Teacher(s): Dino Riese

Microsoft Testing & Licensing | Curriculum Map

Class:

Microsoft Certification

Microsaft*

o Office

Time Unit of Study/ Objectives/ Common Core Resources | Formative | Culminating
Frame Topics Essential Questions Standards (b8 7ot Assessme | Assessment
texts, references, h
Addressed etc.) nts (i.e.: final tests,
projects,
presentations, etc.)
September | Implementation, | Focus Question oii”::if:;e;‘:ﬂ‘;‘::tc&:re * Internet * Students must
Week 1 of Gmetrx and - How many functions and P Standards Connection score a m1g1mum
10O Testi formatting options are of 650 or higher
cSTn embedded in Microsoft #2 - Students will on the core 1 in
Software for word that you think you demonstrate how academic .SIf(g Systfem ) Stl,}[dents et ?aﬁ:h 9f the
. don’t know? knowledge and skills are oftware for must complete | following
Mlch)_SOft WOI‘d applied in the workplace Microsoft the Core 1 assessments:
Certifications Obiective and other settings. Certification Skill Set of the | - Sharing and
~bjectve Interactive Gmetrx Maintainin
8
= Students will complete #3 - Students will Software Practice Exam | Documents
the core 1 testing section of ?emcéns_trateﬁiasterg ofthe | (Student for Microsoft
the Gmetrx practice exams oundation skills and Vouchers) Certifications - Formatting Content
. . 5 . competencies essential for
Practice Exam scoring 650 points or success in the work place. . .
Core 1 Microsoft higher on: = Microsoft Word - Applying Page Layout
- Sharing and Maintaining #4 — Students who choose a | 2010 version and Reusable Content
Word Documents career major will acquire (Lab License) . .
- Formatting Content the career specific technical - Including lllustrations
. - Applying Page Layout and knowledge/skills necessary and Graphicsin a
- Beginner Level Reusable Content to progress towards gainful Document
Skill Sets - Including lllustrations and employment, career
Graphics in a Document gdvanfementaand success - Proofreading
- Proofreading documents 1N post secondary programs documents
- Applying References and
Hyperlinks - Applying References
- Performing Mail Merge and Hyperlinks
Operations
- Performing Mail
Merge Operations
Week 2 Gmetrx Microsoft Core 1 Gmetrx Microsoft Core 1 Gmetrx Microsoft Core 1 Gmetrx Microsoft Gmetrx Gmetrx Microsoft
Practice Exams Begin Practice Exams Begin Practice Exams Begin Core 1 Practice Microsoft Core 1 Core 1 Practice
Exams Begin Practice Exams Exams Begin
Begin
Week 3 Gmetrx Microsoft Core 1 Gmetrx Microsoft Core 1 Gmetrx Microsoft Core 1 Gmetrx Microsoft Gmetrx Gmetrx Microsoft
Practice Exams Practice Exams Continued Practice Exams Continued Core 1 Practice Microsoft Core 1 Core 1 Practice
Continued Exams Continued Practice Exams Exams Continued
Continued
Week 4 Gmetrx Microsoft Core 1 Gmetrx Microsoft Core 1 Gmetrx Microsoft Core 1 Gmetrx Microsoft Gmetrx Gmetrx Microsoft
Practice Exams Practice Exams Continued Practice Exams Continued Core 1 Practice Microsoft Core 1 Core 1 Practice
Continued Exams Continued Practice Exams Exams Continued
Continued




Microsaft*

o Office

Teacher(s): Dino Riese Class: Microsoft Certification

Microsoft Testing & Licensing | Curriculum Map

Time Unit of Objectives/ Common Core Resources §°Imati"e . Culminating
. . ie.: i ssessments
Frame Study/ Essential Questions Standards (‘-e-t-esxl’t:°1ﬁ° Assessment
Topics Addressed ; (i.e.: final tests,
P references, projects,
etc.) q
presentations, etc.)
October Gmetrx Microsoft Gmetrx Microsoft Core 1 Practice Gmetrx Microsoft Core 1 Gmetrx Gmetrx Gmetrx Microsoft Core 1
Core 1 Practice Exams Continued Practice Exams Continued Microsoft Core 1 | Microsoft Core 1 Practice Exams
Week 1 Exams Continued Practice Exams Practice Exams Continued
Continued Continued
Week 2 Gmetrx Microsoft Gmetrx Microsoft Core 1 Practice Gmetrx Microsoft Core 1 Gmetrx Gmetrx Gmetrx Microsoft Core 1
Core 1 Practice Exams Completed Practice Exams Completed | Microsoft Core 1 | Microsoft Core 1 Practice Exams
Exams Completed 65% or above 65% or above Practice Exams Practice Exams | Completed 65% or above
65% or above Completed 65% Completed 65%
or above or above
Week 3 Microsoft Focus Question ‘g‘::e;z‘:;’::;l’s‘:‘e;‘;:‘ I Student * Students must .
. . ; u u = Internet =Students score a minimum o
* How many functions and n
CertlflcaFlon formatting }(;ptiOI’IS are Core Standards Connection must Complete 650 or higher on the
m embedded in Microsoft word #2 - Students will ghgkc.ﬁrse f afnd core 2 and 3 in each
Software that you think you don’t demonstrate how academic h é cto of the following
Practice know this time around? knowledge and skills are - LQ. System | the Gmetrx assessments:
D applied in the workplace Software for Pract%ce Exam | - Sharing and Maintaining
Exﬂ Obiecti and other settings. Microsoft for Microsoft Documents
jective Certification Certifications
* Students will complete the #3 - Students will Interactive - Formatting Content
Core 1, 2, and core 2 and 3 testing sections Iglemc()ins.trateglasterg of the Software
3 of the Gmetrx practice exams c%lﬁ?p;:gzi:s lesss:rrlltial for (Student - Applying Page Layout and
scoring 650 points or higher success in the work place. Vouchers) Reusable Content
. on:
—g—zBe 11’11’1(.31‘ - Sharing and Maintaining Documents | #4 _ Students who choose a = Microsoft - Including lllustrations
Intermediate, | - Formatting Content career major will acquire Word 2010 and Graphics in a
& Advanced - Applying Page Layout and Reusable the career specific technical version (Lab Document
B I VT Content knowledge/skills necessary License
Level Skill - Including lllustrations and Graphicsin | to progress towards gainful ) - Proofreading documents
Sets a Document employment, career
. . - Proofreading documents advancement, and success - Applying References and
Differentiated | . Applying References and Hyperlinks in post secondary programs Hyperlinks
- Performing Mail Merge Operations
- Performing Mail Merge
Operations
Week 4 Gmetrx Microsoft Gmetrx Microsoft Core 2 and 3 Gmetrx Microsoft Core 2 Gmetrx Gmetrx Gmetrx Microsoft Core 2
Core 2 and 3 Practice Exam Begin and 3 Practice Exam Begin | Microsoft Core 2 | Microsoft Core 2 and 3 Practice Exam
Practice Exam Begin and 3 Practice and 3 Practice Begin
Exam Begin Exam Begin
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Time Unit of Study/ Objectives/ Common Core | Resources Formative Culminating
Frame Topics Essential Standards e Assessments Assessment
. texts, references, ie.: final test
Questions Addressed etc.) (o8 Lo I,
projects,
presentations, etc.)
November
Week 1 Gmetrx Microsoft Core 2 Gmetrx Microsoft Core 2 Gmetrx Microsoft Core Gmetrx Microsoft Gmetrx Microsoft Core Gmetrx Microsoft
and 3 Practice Exams and 3 Practice Exams 2 and 3 Practice Core 2 and 3 2 and 3 Practice Exams | Core 2 and 3 Practice
Continued Continued Exams Continued Practice Exams Continued Exams Continued
Continued
Week 2
Gmetrx Microsoft Core 2 Gmetrx Microsoft Core 2 Gmetrx Microsoft Core Gmetrx Microsoft Gmetrx Microsoft Core Gmetrx Microsoft
and 3 Practice Exams and 3 Practice Exams 2 and 3 Practice Core 2 and 3 2 and 3 Practice Exams | Core 2 and 3 Practice
Continued Continued Exams Continued Practice Exams Continued Exams Continued
Continued
Week 3
Gmetrx Microsoft Core 2 Gmetrx Microsoft Core 2 Gmetrx Microsoft Core Gmetrx Microsoft Gmetrx Microsoft Core Gmetrx Microsoft
and 3 Practice Exams and 3 Practice Exams 2 and 3 Practice Core 2 and 3 2 and 3 Practice Exams | Core 2 and 3 Practice
Continued Continued Exams Continued Practice Exams Continued Exams Continued
Continued
Week 4
Thanksgiving Break Thanksgiving Break Thanksgiving Break Thanksgiving Thanksgiving Break Thanksgiving
Break Break
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Microsaft*

o Office

Time
Frame

Unit of
Study/
Topics

Objectives/
Essential
Questions

Common Core
Standards
Addressed

Resources
(i.e.: specific texts,
references, etc.)

Formative
Assessments

Culminating

Assessment
(i.e.: final tests, projects,
presentations, etc.)

December
Week 1

Gmetrx Microsoft Core 3
Practice Exams
completed (Beginner
Level Group) 65% or
above

Gmetrx Microsoft Core 1
Testing Continued
(Intermediate &
Advanced Groups)

Gmetrx Microsoft Core 3
Practice Exams completed
(Beginner Level Group)
65% or above

Gmetrx Microsoft Core 1
Testing Continued
(Intermediate & Advanced
Groups)

Gmetrx Microsoft Core 3 Practice
Exams completed (Beginner Level
Group) 65% or above

Gmetrx Microsoft Core 1 Testing
Continued (Intermediate &
Advanced Groups)

Gmetrx Microsoft Core
3 Practice Exams
completed (Beginner
Level Group) 65% or
above

Gmetrx Microsoft Core
1 Testing Continued
(Intermediate &
Advanced Groups)

Gmetrx Microsoft Core 3
Practice Exams completed
(Beginner Level Group) 65%
or above

Gmetrx Microsoft Core 1
Testing Continued
(Intermediate & Advanced
Groups)

Gmetrx Microsoft Core 3
Practice Exams completed
(Beginner Level Group) 65% or
above

Gmetrx Microsoft Core 1
Testing Continued
(Intermediate & Advanced
Groups)

Week 2

Gmetrx Microsoft Core 3
Practice Exams
continued (Beginner
Level Group)

Gmetrx Microsoft Core 3
Practice Exams Complete
(Intermediate &
Advanced Groups) 65%
or above

Gmetrx Microsoft Core 3
Practice Exams continued
(Beginner Level Group)

Gmetrx Microsoft Core 3

Practice Exams Complete

(Intermediate & Advanced
Groups) 65% or above

Gmetrx Microsoft Core 3 Practice
Exams continued (Beginner Level
Group)

Gmetrx Microsoft Core 3 Practice
Exams Complete (Intermediate &
Advanced Groups) 65% or above

Gmetrx Microsoft Core
3 Practice Exams
continued (Beginner
Level Group)

Gmetrx Microsoft Core
3 Practice Exams
Complete (Intermediate
& Advanced Groups)
65% or above

Gmetrx Microsoft Core 3
Practice Exams continued
(Beginner Level Group)

Gmetrx Microsoft Core 3

Practice Exams Complete

(Intermediate & Advanced
Groups) 65% or above

Gmetrx Microsoft Core 3
Practice Exams continued
(Beginner Level Group)

Gmetrx Microsoft Core 3

Practice Exams Complete

(Intermediate & Advanced
Groups) 65% or above

Week 3

Winter
Recess

Winter
Recess

Winter

Recess

Winter
Recess

Winter

Recess

Winter

Recess

Week 4

Winter
Recess

Winter
Recess

Winter

Recess

Winter
Recess

Winter

Recess

Winter

Recess
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Microsoft Testing & Licensing | Curriculum Map

Class:

Microsoft Certification

Microsaft*

o Office

Time
Frame

Unit of Study/
Topics

Objectives/
Essential
Questions

Common Core
Standards
Addressed

Resources
(i.e.: specific texts,
references, etc.)

Formative
Assessments

Culminating

Assessment
(i.e.: final tests, projects,
presentations, etc.)

January
Week 1

Gmetrx Microsoft Core 1
Testing Begins (Intermediate &
Advanced Groups)

Gmetrx Microsoft Core 3
Practice Exams continued
(Beginner Level Group)

Gmetrx Microsoft Core 1
Testing Begins
(Intermediate & Advanced
Groups)

Gmetrx Microsoft Core 3
Practice Exams continued
(Beginner Level Group)

Gmetrx Microsoft Core 1
Testing Begins
(Intermediate & Advanced
Groups)

Gmetrx Microsoft Core 3
Practice Exams continued
(Beginner Level Group)

Gmetrx Microsoft Core 1
Testing Begins
(Intermediate & Advanced
Groups)

Gmetrx Microsoft Core 3
Practice Exams continued
(Beginner Level Group)

Gmetrx Microsoft Core 1
Testing Begins
(Intermediate & Advanced
Groups)

Gmetrx Microsoft Core 3
Practice Exams continued
(Beginner Level Group)

Gmetrx Microsoft Core 1
Testing Begins (Intermediate &
Advanced Groups)

Gmetrx Microsoft Core 3
Practice Exams continued
(Beginner Level Group)

Week 2

Gmetrx Microsoft Core 1
Testing Continued (Intermediate
& Advanced Groups)

Gmetrx Microsoft Core 3
Practice Exams continued
(Beginner Level Group)

Gmetrx Microsoft Core 1
Testing Continued
(Intermediate & Advanced
Groups)

Gmetrx Microsoft Core 3
Practice Exams continued
(Beginner Level Group)

Gmetrx Microsoft Core 1
Testing Continued
(Intermediate & Advanced
Groups)

Gmetrx Microsoft Core 3
Practice Exams continued
(Beginner Level Group)

Gmetrx Microsoft Core 1
Testing Continued
(Intermediate & Advanced
Groups)

Gmetrx Microsoft Core 3
Practice Exams continued
(Beginner Level Group)

Gmetrx Microsoft Core 1
Testing Continued
(Intermediate & Advanced
Groups)

Gmetrx Microsoft Core 3
Practice Exams continued
(Beginner Level Group)

Gmetrx Microsoft Core 1
Testing Continued
(Intermediate & Advanced
Groups)

Gmetrx Microsoft Core 3
Practice Exams continued
(Beginner Level Group)

Week 3

Implementation, of
Gmetrx and IO
Testing Software
for Microsoft
Power Point
Certifications

\ Practice Exam
Core 1 Microsoft
Power Point

- Beginner Level
Skill Sets

Focus Question

* How many
functions and
formatting options
are embedded in
Microsoft word that
you think you don’t
know?

Obijective

= Students will

complete the core 1

testing section of the

Gmetrx practice

exams scoring 650

points or higher on:

- Sharing and Maintaining
Documents

- Formatting Content

- Including lllustrations
and Graphics in a
Document

Career Development &
Occupational Studies
Core Standards

#2 - Students will
demonstrate how
academic knowledge
and skills are applied in
the workplace and other
settings.

#4 — Students who
choose a career major
will acquire the career
specific technical
knowledge/skills
necessary to progress
towards gainful
employment, career
advancement, and
success in post
secondary programs

= Internet
Connection

= [.Q. System
Software for
Microsoft
Certification
Interactive Software
(Student Vouchers)

= Microsoft Power
Point 2010 version
(Lab License)

= Students must
complete the Core 1
Skill Set of the
Gmetrx Practice
Exam for Microsoft
Certifications

= Students must score a

minimum of 650 or

higher on the core 1 in

each of the following

assessments:

- Sharing and Maintaining
Documents

- Formatting Content

- Applying Page Layout and
Reusable Content

- Including lllustrations and
Graphics in a Document

- Proofreading documents

- Applying References and
Hyperlinks

- Performing Mail Merge
Operations

Week 4

Regents Week

Regents Week

Regents Week

Regents Week

Regents Wee

Regents Week
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Microsaft*

o Office

Core 1 Practice Exam Power

Core 1 Practice Exam Power

Core 1 Practice Exam Power
Point Begins

Time Unit of Study/ Objectives/ Common Core Resources Formative Culminating
Frame Topics Essential Standards [Pz Cipea bl s, Assessments Assessment
. references, etc.) ie.: final test
Questions Addressed [P L el
projects,
presentations, etc.)

Core 1 Practice Exam Power
Point Begins

Core 1 Practice Exam
Power Point Begins

February
Week 1

Core 1 Practice Exam Power Point
Begins

Gmetrx Microsoft Core 1 Testing
Continued (Intermediate & Advanced
Groups)

Gmetrx Microsoft Core 3 Practice
Exams continued (Beginner Level
Group)

Point Begins

Gmetrx Microsoft Core 1
Testing Continued
(Intermediate & Advanced
Groups)

Gmetrx Microsoft Core 3
Practice Exams continued
(Beginner Level Group)

Point Begins

Gmetrx Microsoft Core 1
Testing Continued
(Intermediate & Advanced

Groups)

Gmetrx Microsoft Core 3
Practice Exams continued
(Beginner Level Group)

Core 1 Practice Exam Power

Gmetrx Microsoft Core 1
Testing Continued
(Intermediate & Advanced
Groups)

Gmetrx Microsoft Core 3
Practice Exams continued
(Beginner Level Group)

Core 1 Practice Exam Power

Gmetrx Microsoft Core 1
Testing Continued
(Intermediate & Advanced
Groups)

Gmetrx Microsoft Core 3
Practice Exams continued
(Beginner Level Group)

Core 1 Practice Exam Power
Point Begins

Gmetrx Microsoft Core 1
Testing Continued
(Intermediate & Advanced
Groups)

Gmetrx Microsoft Core 3
Practice Exams continued
(Beginner Level Group)

Core 1 Practice Exam
Power Point Begins

Week 2

Core 1 Practice Exam Power Point
Begins

Gmetrx Microsoft Core 1 Testing
Continued (Intermediate & Advanced
Groups)

Gmetrx Microsoft Core 3 Practice
Exams continued (Beginner Level
Group)

Core 1 Practice Exam Power
Point Begins

Gmetrx Microsoft Core 1
Testing Continued
(Intermediate & Advanced
Groups)

Gmetrx Microsoft Core 3
Practice Exams continued
(Beginner Level Group)

Point Begins

Gmetrx Microsoft Core 1
Testing Continued
(Intermediate & Advanced
Groups)

Gmetrx Microsoft Core 3
Practice Exams continued
(Beginner Level Group)

Point Begins

Gmetrx Microsoft Core 1
Testing Continued
(Intermediate & Advanced
Groups)

Gmetrx Microsoft Core 3
Practice Exams continued
(Beginner Level Group)

Gmetrx Microsoft Core 1
Testing Continued
(Intermediate & Advanced
Groups)

Gmetrx Microsoft Core 3
Practice Exams continued
(Beginner Level Group)

Gmetrx Microsoft Core 1
Testing Continued
(Intermediate & Advanced

Groups)

Gmetrx Microsoft Core 3
Practice Exams continued
(Beginner Level Group)

Week 3

Mid Winter Recess

Mid Winter
Recess

Mid Winter
Recess

Mid Winter
Recess

Mid Winter
Recess

Mid Winter
Recess

Week 4

Gmetrx Microsoft Core 1
Practice Exams Continued

Gmetrx Microsoft Core 1
Practice Exams
Continued

Gmetrx Microsoft Core 1
Practice Exams
Continued

Gmetrx Microsoft Core 1
Practice Exams Continued

Gmetrx Microsoft Core 1
Practice Exams
Continued

Gmetrx Microsoft Core
1 Practice Exams
Continued
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Class:

Microsoft Certification

Microsaft*

o Office

Time Unit of Study/ Objectives/ Common Core Resources Formative Culminating
Frame Topics Essential Standards [Pz Cipea bl s, Assessments Assessment
. references, etc.) ie.: final test
Questions Addressed [P L Ty
projects,
presentations, etc.)
Gmetrx Microsoft Core 2 Gmetrx Microsoft Core 2 Gmetrx Microsoft Core 2 Gmetrx Microsoft Core 2 Gmetrx Microsoft Core 2 Gmetrx Microsoft Core
March
Week 1 Practice Exams Complete 65% Practice Exams Complete | Practice Exams Complete Practice Exams Complete | Practice Exams Complete 2 Practice Exams
or above (Beginner level group) 65% or above (Beginner 65% or above (Beginner 65% or above (Beginner 65% or above (Beginner Complete 65% or above
level group) level group) level group) level group) (Beginner level group)
Beginner Level Students start
Core 3 Beginner Level Students Beginner Level Students Beginner Level Students Beginner Level Students Beginner Level
start Core 3 start Core 3 start Core 3 start Core 3 Students start Core 3
Gmetrx Microsoft Core 3
Practice Exams Continued Gmetrx Microsoft Core 3 Gmetrx Microsoft Core 3 Gmetrx Microsoft Core 3 Gmetrx Microsoft Core 3 Gmetrx Microsoft Core
(Intermediate & Advanced Practice Exams Practice Exams Practice Exams Continued Practice Exams 3 Practice Exams
Groups) Continued (Intermediate Continued (Intermediate (Intermediate & Advanced | Continued (Intermediate Continued
& Advanced Groups) & Advanced Groups) Groups) & Advanced Groups) (Intermediate &
Advanced Groups)
Week 2 Implementation, of Focus Question Career Development & = Internet Connection * Students must score a
G t d IO Testi . Occupational Studies minimum of 675 or higher
metrx an O esting » How many functions Core Standards on the core exams in each
Software for Microsoft and formatting options of the following
e ot are embedded in : * 1.Q. System Software assessments:
#2 - Student: 11 . L
Excel Certifications Microsoft Excel that you demonlsltrzrtlesh‘g‘:v academic for Microsoft - ;harmg and Maintaining
Practice E think you don’t know? | knowledge and skills are Certification Interactive » Students must . F::;::::: Content
\ ractice Lxam Objective iflfehrege‘t‘t‘i:lhz workplace and Software (Student complete the Core 1 | - applying Page Layout and
Core 1 Mlcrosoft Power * Students will complete g Vouchers) Skill Set of the Gmetrx | Reusable Content
Point 2010 the core testing section of | #4 ~ Students who choose a Practice Exam for - Including lllustrations and
the Gmetrx practice career major will acquire the | « Microsoft Power Point Microsoft raphics i @ Document
. . | C ific technical . A I - Proofreading documents
- Beginner Level Skill Sets | exams scoring 675 points f(i?‘f,fezzzc/lsﬁiue:nggz;ary to 2010 version (Lab Certifications - Applying References and
or higher in Excel progress towards gainful License) Hyperlinks
employment, career - Performing Mail Merge
advancement, and success in Operations
post secondary programs
Week 3 Excel Practice exams Excel Practice exams Excel Practice exams Excel Practice exams Excel Practice exams | Excel Practice exams
Continued Continued Continued Continued Continued Continued
Week 4 Excel Practice exams Excel Practice exams Excel Practice exams Excel Practice exams Excel Practice exams | Excel Practice exams

Continued

Continued

Continued

Continued

Continued

Continued
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Class:

Microsoft Certification

Microsaft*

1 Office

Time Unit of Study/ Objectives/ Common Core Resources Formative Culminating
Frame Topics Essential Standards [Pz Cipee bl s, Assessments Assessment
. references, etc.) ie.: final test
Questions Addressed (‘-e-l-)r;;‘:ct rests,
9
presentations, etc.)
April Career Development &
P Occupational Studies
Week 1 Implementation of Core Standards ;nslrilfrii?:lsorf{lg;g Socroflfl?ge}ller
Gmetrx and IO Testing Focus Questlon 22 - Students will = Internet Connection g?t;k;efgﬁgz;;{ams in each
: * How many functions and demonstrate how academic K g
Software for Microsoft formatting options are Knomlodue and okl . Student ¢ assessments:
Excel Certifications bedded in Mi ft n°f»” e in . leare udents mus - Sharing and Maintaining
Eem 1e I ed in ﬁ?r(la{so ag}: ied 1trt1 the workplace and * [.Q. System Software complete the Core 1 Documents
. xee Ei Oa;g f;rll (fwl;.n you orher setngs. for Microsoft Skill Set of the Gmetrx | - Formatting Content
\Practice Exam L #4 - Students who choose a | Certification Interactive Practice Exam for - Applying Page Layout and
Core 2 Microsoft Power Objective career major will acquire the Software (Student Microsoft T:;Zadli:egtl:ﬁ:::rr:tions and
; . ific technical ) ) -
Point 2010 ®* Students Wﬂl complete f{an?:,fezzzc/lslﬁmzcn:clgzs ary to Vouchers) Certifications Graphics in a Document
the core testing section of progress towards gainful - Proofreadlng documents
- Beginner Level Skill the Gmetrx practice exams exc’;lployment, career _ = Microsoft PF)wer Point ':‘l:;'eyr'l?ngk':“e’e"ces and
Sets SCO}rllirglifjii %22;]5 o ;0:?2252;3?1"}’61;1?;;6:8 " 20 IOL\./erSIOr; (Lab - Performing Mail Merge
_ 1CeENnse Operations
Writing Standard 1
B Establish and If students do not score 675 or
. . higher, they must show
maintain a Style and personal gain on 4 consecutive
tone tha.t 18 exams as a formative
ap}zl?oprlate (fior the assessment with notes.
audilence an
purpose of the task.
Week 2
Spring Recess Spring Spring
Recess Recess Spring Recess Spring Recess Spring Recess
Week 3 Core 2 Power Point Exams Core 2 Power Point Core 2 Power Point Core 2 Power Point Core 2 Power Point Core 2 Power Point
Continued Exams Continued Exams Continued Exams Continued Exams Continued Exams Continued
Week 4 Excel Practice exams Excel Practice exams Excel Practice exams Excel Practice exams Excel Practice exams | Excel Practice exams

Continued

Continued

Continued

Continued

Continued

Continued
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Time
Frame

Unit of Study/
Topics

Objectives/
Essential
Questions

Common Core
Standards
Addressed

Resources
(i.e.: specific texts,
references, etc.)

Formative
Assessments

Culminating

Assessment
(i.e.: final tests,
projects,
presentations, etc.)

May
Week 1

Group Work for Notebook
finalization

Group work for missing
exams for the year

Group Work for
Notebook finalization

Group work for
missing exams for the
year

Group Work for
Notebook finalization

Group work for
missing exams for the
year

Group Work for
Notebook finalization

Group work for missing
exams for the year

Group Work for
Notebook finalization

Group work for
missing exams for the
year

Group Work for
Notebook finalization

Group work for
missing exams for
the year

Week 2

Group Work for Notebook
finalization

Group work for missing
exams for the year

Group Work for
Notebook finalization

Group work for
missing exams for the
year

Group Work for
Notebook finalization

Group work for
missing exams for the
year

Group Work for
Notebook finalization

Group work for missing
exams for the year

Group Work for
Notebook finalization

Group work for
missing exams for the
year

Group Work for
Notebook finalization

Group work for
missing exams for
the year

Week 3

Group Work for Notebook
finalization

Group work for missing
exams for the year

Group Work for
Notebook finalization

Group work for
missing exams for the
year

Group Work for
Notebook finalization

Group work for
missing exams for the
year

Group Work for
Notebook finalization

Group work for missing
exams for the year

Group Work for
Notebook finalization

Group work for
missing exams for the
year

Group Work for
Notebook finalization

Group work for
missing exams for
the year

Week 4

Group Work for Notebook
finalization

Group work for missing
exams for the year

Group Work for
Notebook finalization

Group work for
missing exams for the
year

Group Work for
Notebook finalization

Group work for
missing exams for the
year

Group Work for
Notebook finalization

Group work for missing
exams for the year

Group Work for
Notebook finalization

Group work for
missing exams for the
year

Group Work for
Notebook finalization

Group work for
missing exams for
the year
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Class:

Microsoft Certification

Microsaft*

o Office

Time Unit of Study/ Objectives/ Common Core Resources Formative Culminating
Frame Topics Essential Standards [Flazes e it i, Assessments Assessment
. references, etc.) ie.: final test
Questions Addressed (e el et
projects,
presentations, etc.)
June
Week 1
Group Work for Notebook Group Work for Group Work for Group Work for Group Work for Group Work for
finalization Notebook finalization Notebook finalization Notebook finalization Notebook finalization | Notebook finalization
Group work for missing Group work for Group work for Group work for missing Group work for Group work for
exams for the year missing exams for the missing exams for the exams for the year missing exams for the missing exams for
year year year the year
Peer Assistance / Evaluation Peer Assistance /
Peer Assistance / Peer Assistance / Evaluation Peer Assistance / Peer Assistance /
Evaluation Evaluation Evaluation Evaluation
Week 2
Group Work for Notebook Group Work for Group Work for Group Work for Group Work for Group Work for
finalization Notebook finalization Notebook finalization Notebook finalization Notebook finalization | Notebook finalization
Group work for missing Group work for Group work for Group work for missing Group work for Group work for
exams for the year missing exams for the | missing exams for the exams for the year missing exams for the missing exams for
year year year the year
Peer Assistance / Evaluation Peer Assistance /
Peer Assistance / Peer Assistance / Evaluation Peer Assistance / Peer Assistance /
Evaluation Evaluation Evaluation Evaluation
Week 3
Regents Exams Regents Exams Regents Exams Regents Exams Regents Exams Regents Exams
Week 4 Regents Exams Regents Exams Regents Exams Regents Exams Regents Exams Regents Exams




