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Course Description:
This course is designed for new learners as they develop computer skills using an integrated computer software package. Within the course, the focus is on computer terminology and equipment, word processing, spreadsheet, graphics, presentations, Desktop Publishing, web design and Internet/Information Retrieval. After completing this course, the student will gain an advantage of understanding today's technology in their academic, personal, and career lives. 

Rationale for the Course:
This course is focused on the fundamental operations of computers and their use in problem solving. It is designed to:

A. Emphasize the application of specified tools for employment using computers
B. Encourage reasoning and discovery by the student.

C. Give the student an understanding of today’s technology in their academic, personal, and career lives.

D. Help students apply computer concepts and skills.
ESLRs Emphasized in Course 

· Respectful 
…of self, others, school, and environment. 

· Informed 
…through finding, evaluating, and using information from a variety of sources. 

· Safe 
…personally, emotionally, and physically.
 Excellent 
…in order to reach high levels of educational and academic success for all. 

· United 
…by understanding and honoring individual differences to work toward a common goal. 
· Purposeful 
…through engagement in learning and working towards a personal vision for the future.

Course Outline – Goals, Standards, Student Performance Objectives

General Computer Knowledge/Basic Computer Operations

· Understand typical computer system – CPU, hardware/software, hard drive, input/output, storage, peripheral devices, memory (RAM and ROM)

· Equipment operation – personal computer, laser printer

· Demonstrate proficiency in basic operating system using Windows 

· Perform basic operating system commands including: file directory, copying, renaming and deleting files 

· Perform proper power-up and power-down procedures 

· Send information to printer 

· Demonstrate proper handling for storage devices

· Name files using proper file naming procedures

· Access subdirectories from different directories 

· Troubleshoot simple software/hardware problems (document is not printing) 

· Operate equipment safely and in a manner which protects it (throughout course) 

· Interpret written documentation (uses help files or manuals to incorporate specific instructions) 

· Improve keyboard skills for data entry 

· Improve proofreading and formatting skills 

· Develop independent work habits 

Word Processing

· Execute efficient cursor movement 

· Understand status line, ruler line and menu line 

· Understand basic editing functions 

· Manipulate hard/soft returns and spaces 

· Select typeface, point size, and text attributes 

· Manipulate text blocks using editing functions 

· Manipulate tabs 

· Perform spelling check/Thesaurus 

· Restore deleted text 

· Format page layout (margins, justification, line spacing, and centering page 

· Preview, edit and print a document 

· Create newspaper and parallel columns 

· Create tables 

· Performs page numbering

· Create/edit endnotes 

· Create and design newsletter with desktop publishing features 

· Produce a letter in block style 

· Produce a simple table, centered horizontally and vertically

· Produce a short unbound report in MLA style

Spreadsheet

· Design spreadsheet layout

· Create and save a spreadsheet 

· Retrieve and edit a spreadsheet 

· Enter formulas and values 

· Create a simple chart 

· Preview, edit, and print a spreadsheet 

· Enter formatting commands for row and column 

· Perform basic formatting changes and functions (insert, delete, move, copy and erase) 

· Perform basic file functions: protecting formulas, coping within and from one worksheet to another 

· Apply various chart formats 

· Change page orientation 

Desktop Publishing

· Load a text file 

· Load a graphic image 

· Perform editing function 

· Select type face and point size 

· Access special characters 

· Set/Change margins and columns 

· Import graphics 

· Utilize layout or base page 

· Incorporate clip art or scanned images 

· Size and scale images 

· Save and print a document 

Computer Graphics with Photoshop

· Load, Create, edit graphics files 

· Select appropriate drawing tools 

· Change default pages 

· Select fonts and enter text 

· Import and export graphic files 

· Layering, filters, masking, selection tools, color control

· Import, manipulate, save, and print graphic images 

Presentations

· Load, create, edit, print, and save files in Microsoft Power Point for Windows 

· Design and prepare slide presentation 

· Add special effects 

· Run automatic slide show including slide timings
Web Page Design 

· explore and critique existing web pages 

· web page development using  HTML

· develop layout and design skills

· concepts of web page design using MS FrontPage.

Internet/Information Retrieval/Email

· Understand and comply with district network rules.

· Understand rules and laws pertaining to plagiarism and ethics while adhering to district Acceptable Use Polices.

·  Use e-mail effectively and appropriately

· Understand basic e-mail functions and tools

· Use the Internet as a research tool

Suggested Teaching Strategies
I. Direct Instruction
II. Student explanations and presentations

III. Modeling

IV. Peer tutoring

Assessments
I. Oral questions/answers
II. Written quizzes and examinations

III. Project based assignments

IV. Pre- and post- tests

V. Cumulative integrated projects
Resources
Department generated curriculum
Century 21 – Keyboarding & Information Processing, South-Western Educational Publishing
ISTE National Educational Technology Standards for Students (NETS*S)

http://cnets.iste.org/students/s_stands.html
Technology Foundation Standards for Students

1 Basic operations and concepts

· Students demonstrate a sound understanding of the nature and operation of technology systems.

· Students are proficient in the use of technology.

2 Social, ethical, and human issues

· Students understand the ethical, cultural, and societal issues related to technology.

· Students practice responsible use of technology systems, information, and software.

· Students develop positive attitudes toward technology uses that support lifelong learning, collaboration, personal pursuits, and productivity.

3 Technology productivity tools

· Students use technology tools to enhance learning, increase productivity, and promote creativity.

· Students use productivity tools to collaborate in constructing technology-enhanced models, prepare publications, and produce other creative works.

4 Technology communications tools

· Students use telecommunications to collaborate, publish, and interact with peers, experts, and other audiences.

· Students use a variety of media and formats to communicate information and ideas effectively to multiple audiences.

5 Technology research tools

· Students use technology to locate, evaluate, and collect information from a variety of sources.

· Students use technology tools to process data and report results.

· Students evaluate and select new information resources and technological innovations based on the appropriateness for specific tasks.

6 Technology problem-solving and decision-making tools

· Students use technology resources for solving problems and making informed decisions.

· Students employ technology in the development of strategies for solving problems in the real world.
Facilities Required

Course is taught in a fully functional computer lab

Includes – Computer, Monitor, Keyboard, Mouse, Networked Printer, Internet Access for each computer station, Software, Smart Board with projector
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