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Computer Applications

RCAS Policies/Procedures:

Students will be required to follow all RCAS policies and procedures. To view
the RCAS High School Student Handbook, click handbook.

Course Description:

Students will be immersed in skills-based training to enhance their
understanding of technology, software, and applications. This course will
cover topics such as word processing, spreadsheets, presentations, and
digital literacy. Students will gain career readiness skills in the areas of job
applications, resumes, cover letters, memos, and professional business
communications.

Textbook:
Microsoft Office 365 Office 2019

Required Resources:

“Limited Choice” Resources: (students will be asked to choose at least one title from this list)

Everfi
Student Choice:

Will student be asked to choose additional reading material from the
classroom or school library?

No

Essential Questions:

e How can proficiency in word processing, spreadsheets, and


https://sdk12.sharepoint.com/teams/RapidCity/PUB-PDFs/Educational%20Services/Forms/AllItems.aspx?id=%2Fteams%2FRapidCity%2FPUB%2DPDFs%2FEducational%20Services%2FHandbooks%2FHigh%20School%20Handbooks%2FHigh%20School%20Handbook%2Epdf&parent=%2Fteams%2FRapidCity%2FPUB%2DPDFs%2FEducational%20Services%2FHandbooks%2FHigh%20School%20Handbooks&p=true&originalPath=aHR0cHM6Ly9zZGsxMi5zaGFyZXBvaW50LmNvbS86YjovdC9SYXBpZENpdHkvUFVCLVBERnMvRWZJX2hRZmJ3TjVDcEpsNTEya0hiWkVCV09ESVJTLVZMLU4xM2pZdHczYUZGUT9ydGltZT0wd1FxZjJTYTJVZw

presentations enhance our ability to communicate effectively in both
academic and professional settings?

e What role does digital literacy play in navigating the modern workplace,
and how can it improve our overall career readiness?

e In what ways can crafting a well-organized resume and cover letter
impact our chances of securing a job in our chosen field?

e How can we apply skills in professional business communication to
succeed in job applications and interviews?

Essential Learning Intentions:

Learn to use Microsoft Office applications: Word, PowerPoint, Excel & Access



