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1.

Introduction to the Computer  (2 hours)

      
The student will understand and apply knowledge of:


1.1        Computer Components and functions




What is a Computer?




How does a computer process data?




How do I Input Data and Output and Store Information?




What is Software?


1.2

Operating System



1.3

Mouse features



1.4

Windows Features including:

Icons, Groups, Window sizing, Window movement, Opening and closing applications, Closing and exiting.

1.5 Social and ethical responsibilities of using computers





Software piracy, Hacking, Privacy of personal information, Viruses.

1.6 Computer crime

1.7 Methods organizations may use to combat crime.

1.8 History of Computers and Internet


2.
Introduction to the Word Processor  


The student will:



2.1

Create files



2.2

Open files



2.3

Save files


2.4

Print files


2.5

Close files.


3.
Keyboarding  (9 hours)


The student will:


3.1

Identify and use the home row keys


3.2

Identify and use remaining alphanumeric keys


3.3

Demonstrate proper keyboarding technique.


4.
Introduction to Telecommunications   


The student will:



4.1

Use a web browser



4.2

Identify the home page



4.3

Identify and define the components of the Uniform Resource Locator 





(URL)



4.4

Use a URL

4.5       Identify and use a link.

4.6       Use the Internet for research

4.7       Use strategies to perform an effective search

4.8       Determine website validity

4.9       Copyright rules

4.10 Use HCPSS Online Research Resources


5.
Word Processing  

The student will perform formatting tasks including:



5.1

Bold, italics, underline



5.2

Font style and size



5.3

Text justification



5.4

Tabs and indents



5.5

Tables


5.6

Line spacing

5.7 Page breaks

5.8 Section breaks

5.9 Format painter

5.10 Style gallery.

     
The student will perform simple editing tasks including:



5.11
Cut, copy, paste and clear



5.12
Undo and redo



5.13
Spellcheck



5.14
Thesaurus.


The student will apply word processing concepts including:



5.15
Insert Headers and Footers



5.16
Use Page setup


5.17
Insert symbols



5.18
Insert and size clip art images 



5.19
Create columns



5.20
Create Table of Contents

5.21 Create outline

5.22 Create endnotes and footnotes

5.23 Insert, view, and edit comments



5.24
Create tables



5.25
Use search and replace.



The student will apply desktop publishing concepts including:



5.26
Create letterhead



5.27
Create a newsletter

5.28
Create a flyer.

5.29
Preview and print envelops and labels

5.30 Create and modify diagrams and charts

5.31 Compare and merge documents

5.32 Convert documents into a Webpage


6.
Desktop Presentation  


The student will: 



6.1

Identify the uses of presentations



6.2

Identify the five views



6.3

Create slides



6.4

Add and delete slides


6.5

Edit and sort slides

6.6 View slide show

6.7 Change background



6.7

Print a presentation.


7.
Spreadsheets and Charting  


The student will:



7.1

Describe the function, benefits, and structure of a spreadsheet.



7.2

Create and manipulate spreadsheet data by:


Identifying types of data 


Moving through the spreadsheet


Entering data


Saving files.


7.3

Format spreadsheet data using:

Font, Color, Style -- bold, italics, underline, Column width, Justification, Borders, Headers and footers


7.4

Manipulate spreadsheet data using:


Simple formulas


Functions (SUM, MAX, MIN, IF)


Insert and delete of columns and rows


Fill
, Sort, 3-D References, Work with a subset of data by filtering lists, 
Copy formulas (Relative & Absolute)


7.5

Print a spreadsheet


Set a print area



7.6

Distinguish between different chart types: Bar, Pie, 
Line, Other.


7.7

Create a chart as a new document.

7.8 Create a chart as part of the spreadsheet.

7.9 Adding text box to worksheet or charts.

7.10 Create a chart title and legend.

7.11 Stretching and stacking pictures.

7.12 Create workbooks using templates

7.13 Convert worksheets into a WebPage

7.14 Create hyperlinks

7.15 View and edit comments


8.
Database  


The student will:




8.1

Define the purpose of a relational database.



8.2

Identify and create fields by:






Naming a field, Setting field types, Setting field sizes, Setting field formats.     



8.3

Design and create a database by:  







Creating and saving a table, Entering records.


     
 8.4 
Format Datasheet View by:






Resizing a field, Autosizing a field, Moving a field, Deleting rows         


Deleting records.



8.5

Manipulate the database using:






Simple sorting, Simple queries, Create relationships, Create subforms.


8.6

Print a database.

8.7 Create and print reports, Insert pictures into a report.


9.
Integration  


The student will:



9.1

Copy data between files


9.2

Copy text between word processing documents



9.3

Copy data between spreadsheets



9.4

Copy data between spreadsheets and word processing documents


9.5

Copy data into a new file


9.6

Copy a chart into a word processing document


9.7

Copy desktop presentation slides into a word processing document.


10.
Career and Employment Skills


The student will:


10.1
Investigate how computers are used in various careers


10.2
Create a personal resume

10.3 Create a cover letter from an advertisement for employment.

11.
SAM & TOM Assessment Software




The student will:


11.1
Set up a logon assigned to a specific section


11.2
Explore SAM as an online assessment tool


11.3
Explore TOM as an online training tool
