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CTE Learning that works for Kansas 
COMPUTER APPLICATIONS 

CTE-10004 – ALTERNATIVE SCHOOL 

SCHOOL YEAR 2014-15 

 (Mrs. Hoffman)Instructor 

 

 

Textbook:  Microsoft Office 2010, Course Technology, Cengage Learning.  

The Shelly Cashman Series, 2010.  Boston, MA. 

 

In order to pass this class the student must show an 80% in all competencies 

of work.  An assessment will be given by the instructor at the end to 

document the student has completed the course according to the CTE 

standards. 
 

CLASS OVERVIEW 
 

 

Using Microsoft 2010 the student will create, format and edit documents with pictures.  

This lesson will enable the student to make advertisements, promote business, publicize 

an even or convey a message to the community.  It will require the use of online tools, 

web browsers as well as enhancing publications. 
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PROJECT 1 

 Creating, Formatting, and Editing a Word Document with Pictures 

 

The following will need to be mastered in the projects with a grade 

of 80% in order to pass this section of computer applications. 

 

 Change margins  

 Change text wrapping 

 Insert and format a clip art image with special effects 

 Add a border to a page 

 Change theme colors and styles 

 Insert digital pictures 

 Use grammar and spell check icon 

 Insert bullets  

 Change bullets to pictures 

 Grow fonts 

 
Page # Name of 

Application 

Functions to be used # of Errors 

(5 points 

each) 

Final 

Formative  

Grade 

WD 1 FOUND DOG  Change margins  

 Change text wrapping 

 Insert and format a clip 

art image with special 

effects 

 Add a border to a page 

 Change theme colors 

and styles 

 Insert digital pictures 

 Use grammar and spell 

check icon 

 Insert bullets  

 Change bullets to 

pictures 

 Grow fonts 
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Creating, Formatting, and Editing a Word Document with Pictures 

 
In order to pass this section you will need to pass these projects with an 80% or above using the above stated 

objectives. 

 
Page # Name of Application Functions to be used # of Errors 

(5 points 

each) 

Final 

Formative  

Grade 

WD54 Buffalo Photo 

Shoot 

  

 Change text wrapping 

 Insert and format a clip 

art image 

 Change theme colors 

 Insert digital pictures 

 Use grammar and spell 

check icon 

 Insert bullets 

 

  

WD57 Learn Karate  Change text wrapping 

 Insert and format a clip 

art image with special 

effects 

 Change theme colors 

and styles 

 Insert digital pictures 

 Use grammar and spell 

check icon 

 Insert and change 

bullets to pictures 

 Grow fonts 

 

  

WD62 Scenic Train 

Ride 

 Change text wrapping 

 Insert and format a clip 

art image with special 

effects 

 Change theme colors 

and styles 

 Insert digital pictures 

 Use grammar and spell 

check icon 

 Change border 
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Creating a Research Paper with Citations and References (CTE 3210) 
 

Objectives:   

 
 Describe the MLA documentation style for research papers 

 Change line and paragraph spacing in a document 

 Use a header to number pages of a document 

 Apply formatting using shortcut keys 

 Modify paragraph indentation 

 Create and modify styles 

 Insert and edit citations and their sources 

 Add a footnote to a document 

 Insert a manual page break 

 Create a bibliographical list of sources  

 Move text 

 Find and replace text 

 Use the Research task pane to look up information 

       

Can You Find Me Now? (3 page report)          
Read the information on page WD74 and follow the instructions to type Can You Find Me Now? 
Note:  It is important that you go through the entire section to understand how to complete and 
use features in Microsoft Word 2010.  
 
(Approximate time to complete this project is 2 hours) 
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Creating a Research Paper with Citations and References (CTE 3210) 
 
Grading Rubric: (Formative Grade) – Practice Using with Instructor 
 

Page # Application Start Date Point Worth Points Received 

WD 66-70 MLA 
Documentation 
Style 

 10 points  

WD 71-74 Change line and 
paragraph 
Modify Style 

 10 points  

WD 75-78 Header/# of pages  10 points  

WD 81 Shortcut Keys  5 points  

WD 83 Indent Paragraphs  5 points  

WD 99 Edit Citations/ 
Sources 

 10 points  

WD 100 Footnotes  10 points  

WD 105 List of Sources  10 points  

WD 106 Page Break  10 points  

WD 113 Cut Copy Paste 
Text 

 5  points  

WD 118 Find  a Synonym  5 points  

WD122 Research Tools  10 points  

 

          
 
 
Based on overall completion of paper using all applications. 
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Creating a Business Letter with a Letterhead and Table (CTE 3210) 

 
 

OBJECTIVES: 

 
 Change margins 

 Insert and format a shape 

 Change text wrapping 

 Insert and format a clip art image 

 Insert a symbol 

 Add a border to a paragraph 

 Add a border to a paragraph 

 Create a file from an existing file 

 Apply a Quick Style 

 Set and use tab stops 

 Create, insert, and modify a building block 

 Insert the current date 

 Insert a Word table, enter data in the table, and format the table 

 Convert a hyperlink to regular text 

 Address and print an envelope 
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Creating a Business Letter with a Letterhead and Table (CTE 3210) 
 

 

 

 
Page # Name of Application Applications # of Errors 

(5 points 

each) 

 

Final 

 Formative 

Grade 

WD138 Heartland Tractor Club  Change margins 

 Insert and format a shape 

 Change text wrapping 

 Insert and format a clip art 

image 

 Insert a symbol 

 Add a border to a paragraph 

 Add a border to a paragraph 

 Create a file from an existing 

file 

 Apply a Quick Style 

 Set and use tab stops 

 Create, insert, and modify a 

building block 

 Insert the current date 

 Insert a Word table, enter 

data in the table, and format 

the table 

 Convert a hyperlink to 

regular text 

 Address and print an 

envelope 

 

  

 

 
. 
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Creating a Business Letter with a Letterhead and Table (CTE 3210) 

 
 

  In order to pass this section the following will need to be completed with 80% or above 

using the above objectives in the SUMMATIVE PROJECTS. 
 

Page # Name of Application Application to be used # of Errors 

(5 points 

each) 

 

Final 

Summative 

Grade 

WD191 Apply Knowledge 

PROJECTED 

COLLEGE 

EXPENSES 

 Apply a Quick Style 

 Set and use tab stops 

 Create, insert, and modify 

a building block 

 Insert the current date 

 Insert a Word table, 

enter data in the table, 

and format the table 

  

WD195 DATALOCK  

STORAGE 

 Insert and format a 

shape 

 Change text wrapping 

 Insert and format a clip 

art image 

 Insert a symbol 

 Set and use tab stops 

 Create, insert, and modify 

a building block 

 Insert the current date 

 Insert a Word table, 

enter data in the table, 

and format the table 

 Convert a hyperlink to 

regular text 
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WD197 Jonner Public 

Library 

 Change margins 

 Insert and format a 

shape 

 Change text 

wrapping 

 Insert and format a 

clip art image 

 Insert a symbol 

 Add a border to a 

paragraph 

 Add a border to a 

paragraph 

 Create a file from an 

existing file 

 Apply a Quick Style 

 Set and use tab stops 

 Create, insert, and 

modify a building 

block 

 Insert the current 

date 

 Insert a Word table, 

enter data in the 

table, and format the 

table 

 Convert a hyperlink 

to regular text 

 Address and print an 

envelope 

 

 

  

 

 
Heartland Tractor Club    _____________ 
Projected College Expenses   _____________ 
DataLock Storage     _____________ 
Jonner Public Library       _____________ 
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PROJECT 4 - POWERPOINT  

 

 Creating and Editing a Presentation with Clip Art (CTE 3210) 
 
Upon completion of Section 4, the student will have mastered the material when they 
score an average of 80% on the summative projects. 
 

 Select a document theme 

 Create a title slide and a text slide with a bulleted list 

 Add new slides and change slide layouts 

 Insert clips and pictures into a slide with and without a content placeholder 

 Move and size clip art 

 Change font size and color 

 Bold and italicize text 

 Duplicate a slide 

 Arrange slides 

 Select slide transitions 

 View a presentation in Slide Show view 

 
Page # Name of Application Objectives to be used Used 

correctly 

PPT 2 It IS Easy Being Green  Select a document theme 

 Create a title slide and a text 

slide with a bulleted list 

 Add new slides and change 

slide layouts 

 Insert clips and pictures into a 

slide with and without a 

content placeholder 

 Move and size clip art 

 Change font size and color 

 Bold and italicize text 

 Duplicate a slide 

 Arrange slides 

 Select slide transitions 

 View a presentation in Slide 

Show view 

 Print a presentation 
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PROJECT 4 - POWERPOINT  

Creating and Editing a Presentation with Clip Art (CTE 3210) 
 

 

Page # Name of Application Start Date Final 

Summative 

Grade 

PPT 62 

 

The Sunshine Vitamin  Select a document theme 

 Create a title slide and a 

text slide with a bulleted 

list 

 Add new slides and 

change slide layouts 

 Insert clips and pictures 

into a slide with and 

without a content 

placeholder 

 Move and size clip art 

 Change font size and 

color 

 Bold and italicize text 

 Duplicate a slide 

 Arrange slides 

 Select slide transitions 

 View a presentation in 

Slide Show view 

 

 

PPT 68 

 

Make It A Party!  Select a document theme 

 Create a title slide and a 

text slide with a bulleted 

list 

 Add new slides and 

change slide layouts 

 Insert clips and pictures 

into a slide with and 

without a content 

placeholder 

 Move and size clip art 

 Change font size and 

color 

 Bold and italicize text 

 Duplicate a slide 

 Arrange slides 

 Select slide transitions 

 View a presentation in 

Slide Show view 
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PPT  Design and Create 

(Hiking Adventure) 

 Select a document theme 

 Create a title slide and a 

text slide with a bulleted 

list 

 Add new slides and 

change slide layouts 

 Insert clips and pictures 

into a slide with and 

without a content 

placeholder 

 Move and size clip art 

 Change font size and 

color 

 Bold and italicize text 

 Duplicate a slide 

 Arrange slides 

 Select slide transitions 

 View a presentation in 

Slide Show view 

 

 

PPT 74-122 Yoga’s Origins  Select a document theme 

 Create a title slide and a 

text slide with a bulleted 

list 

 Add new slides and 

change slide layouts 

 Insert clips and pictures 

into a slide with and 

without a content 

placeholder 

 Move and size clip art 

 Change font size and 

color 

 Bold and italicize text 

 Duplicate a slide 

 Arrange slides 

 Select slide transitions 

 View a presentation in 

Slide Show view 
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EXCEL - PROJECT 5 
 

Creating a Worksheet and an Embedded Chart/Excel 2010(CTE 3210) 
 

Objectives: 

 
 Describe the Excel Worksheet/Assessment 

 Enter Text and numbers 

 Use the Sum button to sum a range of cells 

 Apply cell styles 

 Format cells in a worksheet 

 Create a Clustered Cycler Chart 

 Change a worksheet name and worksheet tab color 

 Change document properties 

 Preview and print a worksheet 

 Use the Auto calculate area to display statistics 

 Correct errors on a worksheet 

These objectives will be taught to student as the student progresses through the EXCEL 

project for completion on the formative objective. 

 

Page # Name of Project Objectives Used correctly 

EX3 Save Sable River 

Foundation 

 Describe the 

Excel 

Worksheet/Assess

ment 

 Enter Text and 

numbers 

 Use the Sum 

button to sum a 

range of cells 

 Apply cell styles 

 Format cells in a 

worksheet 

 Create a Clustered 

Cycler Chart 

 Change a 

worksheet name 

and worksheet tab 

color 

 Change document 

properties 

 Preview and print 

a worksheet 

 Use the Auto 

calculate area to 

display statistics 

 Correct errors on 

a worksheet 
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EXCEL - PROJECT 5 
 

Creating a Worksheet and an Embedded Chart/Excel 2010(CTE 3210) 
 

 

Objectives: 

 
 Describe the Excel Worksheet/Assessment 

 Enter Text and numbers 

 Use the Sum button to sum a range of cells 

 Apply cell styles 

 Format cells in a worksheet 

 Create a Clustered Cycler Chart 

 Change a worksheet name and worksheet tab color 

 Change document properties 

 Preview and print a worksheet 

 Use the Auto calculate area to display statistics 

 Correct errors on a worksheet 

 

 

Page # Application Title Objectives to be used: Summative 

Grade 

EX 58 A Healthy Body Shop  Describe the Excel 

Worksheet/Assessment 

 Enter Text and numbers 

 Use the Sum button to sum a 

range of cells 

 Apply cell styles 

 Format cells in a worksheet 

 Create a Clustered Cycler 

Chart 

 Change a worksheet name 

and worksheet tab color 

 Change document properties 

 Preview and print a 

worksheet 

 Use the Auto calculate area 

to display statistics 

 Correct errors on a 

worksheet 
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EXCEL - PROJECT  5 
Excel With Formulas, Functions and Formatting 
(*Note, formulas must be placed in the spreadsheet in order for it to be able to print 

the worksheet) 

 

Objectives: 

 
 Enter formulas using the keyboard 

 Enter formulas using Point mode 

 Apply the AVERAGE, MAX, and MIN functions 

 Verify a formula using Range Finder 

 Apply a theme to a workbook 

 Apply a date format to a cell or range 

 Add conditional formatting to cells 

 Change column width and row height 

 Check the spelling in a worksheet 

 Set margins, headers, and footers in Page Layout view 

 Preview and print versions of a worksheet 

FORMATIVE PROJECT: 

 
Page # Application Title Objective to be used” Formative 

Grade 

Ex 67-120 The Mobile Masses 

Store 

 

 Enter formulas using the 

keyboard 

 Enter formulas using Point 

mode 

 Apply the AVERAGE, MAX, and 

MIN functions 

 Verify a formula using Range 

Finder 

 Apply a theme to a workbook 

 Apply a date format to a cell 

or range 

 Add conditional formatting to 

cells 

 Change column width and row 

height 

 Check the spelling in a 

worksheet 

 Set margins, headers, and 

footers in Page Layout view 

 Preview and print versions of 

a worksheet 
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EXCEL - PROJECT  
Excel With Formulas, Functions and Formatting 
(*Note, formulas must be placed in the spreadsheet in order for it to be able to print 

the worksheet) 

 

 
Page # Application Title Objective to be used” Formative 

Grade 

EX 122 Village of Scott Police 

Department 

 

 Enter formulas using the 

keyboard 

 Enter formulas using Point 

mode 

 Apply the AVERAGE, MAX, and 

MIN functions 

 Verify a formula using Range 

Finder 

 Apply a theme to a workbook 

 Apply a date format to a cell 

or range 

 Add conditional formatting to 

cells 

 Change column width and row 

height 

 Check the spelling in a 

worksheet 

 Set margins, headers, and 

footers in Page Layout view 

 Preview and print versions of 

a worksheet 
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EXCEL - PROJECT  
Excel With Formulas, Functions and Formatting 
(*Note, formulas must be placed in the spreadsheet in order for it to be able to print 

the worksheet) 

 

 

 
Page # Application Title Objective to be used”  

Ex 67-120 Aficionado Guitar 

Parts 

 

 Enter formulas using the 

keyboard 

 Add thick box border 

 Enter formulas using Point 

mode 

 Apply the AVERAGE, MAX, and 

MIN functions 

 Verify a formula using Range 

Finder 

 Apply a theme to a workbook 

 Apply a date format to a cell 

or range 

 Add conditional formatting to 

cells 

 Change column width and row 

height 

 Check the spelling in a 

worksheet 

 Set margins, headers, and 

footers in Page Layout view 

 Preview and print versions of 

a worksheet 

 

 

 


