Learner Outcomes
Knowledge

Word: Students will be able to... 

· define what a word document is.

· define and recognize tab stops in a document.

· define what a hyperlink is.

Excel: Students will be able to define what a spreadsheet is.

Access: Students will be able to…

· define what a database is.

· list the parts of database.

PowerPoint: Students will be able to define what a presentation is.

Comprehension

Word: Students will be able to…

· explain what reviewing a document means and how to review a document.

· explain what a hyperlink.

· locate the save, print, and open commands 

Excel: Students will be able to locate the save, print, and open commands 

Access: Students will be able to explain what a relational database is.
PowerPoint: Students will be able to locate the save, print, and open commands 

 Application

Word: Students will be able to… 
· type a word document using multiple formatting techniques used.

· use tab stops within a document

· demonstrate how to perform various alignments of a page.

· apply spelling and grammar checks to their documents.

· Apply tables, indents, lists, margin changes, header, footer, and spacing into a document

Excel: Students will be able to…
Access: Students will be able to… 

· demonstrate how to link tables in a database.
· Apply tables, forms, and records in a blank database.

PowerPoint: Students will…

· be able to create presentations by creating numerous slides to form a slideshow

· be able to demonstrate how to add animations and transitions to a slideshow.

· choose appropriate transitions and animations to use on a slideshow.

· Apply transitions and animation to present a topic.

Analysis

Word: Students will be able…

· to analyze the appropriate formatting to use to get their document to view correctly. 

· to compare and contrast the difference between double clicking and clicking and dragging when it comes to selecting text. 

Excel: Students will be able…

· to use functions and formula's to calculate numbers in a spreadsheet.

Access: Students will distinguish between a form, table, and query.

PowerPoint: Students will question what is most important to include on slides in a presentation.
Synthesis
Word: Students will be able to 

Excel: Students will be able to design a spreadsheet that uses functions and formulas to link items together within a spreadsheet. 

Access: Students will assemble tables tables that are linked together to decrease the chances of error and cross reference each other.

PowerPoint: Students will be able to design a slide layouts that are professional and appropriate.

Evaluation

Word: Students will be able to assess the advantages of using show/hide in a document.

Students will be able to compare the difference between cut, copy, and paste.

Excel: Students will choose which chart is most appropriate to use for data.

