
7th-8th Grade Computer Applications Pacing Guide (Semester Course)
Keyboarding (Ongoing)
Priority Standard Demonstrate improvement in speed and accuracy of keyboarding

Supporting Standards Demonstrate proper keyboarding technique

ISTE.1.EL.a
Students articulate and set personal learning goals, develop strategies leveraging technology to achieve them and reflect on the learning 
process itself to improve learning outcomes.

Digital Citizenship (4 weeks)

Priority Standard ISTE.2DC
Students recognize the rights, responsibilities and opportunities of living, learning and working in an interconnected digital world, and they act 
and model in ways that are safe, legal and ethical.

Supporting Standards ISTE.2DC.a Students cultivate and manage their digital identity and reputation and are aware of the permanence of their actions in the digital world.

ISTE.2DC.b
Students engage in positive, safe, legal and ethical behavior when using technology, including social interactions online or when using 
networked devices.

ISTE.2DC.c Students demonstrate an understanding of and respect for the rights and obligations of using and sharing intellectual property.

ISTE.2DC.d
Students manage their personal data to maintain digital privacy and security and are aware of data-collection technology used to track their 
navigation online.

Google Docs (5 weeks)

Priority Standard Create and format business documents (e.g., letters, memos, outlines, newsletters, and reports)

Supporting Standards Proofread and edit documents
Manipulate the features of word processing software to enhance documents (e.g., headers, footers, tabs)
Create and format tables
Insert and manipulate graphics
Create hyperlinks within document
Illustrate the use of enhancement features (e.g., borders, lines, shading, bold, bullets)
Demonstrate use of automatic features (e.g., AutoCorrect, spell-check, thesaurus)

ISTE.3.KC.a Students plan and employ effective research strategies to locate information and other resources for their intellectual or creative pursuits.
ISTE.3.KC.b Students evaluate the accuracy, perspective, credibility and relevance of information, media, data or other resources

ISTE.3.KC.c
Students curate information from digital resources using a variety of tools and methods to create collections of artifacts that demonstrate 
meaningful connections or conclusions.

ISTE.3.KC.d
Students build knowledge by actively exploring real-world issues and problems, developing ideas and theories and pursuing answers and 
solutions.

Google Sheets (4 weeks)

Priority Standard Create, design, and edit spreadsheets
Supporting Standards Demonstrate correct use of spreadsheet terminology

Create basic formulas with addition, subtraction, multiplication, and division)



Format cell, column, and row contents (e.g., font, color, alignment, shading, decimal
Format columns and rows
Use basic functions/formulas (e.g., auto sum, average, IF)
Create, format, and edit charts and graphs
Interpret and organize spreadsheet data (e.g., sort and filter)

ESTE.5.CT.b
Students collect data or identify relevant data sets, use digital tools to analyze them, and represent data in various ways to facilitate problem-solving and 
decision-making.


