
PRACTICAL COMPUTER ACTIVITIES 

 
SCOPE AND SEQUENCE: 
 

Microsoft Works 

Microsoft Windows basics 

Works basics 

 

Word processing basics 

Strengthening word processing skills 

Creating professional looking documents 

Advanced word processing operations 

 

Spreadsheet basics 

Strengthening spreadsheet skills 

Advanced spreadsheet operations 

Spreadsheet charts 

 

Works TaskWizards 

Communication basics 

Integration and simulation 

 


