
	COURSE OUTLINE
This course outline is intended as a guide only in assisting the teacher in planning units of instruction. When necessary, adjustments to the material covered will be made.

Month
unit
Lesson
Lesson title
January
Introduction
Orientation to Course
Introduction to Computers
Introduction to Windows Vista
February
Introductory 
Microsoft Word
1

Creating and Editing a Word Document
2

Creating a Research Paper
3

Creating a Cover Letter and a Resume
Web
Creating a Web Page Using Word
End-of-Unit/Enrichment Activities
March
Introductory 
Microsoft Excel
1

Creating a Worksheet and an Embedded Chart
2

Formulas, Functions, Formatting, and Web Queries
3

What-if Analysis, Charting, and Working with Large Worksheets
Web
Creating Web Pages Using Excel
End-of-Unit/Enrichment Activities
April
Introductory Microsoft Access
1
Creating and Using a Database
2
3
Querying a Database
Maintaining a Database
Integration
Sharing Data Among Applications
End-of-Unit/Enrichment Activities
May
Introductory 
Microsoft PowerPoint
1

Creating and Editing PowerPoint

2

Creating a Presentation with Illustrations and Shapes
Web
Creating Web Pages Using PowerPoint
End-of-Unit/Enrichment Activities and Exam
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