Computer Information Systems
Mrs. Whichard
 Pacing Guide:  2012-2013
	Day out of 90
	Material to be Covered
	Page Selections

	1 
	Introduction to course, objectives, FBLA, Begin File Management Tutorial Create Folders for Student Data Files
	OFF 10- 15

	2 
	Essential Concepts &Skills 
	OFF 16 – OFF 31 

	WORD


	3,4,5,6,7,8,9,10,11,12,13.14.15

	Level 1 Word: Chapter 1 
Creating, Formatting and Editing Word and Pictures
	WD2 – WD64

	16,17,18,19,20,21,22,23,24,25,26,27,28
	Level 1 Word: Chapter 2

Creating a Research Paper with Citations and References 
	WD 66 – WD  136

	29,30,31,32,33,34,35,36,37,38,39,40,41,
	Level 1 Chapter 3

Creating Business Letters, Letterheads and Tables 
	WD 138 --200

	42,43,44,45,46
	Capstone 2 Project
	Handout 

	47,48,49,50,51 MCAS Word Practice Tests &
	MCAS Word Certification Test 

	POWERPOINT


	52,53,54,55,56,57
	Level 3 PowerPoint:  Chapter 1 Creating and Editing a Presentation & Using Clip Art  
	PPT 2 – PT 72

	58,59,60,61,62,63
	Level 3 PowerPoint: Chapter 2

 Enhancing a Presentation with Pictures, Shapes & Word Art 
	PPT 74-PPT 136

	64,65,66,67,68,69
	Level 3 PowerPoint: Chapter 3

Reusing a Presentation and Adding Media 
	PPT 138-200

	EXCEL


	70,71,72,73,74
	Level 2 Excel: Chapter 1 

Creating a Worksheet and Embedded Chart  
	EX2-EX 64

	75,76,77,78,79
	Level 2 Excel: Chapter 2

Formulas Functions & Formatting
	EX 66- EX 135

	80,81,82,83,84,85
	Level 2 Excel: Chapter 3: 
What-If Analysis, Charting and Creating Large Worksheets 
	EX138 – EX 223 

	
	
	

	86,87,88,89,90      
	MCAS Excel Certification MCAS Excel Practice Text &Test 


