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Unit 2: Microsoft® Word

This unit explores common uses for Microsoft® Word in an educational 

setting while utilizing real-world applications. You will be guided 

through the digital writing process, construct paragraphs, and format 

text while using active and passive voice and a variety of verb moods. 

Narrative and poetic structure will also be analyzed using columns and 

rows within a table to organize thoughts and ideas. A variety of essays 

will also be presented for you to utilize. You will conduct a search and 

update a search log. In your writing, you will learn to accurately 

reference materials in scholastic documents.

•Explore and create task-specific writing structures to include 

paragraphs, poetry, expository, and informative writing

•Utilize Microsoft Word to plan and create text-based 

documents through the research and development phases

•Conduct a search and site sources accurately in a document

Unit 3: Microsoft® PowerPoint

This unit explores common uses for Microsoft® PowerPoint in an 

educational setting while utilizing real-world applications. Students will 

research a variety of topics relating to natural disasters and history, 

with emphasis on the Progressive Era. Students will analyze 

information using concept maps and incorporating SmartArt graphics 

and text. Digital enhancements will be examined through the use of 

timelines and photos.

•Research, analyze, and identify key information on natrual 

disasters and the Progressive Era

•Create multi-dimensional digital presentations using the 

Photo Album feature and text and images to illustrate a 

timeline

•Utilize SmartArt graphics to create concept maps in order to 

organize information within presentations

Unit 4: Microsoft® Excel

This unit explores common uses for Microsoft Excel in an educational 

setting while utilizing real-world applications. You will explore, create, 

and input various data sets to conduct trend and frequency analyses. 

You will reorganize and reevaluate two-variable data sets to explore 

relationships. At the end of the unit, you will conduct a survey and 

analyze the data by creating and formatting scatter plots and trend 

lines to show negative and positive correlations.

•Investigate common trends within scatter plot diagrams to 

analyze information

•Modify two-variable data to support further data analysis

•Create a digital database to analyze information

•Analyze and compare data frequencies among multiple sets 

of data

Unit 1: Introduction

In this unit, you will revisit and expand upon basic computer skills. You 

will practice hand positioning for efficient typing skills and familiarize 

yourself with various computer components, including personal 

hardware, operating systems, and software programs. You will examine 

troubleshooting methods to gain familiarity of common computer 

issues and ways to effectively overcome them.

SCOPE AND SEQUENCE

Students progress to more sophisticated work in this course, including the use of electronic media and software to apply academic concepts in the creation 

of meaningful organizers, projects, and presentations. Students locate, retrieve, and evaluate data in order to construct and analyze databases. Students 

produce presentations on Internet safety, online predators, and cyberbullying. At the end of the course, students become effective communicators and 

collaborators as they plan, evaluate, and synthesize research emphasizing current issues with technology.

WYOMING CONTENT AND PERFORMANCE STANDARDS

BENCHMARK

•Utilize keys above, below, and on the home row to type 

individual letters and words

•Create an effective and efficient file hierarchy for courses 

and construct the file management system for schoolwork

•Develop strategies and recommend solutions to various 

computer problems

•Distinguish the difference between hardware, software,

components, and the operating system of computer and 

other technology devices
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Unit 5: Study Strategies

This unit explores necessary study strategies using digital technology 

enhancements. Students will examine time management, study, and 

test-taking techniques to support academic success.

•Identify time management skills

•Utilize various types of graphic organizers as study aids

•Examine five types of test-taking strategies

•Align study strategies with educational goals

Unit 6: Internet Safety

This unit explores the use of cyber communities. Students will examine 

guidelines for computer and cyber citizenship, risks associated with 

Internet use, and copyright laws.

•Explore guidelines for cyber citizenship

•Investigate risks associated with Internet use

•Explore different ways that media can be used to convey 

messages

•Describe the effects of copyright laws on producers and 

consumers

•Utilize appropriate referencing techniques

Unit 7: Digital Publishing

This unit explores the impact of technology on the world. You will 

conduct research as an advocate for the use of technology in education, 

design a logo for that cause, and create a movie to convince others that 

technology is a vital aspect to building stronger schools. As a 

culminating activity, you will participate in a class discussion to 

showcase your knowledge and provide your peers with feedback.

•Research and advocate the use of technology in education

•Explore different ways that media can be used to convey 

messages

•Design and produce a multimedia project that integrates the 

basic elements of design to communicate research

•Utilize collaboration software to participate in a peer review


