
IT Academy Curriculum Map 
Arkansas Department of Career Education – July 24, 2012 

Computer Applications I 
 

Unit 1:  Introduction to the Operating System, Computer Systems, and Networ 

ITA Resource Title & Hyperlink 
E-Learning Microsoft Digital Literacy: Computer Basic 
Lesson Plan See “Instructor Resources” at www.microsoft.com/digitalliterac 
MOS Exam Digital Literacy Certificate Tes 
 

Unit 2:  Word Processing – Creating Simple Document 

ITA Resource Title & Hyperlink 
E-Learning Course 10294: Beginner Skills in Microsoft Word 201 
Lesson Plan MicrosoftWord 2010 Lesson Plans 
MOS Exam Exam 77-881: Word 2010 
 

Unit 3:  Word Processing – Changing Margins, Formatting Paragraphs, and Setting and Using  

ITA Resource Title & Hyperlink 
E-Learning Course 10294: Beginner Skills in Microsoft Word 201 
Lesson Plan MicrosoftWord 2010 Lesson Plans 
MOS Exam Exam 77-881: Word 2010 
 

Unit 4:  Word Processing – Moving, Copying, and Revising Text 

ITA Resource Title & Hyperlink 
E-Learning Course 10294: Beginner Skills in Microsoft Word 201 
Lesson Plan MicrosoftWord 2010 Lesson Plans 
MOS Exam Exam 77-881: Word 2010 
 

Unit 5:  Spreadsheets – Creating, Editing, and Enhancing a Simple Workshe 

ITA Resource Title & Hyperlink 
E-Learning Course 10296: Beginner Skills in Microsoft Excel 201 
Lesson Plan MicrosoftExcel 2010 Lesson Plans 
MOS Exam Exam 77-882: Excel 2010 
 

Unit 6:  Internet, E-Mail and Ethical Use of Technology Resources 

ITA Resource Title & Hyperlink 
E-Learning Microsoft Digital Literacy: The Internet and the World Wide We 

Microsoft Digital Literacy: Computer Security and Privac 
Lesson Plan See “Instructor Resources” at www.microsoft.com/digitalliterac 
MOS Exam n/a 
 

Unit 7:  Presentation– Developing a Simple Presentatio 

ITA Resource Title & Hyperlink 
E-Learning Course 10295: Beginner Skills in Microsoft PowerPoint 201 

Course 10523: Intermediate Skills in Microsoft PowerPoint 201 
Lesson Plan MicrosoftPowerPoint 2010 Lesson Plans 
MOS Exam Exam 77-883: PowerPoint 2010 

http://www.microsoft.com/about/corporatecitizenship/citizenship/giving/programs/up/digitalliteracy/eng/curriculum3.mspx#ComputerBasics
http://www.microsoft.com/digitalliteracy
http://www.microsoft.com/about/corporatecitizenship/citizenship/giving/programs/up/digitalliteracy/eng/Curriculum2.mspx#certificatetest
https://www.microsoftelearning.com/eLearning/course.aspx?theme=msct&guid=9A4B4574-AECD-4FF2-8DDC-91BA8A06B224
https://www.microsoft.com/en-us/itacademy/members/lessonplans/office-word-2010.aspx
http://www.microsoft.com/learning/en/us/exam.aspx?ID=77-881&Locale=en-us
https://www.microsoftelearning.com/eLearning/course.aspx?theme=msct&guid=9A4B4574-AECD-4FF2-8DDC-91BA8A06B224
https://www.microsoft.com/en-us/itacademy/members/lessonplans/office-word-2010.aspx
http://www.microsoft.com/learning/en/us/exam.aspx?ID=77-881&Locale=en-us
https://www.microsoftelearning.com/eLearning/course.aspx?theme=msct&guid=9A4B4574-AECD-4FF2-8DDC-91BA8A06B224
https://www.microsoft.com/en-us/itacademy/members/lessonplans/office-word-2010.aspx
http://www.microsoft.com/learning/en/us/exam.aspx?ID=77-881&Locale=en-us
https://www.microsoftelearning.com/eLearning/course.aspx?guid=33DC2BCE-C0A7-46E0-A280-9BD521557AB2
https://www.microsoft.com/en-us/itacademy/members/lessonplans/office-excel-2010.aspx
http://www.microsoft.com/learning/en/us/exam.aspx?ID=77-882&Locale=en-us
http://www.microsoft.com/about/corporatecitizenship/citizenship/giving/programs/up/digitalliteracy/eng/curriculum3.mspx#internetandweb
http://www.microsoft.com/about/corporatecitizenship/citizenship/giving/programs/up/digitalliteracy/eng/curriculum3.mspx#securityandprivacy
http://www.microsoft.com/digitalliteracy
https://www.microsoftelearning.com/eLearning/course.aspx?theme=msct&guid=12D0B4CA-92BF-4314-831B-B919B719F919
https://www.microsoftelearning.com/eLearning/course.aspx?guid=7B33D51B-9057-4BA6-BCA9-A16A39613379
https://www.microsoft.com/en-us/itacademy/members/lessonplans/office-powerpoint-2010.aspx
http://www.microsoft.com/learning/en/us/exam.aspx?ID=77-883&Locale=en-us


Computer Applications II 
 

Unit 1:  Spreadsheet – Formatting and Changing the Appearance of a Workshe 

ITA Resource Title & Hyperlink 
E-Learning Course 10393: Intermediate Skills in Microsoft Excel 201 
Lesson Plan MicrosoftExcel 2010 Lesson Plans 
MOS Exam Exam 77-882: Excel 2010 
 

Unit 2:  Spreadsheets – Using Functions and Formulas, and Constructing Templat 

ITA Resource Title & Hyperlink 
E-Learning Course 10393: Intermediate Skills in Microsoft Excel 201 
Lesson Plan MicrosoftExcel 2010 Lesson Plans 
MOS Exam Exam 77-882: Excel 2010 
 

Unit 3:  Spreadsheet – Creating and Enhancing Charts and Graph 

ITA Resource Title & Hyperlink 
E-Learning Course 10393: Intermediate Skills in Microsoft Excel 201 
Lesson Plan MicrosoftExcel 2010 Lesson Plans 
MOS Exam Exam 77-882: Excel 2010 
 

Unit 4:  Word Processing – Advanced Printing and Page Formatt 

ITA Resource Title & Hyperlink 
E-Learning Course 10391: Intermediate Skills in Microsoft Word 201 
Lesson Plan MicrosoftWord 2010 Lesson Plans 
MOS Exam Exam 77-881: Word 2010 
 

Unit 5:  Word Processing – Using Styles, Templates, Mail Merge, and Special Documents 

ITA Resource Title & Hyperlink 
E-Learning Course 10391: Intermediate Skills in Microsoft Word 201 
Lesson Plan MicrosoftWord 2010 Lesson Plans 
MOS Exam Exam 77-881: Word 2010 
 

Unit 6:  Word Processing – Using Tables and Columns 

ITA Resource Title & Hyperlink 
E-Learning Course 10391: Intermediate Skills in Microsoft Word 201 
Lesson Plan MicrosoftWord 2010 Lesson Plans 
MOS Exam Exam 77-881: Word 2010 
 

Unit 7:  Database, creating tables, queries, forms & report 

ITA Resource Title & Hyperlink 
E-Learning Course 10382: Beginner Skills in Microsoft Access 2010  

Course 10383: Intermediate Skills in Microsoft Access 201 
Course 10384: Advanced Skills in Microsoft Access 201 

Lesson Plan MicrosoftAccess 2010 Lesson Plans 
MOS Exam Exam 77-885: Access 2010 

  

https://www.microsoftelearning.com/eLearning/course.aspx?guid=877E389A-B606-468F-B506-12A3F138813C
https://www.microsoft.com/en-us/itacademy/members/lessonplans/office-excel-2010.aspx
http://www.microsoft.com/learning/en/us/exam.aspx?ID=77-882&Locale=en-us
https://www.microsoftelearning.com/eLearning/course.aspx?guid=877E389A-B606-468F-B506-12A3F138813C
https://www.microsoft.com/en-us/itacademy/members/lessonplans/office-excel-2010.aspx
http://www.microsoft.com/learning/en/us/exam.aspx?ID=77-882&Locale=en-us
https://www.microsoftelearning.com/eLearning/course.aspx?guid=877E389A-B606-468F-B506-12A3F138813C
https://www.microsoft.com/en-us/itacademy/members/lessonplans/office-excel-2010.aspx
http://www.microsoft.com/learning/en/us/exam.aspx?ID=77-882&Locale=en-us
https://www.microsoftelearning.com/eLearning/course.aspx?guid=1197EF4C-6255-4B10-B901-30EB2D4F9CE9
https://www.microsoft.com/en-us/itacademy/members/lessonplans/office-word-2010.aspx
http://www.microsoft.com/learning/en/us/exam.aspx?ID=77-881&Locale=en-us
https://www.microsoftelearning.com/eLearning/course.aspx?guid=1197EF4C-6255-4B10-B901-30EB2D4F9CE9
https://www.microsoft.com/en-us/itacademy/members/lessonplans/office-word-2010.aspx
http://www.microsoft.com/learning/en/us/exam.aspx?ID=77-881&Locale=en-us
https://www.microsoftelearning.com/eLearning/course.aspx?guid=1197EF4C-6255-4B10-B901-30EB2D4F9CE9
https://www.microsoft.com/en-us/itacademy/members/lessonplans/office-word-2010.aspx
http://www.microsoft.com/learning/en/us/exam.aspx?ID=77-881&Locale=en-us
https://www.microsoftelearning.com/eLearning/course.aspx?guid=E0281501-0C50-4DC6-814D-CCF1549A9039
https://www.microsoftelearning.com/eLearning/course.aspx?guid=5F26B835-3E68-4B92-AA60-C5382F9CAA41
https://www.microsoftelearning.com/eLearning/course.aspx?guid=26CD8756-14DC-4B3A-BEC6-77B387546F56
https://www.microsoft.com/en-us/itacademy/members/lessonplans/office-access-2010.aspx
http://www.microsoft.com/learning/en/us/exam.aspx?ID=77-885&Locale=en-us


Computer Applications III 
 

Unit 1:  Desktop Publishing and Graphics – Creating & Editing Simple Publicati 

ITA Resource Title & Hyperlink 
E-Learning Course 10354: Beginner Skills Training in Microsoft Publisher 201 
Lesson Plan Microsoft Publisher 2010 Lesson Plan 
MOS Exam n/a 
 

Unit 2:  Advanced Word Processing 

ITA Resource Title & Hyperlink 
E-Learning Course 10392: Advanced Skills in Microsoft Word2010 
Lesson Plan MicrosoftWord 2010 Lesson Plans 
MOS Exam Exam 77-887: Word 2010 Expert 
 

Unit 3:  Presentation Softwar– Creating Advanced Electronic Presentatio 

ITA Resource Title & Hyperlink 
E-Learning Course 10386: Advanced Skills in Microsoft PowerPoint 201 
Lesson Plan MicrosoftPowerPoint 2010 Lesson Plans 
MOS Exam n/a 
 

Unit 4:  Web Site Design 

ITA Resource Title & Hyperlink 
E-Learning Curriculum for Microsoft Expressio Web (not ITA) 
Lesson Plan Microsoft Expression Web 4 Lesson Plan 
MOS Exam n/a 

  

https://www.microsoftelearning.com/eLearning/course.aspx?theme=msct&guid=28A3AB3A-F815-40CA-B7ED-9929E1A14389
https://www.microsoftelearning.com/eLearning/course.aspx?guid=FC3AF934-083C-4FCC-9937-26A5D941FC82
https://www.microsoft.com/en-us/itacademy/members/lessonplans/office-word-2010.aspx
http://www.microsoft.com/learning/en/us/exam.aspx?ID=77-887&Locale=en-us
https://www.microsoftelearning.com/eLearning/course.aspx?guid=B573D73D-301A-4371-BDB0-9F51F4AE2262
https://www.microsoft.com/en-us/itacademy/members/lessonplans/office-powerpoint-2010.aspx
http://expression.microsoft.com/en-us/dd252934
https://www.microsoft.com/en-us/itacademy/members/lessonplans/expression-web-4.aspx


Computerized Business Applications 
 

Unit 1:  Hardware and Softwar 

ITA Resource Title & Hyperlink 
E-Learning Microsoft Digital Literacy: Computer Basic 
Lesson Plan See “Instructor Resources” at www.microsoft.com/digitalliterac 
MOS Exam n/a 
 

Unit 2:  Word Processing 

ITA Resource Title & Hyperlink 
E-Learning Course 10294: Beginner Skills in Microsoft Word 201 

Course 10391: Intermediate Skills in Microsoft Word 201 
Course 10392: Advanced Skills in Microsoft Word 201 

Lesson Plan MicrosoftWord 2010 Lesson Plans 
MOS Exam Exam 77-881: Word 2010 
 

Unit 3:  Spreadsheet 

ITA Resource Title & Hyperlink 
E-Learning Course 10296: Beginner Skills in Microsoft Excel 201 

Course 10393: Intermediate Skills in Microsoft Excel 201 
Course 10394: Advanced Skills in Microsoft Excel 201 

Lesson Plan MicrosoftExcel 2010 Lesson Plans 
MOS Exam Exam 77-882: Excel 2010 
 

Unit 4:  Databases 

ITA Resource Title & Hyperlink 
E-Learning Course 10382: Beginner Skills in Microsoft Access 2010  

Course 10383: Intermediate Skills in Microsoft Access 201 
Course 10384: Advanced Skills in Microsoft Access 201 

Lesson Plan MicrosoftAccess 2010 Lesson Plans 
MOS Exam Exam 77-885: Access 2010 
 

Unit 5:  Presentation 

ITA Resource Title & Hyperlink 
E-Learning Course 10295: Beginner Skills in Microsoft PowerPoint 201 

Course 10523: Intermediate Skills in Microsoft PowerPoint 201 
Course 10386: Advanced Skills in Microsoft PowerPoint 201 

Lesson Plan MicrosoftPowerPoint 2010 Lesson Plans 
MOS Exam Exam 77-883: PowerPoint 2010 
 

Unit 6:  Integrating Softwa 

ITA Resource Title & Hyperlink 
E-Learning Course 10392: Advanced Skills in Microsoft Word 201 

Microsoft Digital Literacy: Digital Lifestyle 
Lesson Plan MicrosoftWord 2010 Lesson Plans 
MOS Exam Exam 77-887: Word 2010 Expert 
 

Unit 7:  Telecommunication 

ITA Resource Title & Hyperlink 
E-Learning Microsoft Digital Literacy: The Internet and the World Wide We 

Microsoft Digital Literacy: Computer Security and Privac 
Lesson Plan See “Instructor Resources” at www.microsoft.com/digitalliterac 
MOS Exam n/a 
 

http://www.microsoft.com/about/corporatecitizenship/citizenship/giving/programs/up/digitalliteracy/eng/curriculum3.mspx#ComputerBasics
http://www.microsoft.com/digitalliteracy
https://www.microsoftelearning.com/eLearning/course.aspx?theme=msct&guid=9A4B4574-AECD-4FF2-8DDC-91BA8A06B224
https://www.microsoftelearning.com/eLearning/course.aspx?guid=1197EF4C-6255-4B10-B901-30EB2D4F9CE9
https://www.microsoftelearning.com/eLearning/course.aspx?guid=FC3AF934-083C-4FCC-9937-26A5D941FC82
https://www.microsoft.com/en-us/itacademy/members/lessonplans/office-word-2010.aspx
http://www.microsoft.com/learning/en/us/exam.aspx?ID=77-881&Locale=en-us
https://www.microsoftelearning.com/eLearning/course.aspx?guid=33DC2BCE-C0A7-46E0-A280-9BD521557AB2
https://www.microsoftelearning.com/eLearning/course.aspx?guid=877E389A-B606-468F-B506-12A3F138813C
http://sharepoint/sites/msltitleplans/Academic%20Mapping/AL%20CTE/This%20online%20course%20is%20designed%20to%20help%20you%20customize%20and%20manage%20the%20Excel%202010%20interface%20as%20well%20as%20know%20how%20to%20manage,%20manipulate,%20and%20format%20data.
https://www.microsoft.com/en-us/itacademy/members/lessonplans/office-excel-2010.aspx
http://www.microsoft.com/learning/en/us/exam.aspx?ID=77-882&Locale=en-us
https://www.microsoftelearning.com/eLearning/course.aspx?guid=E0281501-0C50-4DC6-814D-CCF1549A9039
https://www.microsoftelearning.com/eLearning/course.aspx?guid=5F26B835-3E68-4B92-AA60-C5382F9CAA41
https://www.microsoftelearning.com/eLearning/course.aspx?guid=26CD8756-14DC-4B3A-BEC6-77B387546F56
https://www.microsoft.com/en-us/itacademy/members/lessonplans/office-access-2010.aspx
http://www.microsoft.com/learning/en/us/exam.aspx?ID=77-885&Locale=en-us
https://www.microsoftelearning.com/eLearning/course.aspx?theme=msct&guid=12D0B4CA-92BF-4314-831B-B919B719F919
https://www.microsoftelearning.com/eLearning/course.aspx?guid=7B33D51B-9057-4BA6-BCA9-A16A39613379
https://www.microsoftelearning.com/eLearning/course.aspx?guid=B573D73D-301A-4371-BDB0-9F51F4AE2262
https://www.microsoft.com/en-us/itacademy/members/lessonplans/office-powerpoint-2010.aspx
http://www.microsoft.com/learning/en/us/exam.aspx?ID=77-883&Locale=en-us
https://www.microsoftelearning.com/eLearning/course.aspx?guid=FC3AF934-083C-4FCC-9937-26A5D941FC82
http://www.microsoft.com/about/corporatecitizenship/citizenship/giving/programs/up/digitalliteracy/eng/curriculum3.mspx#digitallifestyles
https://www.microsoft.com/en-us/itacademy/members/lessonplans/office-word-2010.aspx
http://www.microsoft.com/learning/en/us/exam.aspx?ID=77-887&Locale=en-us
http://www.microsoft.com/about/corporatecitizenship/citizenship/giving/programs/up/digitalliteracy/eng/curriculum3.mspx#internetandweb
http://www.microsoft.com/about/corporatecitizenship/citizenship/giving/programs/up/digitalliteracy/eng/curriculum3.mspx#securityandprivacy
http://www.microsoft.com/digitalliteracy
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