
Unit 3: Computer Applications 

Grade Level: 9 
Unit Name: Construct Business Documents using Word Processing Applications 
Pacing  4.5 weeks 

Priority Standards: 
Insert and manipulate graphics 
Create hyperlinks within document 
Create and format tables 

Learning Targets: 
I will demonstrate correct use of word 
processing terminology. 
I will create and format business documents. 
I will learn to proofread and edit documents. 
I will learn to manipulate the features of word 
processing software to enhance documents. 
I will create and format tables. 
I will create a mail-merge 
I will insert and manipulate graphics. 
I will create documents using templates 
I will create hyperlinks within a document. 
I will prepare envelopes and labels. 
I will demonstrate the use of enhancement 
features. 
I will demonstrate the use of automatic 
features 

Supporting Standards:  
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) 

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

Essential Unit Questions: 
 
1. What makes a document difficult to read?  
2. Why is proofreading business documents 
important?  
3. What process would you use to create and 
format business documents (letters, memos, 

Vocabulary: 
 
Word                     Font 

Font color              Font size 

Paragraph shading           Text effect 

Underline               Bold 

Italicize                Center paragraph 



outlines, newsletters, reports, etc.) using word 
processing application software?  
4. How would you successfully mass mail a 
business document to potential clients?  
5. What process would you use to insert and 
manipulate graphics?  
6. What process would you use to create and 
format a table using word processing 
application software? 

Numbering                 Bullets 

Quick access toolbar 

Line and paragraph spacing 

Change the case 

Letter           Memo               Outline 

Newsletter              Report 

Proofread                  Header 

Footer                Tabs           Hyperlinks 

Envelopes        Borders 

Auto correct               Spell-check 

 


