[image: image1.png]Kewaskum School District





ADVANCED COMPUTER APPLICATIONS
9th, 10th, 11th, 12th Grade

Bryan Puls

bpuls@ksd.k12.wi.us
262-626-8427 x4408

Advanced Features and Formatting of Documents Using Microsoft Word 2007

· Customizing Tables and Creating Charts

· Merging documents, labels, and envelopes

· Formatting: Columns, Sections, and Graphics

Spreadsheet Formatting and Features Using Microsoft Excel 2007

· Advanced worksheets and workbooks

· Data Lists: Filtering, Extracting, Importing and Exporting

· Using Templates

Working With Formulas and Functions Using Microsoft Excel 2007

· How are formulas used?

· Applying formulas and functions properly

· Creating templates using formulas 

Working with Charts and Graphs Using Microsoft Excel 2007

· Enhancing the appearance of charts

· Styles and Data validation

· Application in the workplace

Advanced Features and Formatting of Presentations Using Microsoft PowerPoint 2007

· Creating Tables and Charts

· Customizing Options

· Before and During a presentation

Creating, Formatting, and Editing of Databases and Tables Using Microsoft Access 2007

· Manipulating Data

· Compacting a database

· Encrypting and Decrypting

Creating, Formatting, and Editing of Forms, Queries, and Reports Using Microsoft Access 2007

· Creating a subform

· Building summary queries

· Customizing reports

Creating a Publication Using Microsoft Publisher 2007

· Designing a project
· Logo’s and Designs
· Proofing the publication
Enhancing a Publication Using Microsoft Publisher 2007

· Improving Design
· Working with Multiple Pages
Implementing Advanced Features Using Microsoft Publisher 2007

· Working Efficiently
· Creating Web Documents
Common Assessments:  

Assignments, Tests/Quizzes, Group/Individual 






Projects, Presentations 

Major Assignments/Requirements:  TBD


Special Texts and Materials: 
Learning MS Access 2007(Faithe Wempen)






MS Office Publisher 2007(Elizabeth Reding)






MS Office Word 2007 (Jennifer Duffy)






MS Office Excel 2007 (Elizabeth Eisner Reding)

Other:  

