
Quarter 2 Pacing Guide 

Computer Applications 

Unit Unit Name Brief Unit Description Priority Standards 
Addressed 

Supporting 
Standards Addressed 

3 Word Processing 

Applications 

Students will use word processing 
application software to create 
professional quality business 
documents. 

Insert and manipulate 
graphics 
Create hyperlinks within 
document 
Create and format tables 

COMM.I.B.1.4 
Demonstrate correct use of 
word processing 
terminology  
COMM.I.D.3.14 
COMM.I.D.3.10 IT.V.1,2 
Create and format 
business documents (e.g., 
letters, memos, outlines, 
newsletters, and reports)  
COMM.I.D.3.6 
COMM.I.D.2,6 Proofread 
and edit documents  
COMM.IV.3.8 Manipulate 
the features of word 
processing software to 
enhance documents (e.g., 
headers, footers, tabs)  
IT.V.3.5 Create and format 
tables  
IT.V.3.5 Create mail-merge 
documents COMM.IV.1.4 
IT.V.3.5 Insert and 
manipulate graphics  
COMM.IV.1.4 IT.V.3.5 
Create documents using 
templates  
IT.V.3.5 Create hyperlinks 
within document IT.V.3.5 
Prepare envelopes and 
labels COMM.IV.3.8 
Illustrate the use of 
enhancement features 



(e.g., borders, lines, 
shading, bold, bullets)  
COMM.IV.2.6 Demonstrate 
use of automatic features 
(e.g., AutoCorrect, spell-
check, thesaurus)  
 

4 Spreadsheet Applications Students will use spreadsheet 
application software to create 
professional quality business 
documents. 
 

Create basic formulas with 
addition, subtraction, 
multiplication, and division 
Create, design, and edit 
spreadsheets 

COMM.I.B.1.4 
Demonstrate correct use of 
spreadsheet terminology  
COMP.I.1.2 Create, 
design, and edit 
spreadsheets  
COMP.I.1.5 Create basic 
formulas with addition, 
subtraction, multiplication, 
and division  
COMM.IV.3.8 IT.V.3.5 
Format cell, column, and 
row contents (e.g., font, 
color, alignment, shading, 
decimal 
COMM.IV.3.8 Format 
columns and COMP.III.1.2 
IT.V.1.2 Use basic 
functions/formulas (e.g., 
auto sum, average, IF)  
IT.V.3.5 Create, format, 
and edit charts and graphs  
COMP.I.1.6 COMP.I.1.8 
Interpret and organize 
spreadsheet data (e.g., 
sort and filter)  
IT.V.3.5 Integrate 
spreadsheets in other 
applications  
IT.V.3.5 Link spreadsheet 
data  
IT.V.3. Use advanced 
functions/formulas (e.g., 



payment, future value, 
statistical)  
IT.V.3.5 Use lookup  
IT.V.3.5 Demonstrate 
protecting and freezing 
features  
IT.V.3.5 Use relative and 
absolute cell references 
. IT.V.3.5 Create and use 
named ranges in formulas  
IT.V.3.5 Analyze 
spreadsheet data using 
"what if" scenarios  
IT.V.3.5 Manipulate 
multiple worksheets in a 
workbook 

 


