2010-2011 Washington County Public Schools Pacing Calendar 
Pacing Calendar for 7th and 8th Grade Computer Applications
	New Teacher Orientation
	Standards of Learning
	Lessons/ Assignments

	AM Convocation/PM Teacher Workday 
	
	

	Curriculum and Instruction In-Service
	
	

	Principal Workday
	
	

	Teacher Workday
	
	

	
	
	

	Student Registration
	
	

	Teacher Workday
	
	

	Week 1
	R-1
Key alphabetic, numeric, and symbol information using a touch system and correct techniques.
R-2
Manipulate data/software/operating system using function keys, icons, touch screens, bars, and pull-down menus.
R-3
Improve keyboarding techniques.
R-4
Increase keyboarding speed and accuracy.
R-7
Describe ergonomic guidelines related to safe computer use.
R-9
Boot, access, and exit operating system software.

R-50
Identify safety precautions associated with computer use (e.g., surge protectors, anti-static mats and pads, power plugs).
R-10
 Input data and commands using peripherals. (e.g., keyboard, light pen, mouse, scanner, and voice recognition.)
R-11
Use file and disk management techniques, such as copy, move, store, rename, retrieve, save, delete, and create-manipulate directories.
R-12 Access and exit software.
	--(7th and 8th)  Boot up computers

--Warmup—alphabetic keyboard

--Teacher reviews ergonomic guidelines for safe computer use, keyboarding techniques, etc.

--Teacher helps students set up Quia account and create folders for the book assignments.
--Speed Drills using correct keyboarding techniques

--Students use Java Games on Quia to introduce vocabulary

.--Teacher Presentation--Introduce and/or review Microsoft Word—menu bars, tool bars, function keys, etc.  (8th)  
Teacher Presentation—Lesson 1—Using Microsoft Office 2997  (7th)
Students complete step-by-step instructions for lesson 1—Using Microsoft Office 2007  (7th)
Students take quiz on Quia web site for lesson 1.  (7th)  


	Week 2
	R-1
Key alphabetic, numeric, and symbol information using a touch system and correct techniques.
R-2
Manipulate data/software/operating system using function keys, icons, touch screens, bars, and pull-down menus.
R-3
Improve keyboarding techniques.
R-4
Increase keyboarding speed and accuracy.
R-5
Proofread copy.
R-6
Edit copy.
R-8
Explain the functions of computer system components.
R-9
Boot, access, and exit operating system software.
R-10
 Input data and commands using peripherals. (e.g., keyboard, light pen, mouse, scanner, and voice recognition.)
R-11
Use file and disk management techniques, such as copy, move, store, rename, retrieve, save, delete, and create-manipulate directories.
R-12
 Access and exit software.

R-53
Create a hard copy portfolio containing representative examples of work developed and a student competency record.
	--Warmup—alphabetic keyboard

--Speed Drills using correct keyboarding techniques

--Teacher Presentation—Lesson 2—Word Processing Basics  (7th)

Student Assignment:  Complete the step-by-step instructions for lesson 2.  (7th)  
Student Assignment:  Take the lesson 2 quiz on the Quia web site.  (7th)  
--Teacher Presentation—Creating a Report (8th)
--Student Assignment:  Create a report in correct report format using the features of Microsoft Word (8th)
--Open and close Microsoft Word

--Proofread and Edit

--Save work

--Print report to go in student portfolio.  (8th grade only)


	Week 3
	R-1
Key alphabetic, numeric, and symbol information using a touch system and correct techniques.
R-2
Manipulate data/software/operating system using function keys, icons, touch screens, bars, and pull-down menus.
R-3
Improve keyboarding techniques. (8th)
R-4
Increase keyboarding speed and accuracy.
R-16
Identify a variety of word processing programs.
R-17
Key and format letters, memoranda, reports, outlines, and tables.  (Portfolio Projects)
R-18
Compose and format letters, memoranda, reports, outlines, and tables, using the English writing process steps.

R-19
Edit documents using techniques such as delete, insert, typeover, block move, and copy.

O-1
Create visual communications involving text and graphic data (e.g., brochures, pamphlets, flyers, newsletters).
O-2
Use advanced publishing software features, graphic programs, and scanners to produce page layouts.
R-53
Create a hard copy portfolio containing representative examples of work developed and a student competency record.

	--Warmup—alphabetic keyboard

--Speed Drills using correct keyboarding techniques

Teacher Presentation:  Lesson 3—Editing and Formatting Documents (7th) 

--Student Assignment:  Complete step-by-step for instructions for lesson 3.  (7th)

--Student Assignment:  Take the lesson 3 quiz on the Quia web site.  (7th)  
 --Student Projects: Begin portfolio projects—Letters, tables, reports, memos, newsletters, etc. using Microsoft Word (7th and 8th)
--Proofread and edit copy

--Print a hard copy of each project to go into student portfolios. (7th and 8th)


	
	
	

	Week 4
	R-1
Key alphabetic, numeric, and symbol information using a touch system and correct techniques.
R-2
Manipulate data/software/operating system using function keys, icons, touch screens, bars, and pull-down menus.
R-3
Improve keyboarding techniques.
R-4
Increase keyboarding speed and accuracy.
R-20
Enhance documents by using different fonts and features such as bold, italics, and bullets.
R-21
Enhance layout of documents by using features such as leader tabs, shading, lines, and boxes.

O-1
Create visual communications involving text and graphic data (e.g., brochures, pamphlets, flyers, newsletters).
O-2
Use advanced publishing software features, graphic programs, and scanners to produce page layouts.
R-22
Use features such as headers, footers, justification, and pagination.
R-23
Set printer specifications (e.g., choose printer, online, top-of-form, font).

R-38
Enhance word processing documents by incorporating graphic elements.
O-1
Create visual communications involving text and graphic data (e.g., brochures, pamphlets, flyers, newsletters).
O-2
Use advanced publishing software features, graphic programs, and scanners to produce page layouts.
R-53
Create a hard copy portfolio containing representative examples of work developed and a student competency record.

	--Warmup—alphabetic keyboard

--Speed Drills using correct keyboarding techniques

--Teacher Presentation—Lesson 4, Using Tables (7th)

--Student Assignment:  Complete the step-by-step instructions for Lesson 4.  (7th)  

--Student Assignment:  Take lesson 4 quiz on the Quia web site.  (7th)  
Continue with word processing Portfolio Projects using format features and enhancement features in the documents. (7th and 8th)
--Print hard copies of each project to be placed in student portfolio.  (7th and 8th)  


	Week 5
	R-1
Key alphabetic, numeric, and symbol information using a touch system and correct techniques.
R-2
Manipulate data/software/operating system using function keys, icons, touch screens, bars, and pull-down menus.
R-3
Improve keyboarding techniques.
R-4
Increase keyboarding speed and accuracy.
O-1
Create visual communications involving text and graphic data (e.g., brochures, pamphlets, flyers, newsletters).
O-2
Use advanced publishing software features, graphic programs, and scanners to produce page layouts.
R-37
Identify graphic features incorporated in a variety of media.
R-53
Create a hard copy portfolio containing representative examples of work developed and a student competency record.
	--Warmup

--Speed Drills using correct keyboarding techniques

--Teacher Presentation—Lesson 5, Adding Features to Multipage Documents (7th)

--Student Assignment:   Complete the step-by-steps for lesson 5. (7th) 
--Student Assignment:  Complete the lesson 5 quiz on the Quiz web site.  (7th)  
Continue with word processing Portfolio Projects using format features and enhancement features in the documents. (7th and 8th)

--Print hard copies of each project to be placed in student portfolio.  (7th and 8th)  



	Week 6
	R-1
Key alphabetic, numeric, and symbol information using a touch system and correct techniques.
R-2
Manipulate data/software/operating system using function keys, icons, touch screens, bars, and pull-down menus.
R-3
Improve keyboarding techniques.
R-4
Increase keyboarding speed and accuracy.
R-49
Explain concepts related to copyright, public domain, copy protection, and licensing agreements.

R-51
Identify methods of preventing importation of computer viruses.
R-53
Create a hard copy portfolio containing representative examples of work developed and a student competency record.


	--Warmup—alphabetic keyboard

--Speed Drills using correct keyboarding techniques

Student Assignment:  Continue with word processing Portfolio Projects using format features and enhancement features in the documents. (7th and 8th)

--Print hard copies of each project to be placed in student portfolio.  (7th and 8th)  



	
	R-1
Key alphabetic, numeric, and symbol information using a touch system and correct techniques.
R-2
Manipulate data/software/operating system using function keys, icons, touch screens, bars, and pull-down menus.
R-3
Improve keyboarding techniques.
R-4
Increase keyboarding speed and accuracy.
DEVELOPING EMPLOYABILITY SKILLS:
R-52-
Identify employment opportunities for all students to include nontraditional groups.
R-53
Create a hard copy portfolio containing representative examples of work developed and a student competency record.
	

	
	
	

	Week 8
	R-1
Key alphabetic, numeric, and symbol information using a touch system and correct techniques.
R-2
Manipulate data/software/operating system using function keys, icons, touch screens, bars, and pull-down menus.
R-3
Improve keyboarding techniques.
R-4
Increase keyboarding speed and accuracy.
R-31
Identify a variety of spreadsheet programs.

R-32
Enter data and formulas.
R-33
Edit data within the spreadsheet (e.g., retrieve, update, move, and save.

R-34
Analyze data.

	--Warmup

--Speed Drills using correct keyboarding techniques

--Teacher Presentation—Introduction to Spreadsheets (7th)  

Teacher Presentation—Creating a spreadsheet and graph with Microsoft Excel.

Student Assignment:  Complete a spreadsheet and graph for a specific problem.  (7th)  

--Teacher Presentation:  Introduce PowerPoint presentation software with a WMS PowerPoint. (8th)

--Student Assignment:  Begin sample PowerPoint presentation project to reinforce features available in the program.  (8th)  



	Week 9

	R-1
Key alphabetic, numeric, and symbol information using a touch system and correct techniques.
R-2
Manipulate data/software/operating system using function keys, icons, touch screens, bars, and pull-down menus.
R-3
Improve number pad techniques.
R-4
Increase number pad speed and accuracy.
R-31
Identify a variety of spreadsheet programs.

R-32
Enter data and formulas.
R-33
Edit data within the spreadsheet (e.g., retrieve, update, move, and save.

R-34
Analyze data.
applications, clip art, digitized images.
	--Warmup

--Speed Drills using correct keyboarding techniques

--Teacher Presentation—Introduction to Databases (7th)  

Teacher Presentation—Creating a database with Microsoft Works.

Student Assignment:  Complete practice Computer/Technology SOL test on teacher Quia page.  (7th)  
--Create a PowerPoint presentation entitled “Road to the Future” describing career paths and the world of work.  (8th)

--Print out for student portfolios.  (8th)  

Student Assignment:  Post test on computer applications.  (7th)  



	
	R-35
Create graphs and charts to visually represent data.
R-36
Integrate word processing and database information.  Incorporating Graphic Features

R-39
Enhance spreadsheet documents by incorporating graphic elements.
R-40
Create visual communications involving art work (e.g., freehand drawing
	

	Week 10
	R-25
Identify a variety of database programs.
R-26
Enter, move, and edit alphanumeric data.
R-27
Process material using database features such as sort and merge.
R-28
Access data through search procedures.
R-29
Design and produce reports in various formats.
R-30
Integrate information in word processing and spreadsheet applications.
	--Warmup

--Speed Drills using correct keyboarding techniques

--Teacher presentation--Touch system of the numeric key pad  (8th)  

--Students complete worksheets to practice keying numeric info with correct techniques.  (8th)


	Week 11
	
	Warmup:  Timed Stroking Drill #1  (number pad speed development)  (8th)  
Speed Drill:  5-minute timing on warmup  (8th)  
Student Assignment:  Begin Spreadsheet Portfolio Projects.  (8th)  
Print each project after completing it.  (8th)  


	
	O-4
Troubleshoot hardware problems (e.g., proper connections, power supply, switch box connections, printer jams).
	

	
	
	

	
	
	

	Week 12
	R-13
 Determine available memory and disk space.
R-14 
 Create backup.
R-15
 Obtain assistance for preparing documents via electronic and hard copy references and documentation (e.g., help screen, spell check, user’s manual, dictionary, grammar check, thesaurus, Internet search). 
R-48
Explain concepts of security, integrity, courtesy, and confidentiality related to information and communication systems.

	Warmups:  Numpad Drill No. 1 sheets

--Teacher Presentation—Introduction to Spreadsheets (8th)  

Teacher Presentation—Creating a spreadsheet and graph with Microsoft Excel.

Student Assignment:  Complete a spreadsheet and graph for a specific problem.  (8th)  

Student Assignment:  Complete four spreadsheets for student portfolios.

Student Assignment:  Complete practice Computer/Technology SOL test on teacher Quia page.  (8th)  

Student Assignment:  Post test on computer applications.  (8th)  



	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


**First 11 days missed for inclement weather - extend school year though June 8
*May be rescheduled due to school closings
