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BIM I (Business Information Management)
	Nine-Week Period
	Unit Name
	Estimated Time Frame

	1st 
Nine Weeks
	Introduction to Course:  Review Syllabus/ Class Procedures & Expectations / Computer Set-up
	3 days

	
	File Management /Set-up One Drive Folders  
	1 days

	
	Business Management Unit :

 Computer Hardware and Security
	1 week

	
	Keyboarding Skills
	1 week

	
	Word Unit: Intro to Word / Layout & Tools / Creating & Customizing Documents
	1 week

	
	Word Unit: Formatting Content
	1 week

	
	Word Unit: Visual Content/Images
	2week

	
	Word Unit: Organizing Content / Tables & Lists / References
	1 week

	2nd 
Nine Weeks
	Word Unit: Organizing Content / Tables & Lists / References
	1 week

	
	Word Unit: Reviewing Documents / Sharing & Securing Content
	1 week

	
	MOS Certification Practice / Word Expert Certification
	1 week

	
	MOS Certification Practice / Word Expert Certification
	1 Week

	
	MOS Certification Practice / Word Expert Certification
	1 week

	
	Access Unit: Database Structure & Design - Create & Format Databases 
	1 week

	
	Access Unit:  Data Entry, Tables & Queries
	1 weeks

	
	Review / Semester Exams
	1 week


	
	
	

	
	Excel Unit: Creating & Manipulating Data
	1 ½ weeks

	
	Excel Unit: Format Data & Content
	1 week

	
	Excel Unit: Creating & Using Formulas
	1 week

	
	Excel Unit: Charts / Sort& Outline Data / Illustrations
	1 week

	
	Excel Unit: New House Project
	1 1/2 week

	
	Excel Unit: Working w/ Business Documents
	1 weeks

	
	Excel Unit: Collaborating & Securing Documents
	3 days

	4th 
Nine Weeks
	MOS Certification Practice / Excel Expert Certification
	1 week - 3

	
	PowerPoint Unit: Intro to PPT / Layout & Tools / Creating Basic Presentations
	1 week

	
	PowerPoint Unit: Formatting Presentations
	1 week

	
	PowerPoint Unit:  Project
	1 week

	
	PowerPoint Unit:  Project
	1 week

	
	Review / Semester Exams
	1 week


3rd Nine Weeks
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