
 
 

Union County Educational Services Commission 
High School Course Syllabus 

 

Title:   Introduction to Computer Applications 

 
Timeline:  Full Year; 5 Credits 
 
Course Description: 
Introduction to Computer Applications is a one-year course that will use hands on, project-based, active 
learning. Students will be able to recognize, interpret, and apply the appropriate  applications for 
specific business and life needs by utilizing MS Office compatible GOOGLE  Apps.  Students will exhibit 
their knowledge by creating authentic products for authentic audiences.  Units include career readiness, 
personal financial literacy, and  business communications.  

Course Outline: 
I. Acceptable Use and Google Drive 

II. Google Docs 
III. Google Apps 
IV. Google Sheets 
V. Google Slides 

 
Refer to the attached curriculum map for a detailed outline of course objectives. 
 
Curriculum Alignment: 
New Jersey Student Learning Standards - Technology 
 
Grading Procedures: 
 Do Now   10% 
 Participation  20% 
 Class Assignments 50% 
 Assessments  20% 
 
Adoption Date: 
  



 
 

Union County Educational Services Commission 
Curriculum Mapping Format: Introduction to Computer Applications 

 

 Unit 1 Unit 2 Unit 3 Unit 4 Unit 5 

Length of 
Unit 

8 Weeks 8 Weeks 8 Weeks 8 Weeks 8 Weeks 

Topic Acceptable Use and 
Google Drive 

Google Docs Google Apps Google Sheets Google Slides 

Standards 8.1.12.A.1 - Create a 
personal digital portfolio 
which reflects personal 
and academic interests, 
achievements, and career 
aspirations by using a 
variety of digital tools and 
resources. 
8.1.12.A.2 - Produce and 
edit a multi-page digital 
document for a 
commercial or 
professional audience and 
present it to peers and/or 
professionals in that 
related area for review. 
8.1.12.D.2 - Evaluate 
consequences of 
unauthorized electronic 
access (e.g., hacking) and 
disclosure, and on 
dissemination of personal 
information. 

8.1.12.A.1 - Create a 
personal digital portfolio 
which reflects personal 
and academic interests, 
achievements, and career 
aspirations by using a 
variety of digital tools and 
resources. 
8.1.12.A.2 - Produce and 
edit a multi-page digital 
document for a 
commercial or 
professional audience and 
present it to peers and/or 
professionals in that 
related area for review. 
 

8.1.12.A.1 - Create a 
personal digital portfolio 
which reflects personal 
and academic interests, 
achievements, and career 
aspirations by using a 
variety of digital tools and 
resources. 
8.1.12.A.3 - Collaborate in 
online courses, learning 
communities, social 
networks or virtual worlds 
to discuss a resolution to a 
problem or issue. 

8.1.12.A.1 - Create a personal 
digital portfolio which reflects 
personal and academic 
interests, achievements, and 
career aspirations by using a 
variety of digital tools and 
resources. 
8.1.12.A.4 - Construct a 
spreadsheet workbook with 
multiple worksheets, rename 
tabs to reflect the data on the 
worksheet, and use 
mathematical or logical 
functions, charts and data 
from all worksheets to convey 
the results. 

8.1.12.A.1 - Create a 
personal digital portfolio 
which reflects personal 
and academic interests, 
achievements, and career 
aspirations by using a 
variety of digital tools and 
resources. 
8.1.12.A.5 - Create a 
report from a relational 
database consisting of at 
least two tables and 
describe the process, and 
explain the report results. 
8.1.12.D.1 - Demonstrate 
appropriate application of 
copyright, fair use and/or 
Creative Commons to an 
original work. 

Content UCESC Acceptable Use 
Policy 
Overview of G-Suite 
Google Drive 
Sharing Settings 
Privacy 

Google Docs 
Editing Features 
Keyboarding 
Creating and Sharing 
Documents 

Google Earth 
Google Hangout 
Google Sites 
Google Classroom 

Google Sheets 
Reasons to Use Spreadsheets 
Using Formulas 
Sorting and Filtering 
Creating Graphs and Charts 
 

Google Slides 
Elements of a Presentation 
Using Images and Text 
Alignments 
Notes Feature 
Animations 

Skills Create a digital portfolio Create a digital portfolio Create a digital portfolio Create a digital portfolio Create a digital portfolio 
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demonstrating use of 
various digital tools 
Identify key elements of 
the district’s Acceptable 
Use Policy 
Create digital documents 
and utilize Google Drive to 
store and share them 

demonstrating use of 
various digital tools 
Create digital documents 
and utilize Google Drive to 
store and share them 
Create documents for a 
professional audience 

demonstrating use of 
various digital tools 
Collaborate in online 
platforms 

demonstrating use of various 
digital tools 
Create a spreadsheet and 
utilize formulas, functions, 
and sorting 

demonstrating use of 
various digital tools 
Identify elements of 
copyright law that pertain 
to digital production 
Create slideshows 
adhering to digital 
copyright law 
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