microsoft Word & PowerPoint
 
	Instructor
	Email
	Office Location & Hours

	Amanda Copley
	acopley@k12.wv.us
	Room 210, 


Course Description
This course is designed to develop student understanding and skills in such areas as Microsoft
Word and Microsoft PowerPoint. This course prepares students for the Microsoft Word Office
Specialist Exam and for the Microsoft PowerPoint Office Specialist Exam. Students utilize
problem‐solving techniques and participate in hands‐on activities to develop an understanding
of course, concepts. Teachers should provide each student with real world learning
opportunities and instruction.
 
Course Goal
Our goal is for each student to obtain a Microsoft Word and Microsoft PowerPoint certification. The test is free and will be given at school. Microsoft is a global recognized company.
Grades & Testing
Summative Assessments will be worth 50 % of their grade. Summative assessments will be chapter tests, exams, semester exams, and projects. Cheating is automatic zero.
Grading Scale:
100 – 90 = A
89 – 80 = B
79 – 70 = C
69 – 60 = D
59 – 0 = F
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SKILL SET/COMPETENCY

Communication:

20%

X

Communicate in multiple modes.
to address needs within the carcer
technical field

‘Apply strategles to enhance effectiveness of alltypes of communications in the.
workplace

‘Apply reading strategies as needed for 2 variety of purposes

Evaluate information contained in documents

‘Apply besic communication skils when writing

Write technical materi

Develop presentations using appropriate technologies (e g, tables, charts, & visual
graphics)

‘Apply oral communication skil

Deliver presentations

Aoply active istening skils

Apply nonverbal communication skills

Communicate with others in a workforce of diversity (e.2, age, ethniciy, religion,
gender)

Share information using a range of 2ppropriate communications technologies

19%

Solve problems using critical thinking.

Define the problem

Analyze the problem

Research relisble information relevan to the problem

Investigate alternatives based on reasoned criteria

Identify appropriate solutions

Make recommendations

\mplement solutions

Evaluate solutions

Information Technology Applications:

%

‘Apply information technology resources
in the workplace

Identify effcient, effective, & ethical uses of technology in the workplace.
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Use information technology tools to access, manage, integrate, & create new information | x | x
Use writing/publishing/oresentation spolications x| x

Systems o% x [ x [x]x

Work within organizationalculiure & Demonstrate an understanding of how business & industry systems function

technological ystems within the economy * " bl B
Demonstrate an understanding of the functions of systems in 2n organization (e.2.,
mansgement, human resources, productioh & services) I
Demonstrate principles of internal/external customer service x| x x| x
Apoly industry quality standards & prectices x [ x [ x|«

Safety, Health, & Environment: o% x| x x| x

Ensure safe & healthiul working conditions Ensure safe working conditions. x| x x| x
Demonstrate safe use of tools & equipment x [ x [ x|«
Ensure healthful working conditions x| x x| x
Proctice environmente! conservation & safety x| x x| x

Leadership & Teamwork: 1% x [ x [ x|«

Enhance work outcomes through Demonstrate leadership skills

leadership, management, & teamwork bl L
Organize work x| x [ x|«
Aoply mansgement techniques x| x x| x
Demonstrate group process technigues x| x x| x
Perform work tesks in  team x [ x [ x|«

Ethics 8/or Legal Responsibilites: % x| x x| x

Pracice profesional,ethical, & egal bhavio ‘Apply professional & ethicalstandards to workplace conduct

consistentuith workplce sandsrds ks © X[ x| x]x
‘Adhere to established laws, policies, & procedures x| x [ x|«

Employability &/or Career Deyel. 1a% x| x x| x

Progress on a purposefl career path

through application of employabilty sills X x x|
Seek employment x| x x| x
Apoly for employment x [ x [ x|«
Evaluste job offers x| x x| x
Demonstrate employability skl needed to keep = job x| x x| x
Demonstrate personal qualities appropriate to the work environment x| x x| x
Assess altemative occupational opportunities (e, working conditons benefis, & | | | |

opportunites for chan

*Note: Workplace Readiness skill sets should be integrated throughout the IT 1450 Information Management Program of Study as individual

course skill sets are delivered.
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MICROSOFT WORD - EXAM 77-725

Standard

SKILL SET/COMPETENCY

Create & Manage DogS

Create a Document

Navigate Through a Document

Formata Document

Customize Options & Views for Documents

Print & Save Documents

Format Text, Paragraphs, & Sections

Insert Text & Paragraphs

Format Text & Paragraphs

Order 8 Group Text & Paragraphs

Create Tables & Lists

Create aTable

Modify a Table

Create & Modify 3 List

Create & Manage References

Create & Manage Reference Markers

Create & Manage Simple References

Insert & Format Graphic Elements

Insert Graphic Elements

Format Graghic Elements

Insert & Forma

martArt Graphics
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BCA | BCA

DI | wep

Create & Manage Presentations

Create a Presentation

Insert & Format Sides

Modify lides, H&auts, & Notes

Order & Group Siides.

Change Presentation Options & Views

Configure a Presentation for Print

Configure & Present 2 slide Show

Insert & Format Text, Shapes, & Images

Insert & Format Text

Insert & Format shapes & Text Boxes

Insert & Format Images

Order 8 Group Objects

Insert Tables, Charts, SmartArt, & Media

Insert & Format Tables

Insert & Format Charts

Insert & Format SmartArt graphics

Insert & Manage Media

Apply Transitions & Animations

‘Apply siide Transitions

‘Animate Side Content

Set Timing for Transitions & Animations

Manage Multiple Presentations

Merge Content from Multiple Presentations.

Finalize Presentations





