

INTRODUCTION OF SKILLS 

 Basic Computer Skills
· Students can identify the major parts of a computer.

· Students can launch programs using a mouse.

· Students can choose a command from the menu bar using a mouse.

· Students can perform a proper shutdown.

Painting and Drawing
· Students can draw a picture using basic tools.

· Students can create a graphic to illustrate an idea in a story.

Keyboarding Skills 

·  Students can identify relative position of the keys on a keyboard.

·  Students can identify and use letter and number keys.

Basic Word Processing Skills 

· Students can launch and use a word processing program.

· Students can control insertion point.

· Students can learn how to utilize the scroll bar.

· Students can edit a sentence.

· Students can center text.

· Students can print using the menu bar.   

Multimedia
·  Students can create single screen projects.

Internet Awareness

· Students can understand the basics of privacy and safety on the Internet.

· Students can understand the basics of computer ethics.

· Students can understand the basics of Internet searching.

· Students can understand the meaning of cyberspace.


INTRODUCTION OF SKILLS 
Basic Computer Skills

· Students can return to the desktop from a program.
Painting and Drawing
· Students can change the size or shape of a graphic using the edge handle.s

· Students can copy graphics. 

Keyboarding Skills 

·  Students can apply keyboarding skills. 

·  Students can use shift, arrow keys, special keys, and spacebar. 

Basic Word Processing Skills 

·  Students can enter and delete text.

·  Students can format a document using different fonts, text size, styles, etc.

·  Students can save and retrieve word processing files. 

·  Students can edit using the backspace key.

Multimedia
· Students can create small multiple screen projects.

· Students can create graphics.

Internet Awareness

· Students can understand the basics of privacy and safety on the Internet.

· Students can understand the basics of computer ethics.

· Students can understand the basics of Internet searching.

· Students can understand the meaning of cyberspace.
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Painting and Drawing
·  Students can highlight a graphic using the lasso or frame/marquee tool.

·  Students can move a graphic to another location on the screen.

·  Students can apply special effects such as rotate, stretch, shrink, etc.

·  Students can move and duplicate an object.

Keyboarding Skills 

·  Students can identify and use the punctuation and special symbol keys.

Basic Word Processing Skills 

·  Students can enter and delete, cut, copy and paste text.

·  Students can format a document using different fonts, text size, styles, etc.

·  Students can edit by highlighting and deleting.

·  Students can begin to use toolbar icons.

·  Students can print using keyboard shortcut.

·  Student insert clip art into a document.

Multimedia
·  Students can create single and multiple screen projects.

·  Students can create sound effects.

·  Students can plan and create a linear sequence which tells a story using text 

 and/or graphics.

·  Students can add a button or menu to view all or selective screens. 

Internet Awareness

· Students can understand the basics of privacy and safety on the Internet.

· Students can understand the basics of computer ethics and netiquette.

· Students can understand the basics of Internet searching.

· Students can understand the meaning of cyberspace.
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Painting and Drawing
·  Students can move and copy objects between paint and draw layers.

·  Students can export graphic to another program.

Keyboarding Skills 

·  Students can use formal keyboarding skills with home keys and correct 

Posture.

·  Students can touch type at speed equal to handwriting rate (5 -15 words per

      minute).

Multimedia
·  Students can create buttons to move in a nonlinear fashion.

·  Students can create animations.

·  Students can insert scanned material.

Computer File Management
·  Students can create, organize, and delete files and folders.

·  Students can demonstrates understanding and respects copyright laws 

      related to computer software.

Advanced Word Processing Skills 

·  Students can use spell check and word count functions. 

·  Students can use keyboard shortcuts for editing. 

·  Students can change the margins, columns, spacing and page breaks. 

·  Students can import a graphic into a document.

·  Students can insert WordArt into a document.

·  Students can complete a word-processed report.

Electronic Resource Skills
·  Students can use atlas, timeline, and gallery functions of encyclopedia.

Spreadsheet Skills
·  Students can describe the parts of a spreadsheet. 

·  Students can move to and select specific cells in a spreadsheet.

·  Students can add new text or numbers to a spreadsheet. 

·  Students can save an updated spreadsheet to disk.

Internet Awareness

· Students can understand the basics of privacy and safety on the Internet.

· Students can understand about e-mail and instant message safety.

· Students can understand the basics of computer ethics and netiquette.

· Students can understand the basics of recognizing commercial intentions and cyber advertising.

· Students can understand the basics of Internet searching.

· Students can understand the meaning of cyberspace.

· Students will explore the future of technology.
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Keyboarding Skills 

·  Students can touch type at rate faster than handwriting rate (10 to 20 words 

 per minute).

Multimedia
·  Students can create an animation sequence from a series of screens and 

 convert to a digitized movie.

Advanced Word Processing Skills 
·  Students can create and use indents and tabs in word processing document. 

·  Students can use the find and replace functions. 

·  Students can move and copy text and graphics between two word 

 processing documents.

·  Students can alter the page orientation of a document.

·  Students can use the “Undo” function.

Electronic Resource Skills

· Students can use keyword searches.

· Students can create an electronic timeline.

Desktop Publishing Skills
·  Students can use the attributes of size and type classification for emphasis.

Spreadsheet Skills
·  Students can describe the parts of a spreadsheet. 

·  Students can move to and select specific cells in a spreadsheet. 

·  Students can add new text or numbers to a spreadsheet. 

·  Students can save an updated spreadsheet to the network.

Internet Awareness

· Students can understand the basics of privacy and safety on the Internet.

· Students can understand about e-mail and instant message safety.

· Students can understand the basics of computer ethics and netiquette.

· Students can understand the basics of recognizing commercial intentions and cyber advertising.

· Students can understand the basics of Internet searching.

· Students can understand the meaning of cyberspace.

· Students will explore the future of technology.
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Basic Computer Skills

· Students can attach peripherals to a computer.

· Students can identify memory and storage capacities of a computer.

Keyboarding Skills 

·  Students can touch type at sustained rate of 15 to 20 words per minute.

Electronic Presentation and Multimedia Skills

·  Students can add music or sound effect CD audio to multimedia project.

·  Students can create transitions and effects in a presentation.

·  Students can scan pictures and incorporate them into projects.

·  Students can operate a digital camera and include photos in projects.

Advanced Word Processing Skills 

·  Students can insert footers and headers.

·  Students can use the thesaurus and spell check functions.

·  Students can use and format bullet functions.

·  Students can complete a research project with outline and bibliography.

·  Students can use the print preview option.

·  Students can create Venn diagrams with auto-shape tools.

·  Students can use shortcut keys to accomplish tasks.

Network Access and Resources 

· Students can access and save documents to a specified folder across the local area network.

· Students can retrieve information remotely.

Desktop Publishing Skills
· Students can design and create a class newspaper.

· Students can modify a template to meet their needs.

Spreadsheet Skills
·  Students can format cells.

·  Students can use the automatic fill function.

·  Students can create charts from data.

Internet and Electronic Resource Skills
·  Students can use appropriate information resources in the library and/or lab.

·  Students can select the resource that best matches the need.

·  Students can synthesize information from electronic sources.

·  Students can work on online WebQuest lesson plans.

·  Students can begin to evaluate the quality of information on websites.

·  Students can manipulate downloaded images.

Internet Awareness

· Students can understand the basics of privacy and safety on the Internet.

· Students can understand about e-mail and instant message safety.

· Students can understand the basics of computer ethics and netiquette.

· Students can understand the basics of recognizing commercial intentions and cyber advertising.

· Students can understand the basics of Internet searching.

· Students can understand the meaning of cyberspace.

· Students will explore the future of technology.
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Advanced Word Processing Skills 

·  Students can enter and modify page numbers. 

·  Students can use the find/replace function.

·  Students can use the highlight function as a means of research paper

      organization.

Network Access and Resources 

·  Students can use a variety of Internet data retrieval tools.

·  Students can capture a screen and capture a file.

Desktop Publishing Skills
·  Students can use contrast, lines, and white space effectively.

Spreadsheet and Database Skills
· Students can insert or delete rows, columns, or blocks of cells.

· Students can realign and modify the contents and appearance of data in cells. 

· Students can sort and print specific records in a data file.

· Students can copy and paste values and formulas into cell.

· Students can build a basic formula into a cell.

· Students can use an existing database to retrieve specific records.

Internet and Electronic Resource Skills
· Students can understand the issues of privacy and safety on the Internet.

· Students can demonstrate e-mail and instant message safety.

· Students can understand the concepts of computer ethics and netiquette.

· Students can conduct research by focusing on specific questions.

· Students can use Boolean search methods to retrieve information.

· Students can recognize elements of “good” and “bad” web design.

· Students can evaluate web sites for content.

· Students can predict future uses of technology.

Electronic Presentation and Multimedia Skills
·  Students can move between elements (slide, sorter, outline) of electronic

 presentation. 

·  Students can use the tools to create master elements. 

·  Students can develop and modify color schemes.

·  Students can record sounds for inclusion in their presentations.

·  Students can create an interactive story incorporating sound and animation.

·  Students can use various elements in a branching multimedia project.

·  Students can access the Internet via the multimedia program.

Computer Troubleshooting 

· Students can perform basic virus and spyware updates.

Students can use systems tools to perform computer maintenance.
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Advanced Word Processing Skills 

·  Students can create and import spreadsheets and database files into word

 processing documents.

·  Students can merge documents with database information.

Network Access and Resources 

·  Students can set up drives for resource sharing.

·  Students can create shortcuts.

Desktop Publishing Skills
·  Students can demonstrate value of the unity of graphical elements. 

·  Students can incorporate a variety of graphical techniques and principles.

Spreadsheet and Database Skills
·  Students can create advanced charts from spreadsheet data. 

·  Students can modify types, titles, scales and legends for charts.

·  Students can create an interactive project using formulas.

·  Students can filter information.

Internet and Electronic Resource Skills

·  Students can understand the issues of privacy and safety on the Internet.

·  Students can demonstrate e-mail and instant message safety.

·  Students can understand the concepts of computer ethics and netiquette.

·  Students can conduct research by focusing on specific questions.

·  Students can use Boolean search methods to retrieve information.

·  Students can recognize elements of “good” and “bad” web design.

·  Students can evaluate web sites for content.

·  Students can predict future uses of technology.

·  Students can produce an MLA cited bibliography.

·  Students can incorporate keywords and phrases into descriptions of 

 electronic searching.

·  Students can download text and binary files from Internet to local hard drive. 

·  Students can complete and develop online projects.

·  Students can demonstrate the basics of HTML.

·  Students can create web pages using several methods and software applications.

·  Students can post a web page.

·  Students can create online quizzes and virtual field trips.

Electronic Presentation and Multimedia Skills
·  Students can add text, clip art, graphs and video clips to a slide.

·  Students can incorporate hyperlinks and buttons into presentations.

·  Students can digitally morph two objects.

Computer Troubleshooting

·  Students can assist with wireless technology.

Ss. Peter & Paul School


