
 Grade 7 Computers 
 Microso� Office Proficiency-Beginner-Intermediate 

 (9 weeks) 
 Targeted Standards 

 8.1.2.A.5  Enter informa�on into a spreadsheet  and sort the informa�on. 
 8.1.8.A.2  Create a document (e.g. newsle�er,  reports, personalized learning plan, business le�ers or flyers) using one or more digital 
 applica�ons to be cri�qued by professionals for usability. 
 8.1.8.A.4  Graph and calculate data within a spreadsheet  and present a summary of the results 
 8.1.8.A.5  Create a database query, sort and create  a report and describe the process, and explain the report results. 

 Ra�onale and Transfer Goals  : 
 The purpose of this unit is to provide students of varying experience levels with a set of skills that allows them to create documents, 
 presenta�ons, and spreadsheets using MS Office.  MS Office is one of the most common computer applica�ons used in educa�on and business 
 alike; therefore, proficiency in the func�ons of MS Office are a necessity for all students. 

 Enduring Understandings:  What are the most essen�al  conclusions that students should be guided towards throughout this unit? 

 Selec�on of technology should be based on personal and/or career needs assessment. 

 Technology is constantly changing and requires con�nuous learning of new skills. 

 Essen�al Ques�ons  : 

 How do I choose which technological tools to use and when it is appropriate to use them? 

 In a world that is constantly changing, what skills do we need to master? 
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 Content/Objec�ves  Instruc�onal Ac�ons 
 Content 

 What students will know 
 Skills 

 What students will be able to do 
 Ac�vi�es/Strategies 

 How we teach content and skills 
 Evidence (Assessments) 

 How we know students have 
 learned 

 Which tasks each of the major MS 
 Office programs can perform. 

 How to create 
 professional-looking documents, 
 presenta�ons, and spreadsheets 
 independently. 

 How to use the following 
 programs in a variety of 
 professional, educa�onal, and 
 personal situa�ons:  MS Word, MS 
 Excel, and MS PowerPoint. 

 To use the most common MS 
 Office programs. 

 To create documents for prin�ng 
 and sharing. 

 To create and share presenta�ons. 

 To manage and store data in a 
 spreadsheet. 

 Independent comple�on of GCF 
 modules 

 Model and discuss elements of 
 MS Office 

 Forma�ve assessment of student 
 progress. 

 Assessments—Quizzes and final 
 project 

 Spiraling for Mastery 
 Where does this unit spiral back to other units from this or previous years 
 in order to ensure that students retain mastery of what they’ve learned? 

 Content or Skill for this Unit  Spiral Focus from Previous Unit  Instruc�onal Ac�vity 
 Basic computer opera�on skills  Introduc�on to computers  GCF tutorial lessons 

 Student applica�on and prac�ce 

 Modeling of computer applica�ons 
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 21  st  Century Skills:  What are the  21  st  Century Skills  that are a part of this unit, and where are they experienced? 

 This unit addresses informa�on and media literacy skills through the applica�on and prac�ce of MS Office.  Addi�onally, this unit addresses Life 
 and Career Skills.  Students must demonstrate ini�a�ve and self-direc�on as they work to complete the tutorial s independently. 

 Key resources:  What are the resources that are essen�al  for this unit (may also be listed in “Ac�vi�es/Strategies”)? 

 Computers 

 Microso� Office Suite—Power Point, Word, Excel, and Publisher 

 Internet connec�on 

 gcflearnfree.org 

 Youtube 
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http://www.p21.org/about-us/p21-framework

