COMPUTER APPLICATION II

Course Content
Individualized Instruction
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Computer Application II – 1st Marking Period
1. Projects

2. Cover Letter

3. Resume

4. Thank You Letter

· Project 1 – Change fonts, format changes, character spacing, expand print, use shadowing, graphic and drop cap

· Project 2  Stars & Banners, & Explosion AutoShape, Text Box, Graphic, Border, Shading

· Project 3  Formatting Changes, Set decimal tab with leader

· Project 4  Page setup, margin, header and footer, insert clip art, drawing toolbar, insert rectangle button, and line style button adjust fill color
· Project 5 – More extensive PowerPoint slides, 3 per page, Slide Show with animation

· Project 5 – PowerPoint slides, 3 per page, slide show with animation.

· Project 6 – PowerPoint

· Project 7  - PowerPoint

· Project 8  - Power Point

· Project 9  - Invoice/Table with formulas – insert table, merge cells, format     rows, insert formulas
· Project 10  Table with formulas

· Project 11  Excel -  full alignment, wrap text and center, insert formulas using parentheses 

· Project 12  Spreadsheet with markup and absolute cells

· Project 13 Spreadsheet with graph.  Use browser,  bar chart, web page, and bar chart tab

· Project 14  Prism title page, WordArt, and border

· Project 15  Insert symbols from Wingdings, set font color in color master, spell check, vertically center, use bullets and change fonts

· Project 16 -  Documents such as newspapers, magazines, and newsletters use a multicolumn format.  Justify test, use large font size for heading, subheadings in italic type, center vertical line, use border around heading, shading pattern within heading border, insert graphic and drop caps.

· Project 17 - Creating a newsletter.  Use multiple columns and divide into sections, drops caps, borders and shading, and center horizontally and vertically

· Project 18 – WordArt Flyer with graphic

· Project 19 – Create newsletter.  Use multiple columns and more advanced formatting features, drop caps, and graphics

· Project 20 - Research and create original PowerPoint

· Project 21 - Advanced PowerPoint using graphs and charts, and diagrams, 

· Project 22 - Same as above using note taking printouts.  Add company information to slides

· Project 23 - PowerPoint

· Project 24 - Soccer Express in word processing
· Project 25      Letter with personalized heading using WordArt and graphic 
