


Course Alignment for BIS 1120 FlexPace

	CO 1
	Use spreadsheet software to create spreadsheets and charts for business and other applications

	CO 2
	Use database software to create databases for business and other applications

	CO 3
	Use presentation software to create presentations for business and other applications

	CO 4
	Use word processing software to create various documents and reports


Note: Course Objectives are institutionally mandated and taken from the Master Syllabus.
Course Structure and Alignment
Note: Topic Objectives are developed by the course coordinator to align with the Course Objectives.

	Module/Unit  Name
	Module Objectives
	CO #
	Materials
	Activities
	Assessments

	Introduction and Getting Started
	
	
	
	· Setup SIMnet account

	· 

	Windows/Office/File Management
	· Explore and use select features of Windows and Office to navigate the environment
· Use Office applications to create, open, save, and close Office files
· Organize and customize files and folders (extract, compress, rename, copy, move, and delete)
	
	SIMbook – Intro Chapter: Windows, Office, and File Management
PowerPoint
GCFLearnFree
	· Read assigned chapter via SIMbook
· Review provided resources
· Complete chapter activities (Show Me-Guide Me-Let Me Try)
· Complete SIMnet assignments
	· SIMpath - Windows, Office, and File Management

	Word Unit - Word 1
	· Create, edit, save, and print a document
· Adjust paragraph spacing, line spacing, and margins
· Format text apply font, size, color, and text effects
	4
	SIMbook – Word 1: Creating and Editing Documents
PowerPoint
Guided Project 
GCFLearnFree
	· Read assigned chapter via SIMbook
· Review provided resources
· Complete chapter activities (Show Me-Guide Me-Let Me Try) if needed 
· Complete SIMnet assignments if needed 
	· Word Unit Pre-Assessment 
· Word Unit Post-Assessment (if needed)

· SIMpath – Word 1
· Project – Word 1


	Word Unit - Word 2
	· Use Word tools to build, navigate, and edit documents
· Use Review tools (comments, track changes) to collaborate on a document
· Apply Research and Reference tools to create and modify citations, and create and update a bibliography using various writing styles (MLA, APA, Chicago) for research papers
	4
	SIMbook – Word 2: Formatting and Customizing Documents
PowerPoint
GCFLearnFree
	· Read assigned chapter via SIMbook
· Review provided resources
· Complete chapter activities (Show Me-Guide Me-Let Me Try) if needed 
· Complete SIMnet assignments if needed

	· Word Unit Pre-Assessment 
· Word Unit Post-Assessment (if needed)

· SIMpath – Word 2
· Project – Word 2


	Word Unit - Word 3
	· Review and reorganize documents to create reports using themes, section breaks, page numbers, headers and footers, and inserting a cover page
· Create, format, sort, and edit a table
· Create and edit footnotes and endnotes
· Create and edit SmartArt graphics
	4
	SIMbook – Word 3: Collaborating with Others and Working with Reports
PowerPoint
GCFLearnFree
	· Read assigned chapter via SIMbook
· Review provided resources
· Complete chapter activities (Show Me-Guide Me-Let Me Try) if needed 
· Complete SIMnet assignments if needed


	· Word Unit Pre-Assessment 
· Word Unit Post-Assessment (if needed)

· SIMpath – Word 3
· Project – Word 3


	Word Unit - Word 4
	· Use desktop publishing features to format documents (section breaks, symbols and special characters, WordArt, columns, page borders)
· Insert, edit, and adjust objects (text boxes, graphics, drop cap) to fit within or around text
· Save a document as a PDF, and open and edit a PDF in Word
	4
	SIMbook – Word 4: Using Tables, Columns, and Graphics
PowerPoint
GCFLearnFree
	· Read assigned chapter via SIMbook
· Review provided resources
· Complete chapter activities (Show Me-Guide Me-Let Me Try) if needed 
· Complete SIMnet assignments if needed

	· Word Unit Pre-Assessment 
· Word Unit Post-Assessment (if needed)

· SIMpath – Word 4
· Project – Word 4


	Excel Unit - Excel 1
	· Create, save, open, and edit Excel worksheets and workbooks
· Use formatting tools (cell styles, themes, borders) to enhance worksheets
· Use the SUM function to build a simple formula
	1
	SIMbook – Excel 1: Creating and Editing Workbooks
PowerPoint
GCFLearnFree
	· Read assigned chapter via SIMbook
· Review provided resources
· Complete chapter activities (Show Me-Guide Me-Let Me Try) if needed 
· Complete SIMnet assignments if needed

	· Excel Unit Pre-Assessment 
· Excel Unit Post-Assessment (if needed)

· SIMpath – Excel 1
· Project – Excel 1


	Excel Unit - Excel 2
	· Build and edit basic formulas
· Use relative, absolute, mixed, and 3D references in a formula
· Work with a variety of financial, logical, lookup, and date and time functions
	1
	SIMbook – Excel 2: Working with Formulas and Functions
PowerPoint
GCFLearnFree
	· Read assigned chapter via SIMbook
· Review provided resources
· Complete chapter activities (Show Me-Guide Me-Let Me Try) if needed 
· Complete SIMnet assignments if needed

	· Excel Unit Pre-Assessment 
· Excel Unit Post-Assessment (if needed)

· SIMpath – Excel 2
· Project – Excel 2


	Excel Unit - Excel 3
	· Create various Excel chart objects and chart sheets
· Format chart elements using layouts and chart styles
· Edit chart elements including titles, data labels, and source data
	1
	SIMbook – Excel 3: Creating and Editing Charts
PowerPoint
GCFLearnFree
	· Read assigned chapter via SIMbook
· Review provided resources
· Complete chapter activities (Show Me-Guide Me-Let Me Try) if needed 
· Complete SIMnet assignments if needed

	· Excel Unit Pre-Assessment 
· Excel Unit Post-Assessment (if needed)

· SIMpath – Excel 3
· Project – Excel 3


	Excel Unit - Excel 4
	· Create and apply Conditional Formatting rules
· Sort, filter, group, and subtotal data
· Import data into an Excel worksheet and from different sources (text file, database file)
· Built and format a PivotTable
	1
	SIMbook – Excel 4: Getting and Managing Data
PowerPoint
GCFLearnFree
	· Read assigned chapter via SIMbook
· Review provided resources
· Complete chapter activities (Show Me-Guide Me-Let Me Try) if needed 
· Complete SIMnet assignments if needed

	· Excel Unit Pre-Assessment 
· Excel Unit Post-Assessment (if needed)

· SIMpath – Excel 4
· Project – Excel 4


	Access Unit - Access
	· Create, edit, and save a table in datasheet and design views
· Import data into an Access table from different sources (text file, Excel file)
· Identify the use of database objects (tables, queries, forms, and reports) and use the Navigation Pane to view, open, and close various objects
· Set and edit field properties
	2
	Lesson – Access: Introduction to Databases
PowerPoint
GCFLearnFree
	· Read assigned lesson 
· Review provided resources
· Complete SIMnet assignments if needed

	· Access Unit Pre-Assessment 
· Access Unit Post-Assessment (if needed)

· SIMpath – Access

	PowerPoint Unit - PowerPoint 1
	· Create, edit, save, and print a presentation
· Apply formatting (themes, fonts, colors, and layouts) and headers and footers to enhance a presentation
· Add pictures and transitions to slides to prepare a presentation for delivery
· Change views to organize content and navigate a presentation
	3
	SIMbook – PowerPoint 1: Creating and Editing Presentations
PowerPoint
GCFLearnFree
	· Read assigned chapter via SIMbook
· Review provided resources
· Complete chapter activities (Show Me-Guide Me-Let Me Try) if needed 
· Complete SIMnet assignments if needed

	· PowerPoint Unit Pre-Assessment 
· PowerPoint Unit Post-Assessment (if needed)

· SIMpath – PowerPoint 1
· Project – PowerPoint 1


	PowerPoint Unit - PowerPoint 2
	·  Use shapes, styles, colors, and effects to enhance slide content
· Insert and edit pictures (styles, colors, cropping)
· Create, format, and edit tables, charts, and SmartArt graphics to organize and illustrate content
	3
	SIMbook – PowerPoint 2: Illustrating with Pictures and Information Graphics
PowerPoint
GCFLearnFree
	· Read assigned chapter via SIMbook
· Review provided resources
· Complete chapter activities (Show Me-Guide Me-Let Me Try) if needed 
· Complete SIMnet assignments if needed

	· PowerPoint Unit Pre-Assessment 
· PowerPoint Unit Post-Assessment (if needed)

· SIMpath – PowerPoint 2
· Project – PowerPoint 2


	PowerPoint Unit - PowerPoint 3
	·  Prepare a presentation for delivery by applying animation effects, hiding slides, and setting timings
· Customize themes and background colors and effects
· Prepare a self-running presentation to loop continuously
· Use tools in Presenter View (pointers, black screen) and navigate a presentation
	3
	SIMbook – PowerPoint 3: Preparing for Delivery and Using a Slide Presentation
PowerPoint
GCFLearnFree
	· Read assigned chapter via SIMbook
· Review provided resources
· Complete chapter activities (Show Me-Guide Me-Let Me Try) if needed 
· Complete SIMnet assignments if needed

	· PowerPoint Unit Pre-Assessment 
· PowerPoint Unit Post-Assessment (if needed)

· SIMpath – PowerPoint 3
· Project – PowerPoint 3


	PowerPoint Unit - PowerPoint 4
	· Format images (brightness, contrast, rotate, flip, ordering, grouping, ungrouping)
· Use Slide Masters to create a custom theme, adjust slide layouts, and change bullets
· Use templates to create new and save existing presentations
	3
	SIMbook – PowerPoint 4: Customizing Images, Illustrations, and Themes
PowerPoint
GCFLearnFree
	· Read assigned chapter via SIMbook
· Review provided resources
· Complete chapter activities (Show Me-Guide Me-Let Me Try) if needed 
· Complete SIMnet assignments if needed

	· PowerPoint Unit Pre-Assessment 
· PowerPoint Unit Post-Assessment (if needed)

· SIMpath – PowerPoint 4
· Project – PowerPoint 4

	Post-Assessment
	
	1, 2, 3, 4
	All course content
	Complete exam
	· SIMexam – Post-Assessment






