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Microsoft Word and PowerPoint – BM10
COURSE SYLLABUS
School Year:  2019-2020
Course Description:  
Students in Microsoft IT Academies benefit from world-class Microsoft curriculum and software tools to tackle real-world challenges in the classroom environment.  In the first part, students will learn to the newest version of Microsoft PowerPoint interface, commands, and features to create, enhance, customize, and deliver presentations.  The second part, students will learn to use the newest version of Microsoft Word interface, commands, and features to create, enhance, customize,  share and create complex documents, an publish them.  Students will be taking the certification exams for Microsoft Office Specialist (MOS) in Word and PowerPoint.

	1.00
	Understand word processing software application skills using Microsoft Word 2016.
	30%

	1.01
	Understanding Word
	

	1.02
	Basic Editing
	

	1.03
	Character Formatting
	

	1.04
	Paragraph Formatting
	

	1.05
	Managing Text Flow
	

	1.06
	Creating Tables
	

	1.07
	Working with Themes, Style Sets, Backgrounds, Quick Parts, and Text Boxes
	

	1.08
	Using Illustrations and Graphics
	

	1.09
	Formatting a Research Paper
	

	2.00
	Understand advanced word processing skills using Microsoft Word 2016.
	20%

	2.01
	Managing Document Changes
	

	2.02
	Advanced Editing and Formatting
	

	2.03
	Protecting and Sharing Documents
	

	2.04
	Customizing Documents
	

	2.05
	Using Macros, QuickParts, and Content Links
	

	2.06
	Using Fields, Forms and Indexes
	

	2.07
	Performing Mail Merges
	

	3.00
	Understand presentation software application skills using Microsoft PowerPoint 2016.
	50%

	3.01
	PowerPoint Essentials
	

	3.02
	Presentation Basics
	

	3.03
	Working with Text
	

	3.04
	Designing a Presentation
	

	3.05
	Adding Tables to Slides
	

	3.06
	Using Charts in a Presentation
	

	3.07
	Creating SmartArt Graphics
	

	3.08
	 Adding a Graphics to a Presentation
	

	3.09
	Using Animation and Multimedia
	

	3.10
	Securing and Sharing a Presentation
	

	3.11
	Delivering a Presentation
	


Class Requirements:
Be on time to class, the tardy policy will always be enforced!  Be Prepared!  Be Respectful to your fellow students and Ms. Manus!  The “Classroom Policy and School Discipline Procedure” will be followed. 

Supplies Needed:

· 3 Ring Binder
· Writing utensil (blue/black ink or pencil)

Grading Scale:

· Daily Assignments/Participation – Counts 1 time

· Tests & Projects – Counts 2 times

· Quizzes – Counts 1 time

State Required Exam:  State Required Test – given at the end of course – will count for 25% of your final grade (there are no exemptions).
In this course, you will be offered the opportunity to earn through Certiport a MS/PowerPoint and MS/Word Credential.  If applicable, the following accommodations are available:  Read Aloud, Extended Time, and Multiple Testing Sessions.

Additional Information:
Make-up work is your responsibility!  Skills that we learn from day to day build upon each other, thus making it very important that you keep up with your work.  All make-up work is due 2 (two) days after the absence from class.

You will be using the computer to complete assignments.  Any abuse to computer equipment will result in disciplinary actions.  You are also required to follow the UCPS Internet Policy; any disregard to the policy will result in you losing your rights the Internet.
