MILTON AREA SCHOOL DISTRICT
Curriculum Guide 

for

Keyboarding & Computer Concepts
Department:
Business



Course Length:
½  year
Grade(s):

9, 10, 11, 12



Periods per week: 5
Credits: 

.5




Length of Period:  43 minutes
______
Required

___X__
Elective

Course Description:  Keyboarding and Computer Concepts is a class you will use for the rest of your life!  Almost every job requires some degree of typing or computer skills.  

Keyboarding is the foundation skill required for effective computer usage. This course will provide familiarization of the keyboard; development of touch keyboarding skill with emphasis on correct technique; improvement of keying speed and accuracy; and application of word processing basics in formatting memorandums, letters, reports, and tables. Students will be expected to type 25 words per minute with a high level of accuracy. 

Prepared by:  Ms. Jamie L. Emery, December 8, 2005
Course Title

	Keyboarding & Computer Concepts


Objective

	Use touch keyboarding skills to enter and manipulate text and data.  To learn proper arrangement of the work area and proper keyboarding position.




Objective Code





Time Range
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Standard

	3.7 Technological Devices


Benchmark

	C.  Explain and demonstrate basic computer operations and concepts.

· Know specialized computer applications used in the community.

· Describe the function of advanced input and output devices 

      (e.g., scanners, video images, plotters, projectors) and demonstrate their use.

· Demonstrate age appropriate keyboarding skills and techniques.




Expected Level of Achievement

	How to know the student exceeds expectations (Advanced)

· Student keys using proper technique 100% of the time.

How to know the student has mastered the objective (Proficient)

· Student keys using proper technique 80% of the time.

How to know the student is working toward mastery (Partially Proficient)

· Student keys using proper technique 70% of the time.




Teaching Strategies/Instructional Methods/Activities

	Key Vocabulary:

Ergonomics

Proper technique

Correct posture

Feet on floor

Eyes on copy

Fingers rest on home row

Correct fingers to key

RSI:  Repetitive Stress Injury

Carpal Tunnel Syndrome

Home row keys

Hard return

Line spacing

Write the lesson on the board before class begins.  Introduce any new software features by using Vision software.  Review previous lessons about software and formatting that are relevant to current lesson.  Use the Vision software to explore with students the major emphasis of the lesson.

Guided Practice:     Take students through lesson step by step.  Circulate around the room while providing students with instruction.

Independent Practice:  Students will complete a variety of assignments independently to apply the skills learned.  Circulate around the classroom and examine students work for difficulties.


Assessments

	Formative:  

· Student performance on daily assignments
· Quizzes
· Class participation grade
· Technique grade
Summative:  

· Mid-term exam
· Projects


Modifications

	Some students may not be able to complete each lesson.  Allow students to complete work during study halls, etc.  MicroType is installed in learning support classrooms.  Learning support students are able to complete activities for extra practice.

If necessary, learning support students requirements will be adapted according to ability.


Reteaching Strategies

	Reinforce and review lessons as necessary.

Have students complete activities targeted at weak areas on MicroType.




Extensions

	Students who are already proficient will complete more challenging activities in MicroType.




Resources

	Century 21—75 Years keyboarding & Information Processing, Sixth Edition, Robinson, Hoggatt, Shank, Beaumont, Crawford, Erickson, South Western Publishing, 1997.

Additional Sources:

Posters

                Wall Charts

MicroType Software


Several Resource Books

            Several Internet Sites
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Revised
Keyboarding & Computer Concepts

Assessment for Objective 1
Technique
Each student will be assigned a grade based on his/her

technique at the computer.

The five primary areas considered:

	
	4
	3
	2
	1

	Feet Flat
	Always
	Usually
	Sometimes
	Rarely

	Back Straight
	Always
	Usually
	Sometimes
	Rarely

	Fingers Curved
	Always
	Usually
	Sometimes
	Rarely

	Eyes on Book
	Always
	Usually
	Sometimes
	Rarely

	Correct Finger Reaches
	Always
	Usually
	Sometimes
	Rarely


Proper technique is essential when keyboarding--it increases productivity, improves accuracy, and enables an ergonomic environment.

Technique

Excellent................................20 (100%)

Above Average .........................18 (90%)

Average ...................................15 (75%)

Fair .........................................14 (70%)

Below Average .........................13 (65%)

Needs a lot of work.........Below 10 (50%)
Keyboarding Technique Observation Sheet

Student:___________________________________ Date:___________________

 

	Technique Observed
	Points Possible
	Points Awarded

	Keeps feet on floor for proper body balance.
	10
	 

	Keeps wrists low and relaxed, off the keyboard and desk.
	10
	 

	Keeps fingers curved upright in proper position.
	10
	 

	Strikes each key with the proper finger.
	20
	 

	Does not pause before or after striking space bar.
	10
	 

	Keeps eyes on copy (or screen) during keying.
	20
	 

	Reaches enter key with little finger and does not pause at ends of lines.
	10
	 

	Makes quick, snappy keystrokes.
	10
	 

	Comments:

 

 

Total Score
	 

 

 

 100
	 


Name______________________________________

Classroom Chat

Keyboarding Techniques--Self Assessment
	Technique 
	Points Possible
	Points Earned

	Keeps feet on floor for proper body balance.
	10
	 

	Keeps wrists low and relaxed, off the keyboard and desk.
	10
	 

	Keeps fingers curved upright in proper position.
	10
	 

	Strikes each key with the proper finger.
	20
	 

	Does not pause before or after striking space bar.
	10
	 

	Keeps eyes on copy (or screen) during keying.
	20
	 

	Reaches enter key with little finger and does not pause at ends of lines.
	10
	 

	Makes quick, snappy keystrokes.
	10
	 

	Comments:

 

 

Total Score
	100
	 


Course Title

	Keyboarding & Computer Concepts


Objective

	To demonstrate level of technique mastery; to improve and check keying speed.




Objective Code





Time Range
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Standard

	3.7 Technological Devices


Benchmark

	D.  Explain and demonstrate basic computer operations and concepts.

· Know specialized computer applications used in the community.

· Describe the function of advanced input and output devices 

      (e.g., scanners, video images, plotters, projectors) and demonstrate their use.

· Demonstrate age appropriate keyboarding skills and techniques.

· Apply touch keyboarding skills and techniques at expectable speed and accuracy.




Expected Level of Achievement

	How to know the student exceeds expectations (Advanced)

· Students will complete 100% of lesson parts while using proper technique

How to know the student has mastered the objective (Proficient)

· Students will complete 80% of lesson parts while using proper technique.

How to know the student is working toward mastery (Partially Proficient)

· Students will complete 70% of lesson parts while using proper technique.




Teaching Strategies/Instructional Methods/Activities

	Key Vocabulary:

GWAM:  Gross words per minute

Increase speed

Technique

Correct posture

Feet on floor

Eyes on copy

Fingers rest on home row

Correct fingers to key

Write the lesson on the board before class begins.  Introduce any new software features by using Vision software.  Review previous lessons about software and formatting that are relevant to current lesson.  Use the Vision software to explore with students the major emphasis of the lesson.

Guided Practice:     Take students through lesson step by step.

Independent Practice:  Students will complete a variety of assignments independently to apply the skills learned.

Circulate about the classroom and examine students work for difficulties.


Assessments

	Formative:  

· Student performance on daily assignments
· Quizzes
· Class participation grade
· Timed writings
Summative:  

· Mid-term exam
· Projects


Modifications

	Some students may not be able to complete each lesson.  Allow students to complete work during study halls, etc.  MicroType is installed in learning support classrooms.  Learning support students are able to complete activities for extra practice.


Reteaching Strategies

	Reinforce and review lessons as necessary.

Have students complete activities targeted at weak areas on MicroType.


Extensions

	Students who are already proficient will complete more challenging activities in MicroType.


Resources

	Century 21—75 Years keyboarding & Information Processing, Sixth Edition, Robinson, Hoggatt, Shank, Beaumont, Crawford, Erickson, South Western Publishing, 1997.

Additional Sources:

Posters

                Wall Charts

MicroType Software


Several Resource Books

            Several Internet Sites
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Revised
Keyboarding & Computer Concepts

Assessment for Objective 2

Students will complete timed writings using Microtype.
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Keyboarding & Computer Concepts

Timed Writing Grades

First Nine Weeks

	Words Per Minute
	Grade
	
	Words Per Minute
	Grade

	35+
	100
	
	19
	84

	34
	99
	
	18
	83

	33
	98
	
	17
	82

	32
	97
	
	16
	81

	31
	96
	
	15
	80

	30
	95
	
	14
	79

	29
	94
	
	13
	78

	28
	93
	
	12
	77

	27
	92
	
	11
	76

	26
	91
	
	10
	75

	25
	90
	
	9
	74

	24
	89
	
	8
	73

	23
	88
	
	7
	72

	22
	87
	
	6
	71

	21
	86
	
	5
	70

	20
	85
	
	4
	69


Technique
Each student will be assigned a grade based on his/her

technique at the computer.

The five primary areas considered:

	
	4
	3
	2
	1

	Feet Flat
	Always
	Usually
	Sometimes
	Rarely

	Back Straight
	Always
	Usually
	Sometimes
	Rarely

	Fingers Curved
	Always
	Usually
	Sometimes
	Rarely

	Eyes on Book
	Always
	Usually
	Sometimes
	Rarely

	Correct Finger Reaches
	Always
	Usually
	Sometimes
	Rarely


Proper technique is essential when keyboarding--it increases productivity, improves accuracy, and enables an ergonomic environment.

Technique

Excellent..................................20 (100%)

Above Average .........................18 (90%)

Average ...................................15 (75%)

Fair .........................................14 (70%)

Below Average .........................13 (65%)

Needs a lot of work.........Below 10 (50%)
 SEQ CHAPTER \h \r 1Technique Grade for ____________________________________ 

	
	4
	3
	2
	1

	Feet Flat
	Always
	Usually
	Sometimes
	Rarely

	Back Straight
	Always
	Usually
	Sometimes
	Rarely

	Fingers Curved
	Always
	Usually
	Sometimes
	Rarely

	Eyes on Book
	Always
	Usually
	Sometimes
	Rarely

	Correct Finger Reaches
	Always
	Usually
	Sometimes
	Rarely


Grade

_____/20

Course Title

	Keyboarding & Computer Concepts


Objective

	To learn and operate all keys on keyboard with correct technique by touch.




Objective Code





Time Range


Standard

	3.7 Technological Devices


Benchmark

	C. Apply basic computer operations and concepts.

· Apply touch keyboarding skills and techniques at expectable speed and accuracy.




Expected Level of Achievement

	How to know the student exceeds expectations (Advanced)

· Students will complete all lesson parts while using proper technique.

How to know the student has mastered the objective (Proficient)

· Students will complete 80% of lesson parts while using proper technique.

How to know the student is working toward mastery (Partially Proficient)

· Students will complete 70% of lesson parts while using proper technique.




Teaching Strategies/Instructional Methods/Activities

	Key Vocabulary:

Proper finger placement

Home row

Line spacing

Header

Write the lesson on the board before class begins.  Introduce any new software features by using Vision software.  Review previous lessons about software and formatting that are relevant to current lesson.  Use the Vision software to explore with students the major emphasis of the lesson.

Guided Practice:     Take students through lesson step by step.

Independent Practice:  Students will complete a variety of assignments independently to apply the skills learned.

Circulate about the classroom and examine students work for difficulties.


Assessments

	Formative:  

· Student performance on daily assignments
· Quizzes
· Class participation grade
Summative:  

· Mid-term exam
· Projects


Modifications

	Some students may not be able to complete each lesson.  Allow students to complete work during study halls, etc.  MicroType is installed in learning support classrooms.  Learning support students are able to complete activities for extra practice.


Reteaching Strategies

	Reinforce and review lessons as necessary.

Have students complete activities targeted at weak areas on MicroType.


Extensions

	Students who are already proficient will complete more challenging activities in MicroType.


Resources

	Century 21—75 Years keyboarding & Information Processing, Sixth Edition, Robinson, Hoggatt, Shank, Beaumont, Crawford, Erickson, South Western Publishing, 1997.

Additional Sources:

Posters

                Wall Charts

MicroType Software


Several Resource Books

            Several Internet Sites
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Revised

Keyboarding & Computer Concepts

Assessment for Objective 3


Name_________________

Keyboarding & Computer Concepts

Keyboard Activity:  Fill in the alphabetic keys


[image: image3]
Rules & Tools

1. Why are all the keys mixed up on the keyboard?

2.  What is the keyboard’s official name?

3. When was the first keyboard invented?

4. What are 7 tips for better posture/technique at the computer?

5. List 4 steps that support good typing ability?

6. What is Ergonomics?
Name_____answer key__________

Keyboarding & Computer Concepts

Keyboard Activity:  Fill in the alphabetic keys


[image: image4]
Rules & Tools

7. Why are all the keys mixed up on the keyboard?  

The reason for the keys being mixed up was to speed up typing while slowing down the typist.  True, history shows that Christopher Latham Shole in 1872 invented the machine called the "Type-Writer."  Strangely enough, the first typewriter finally was designed to slow down the typist. Sholes had developed his machine for convenience, but was faced with a huge problem: the keys jammed if the typist went too fast. Sholes tried for months to fix this problem.  Finally, in desperation, Sholes took a step that still remains today with our keyboard.  Sholes redesigned the layout of the letters on the keyboard to force the typist to slow down. We call his layout the "QWERTY" keyboard (after the first six letters of the typewriter's second row).
8.  What is the keyboard’s official name?  
The official name of the keyboard is "Qwerty". The keyboard is named after the top row of letters on the keyboard. If you don't think so just look on your keyboard. 
9. When was the first keyboard invented?  
The first keyboard was first invented in 1864.
10. What are 7 tips for better posture/technique at the computer?  
Back straight.  Body centered.  Feet on the floor.  Elbows by side.  Wrists off computer.  Fingers Curved.
11. List 4 tips that support good typing ability? 
Use the correct finger to strike each key.  Do not look at your hand while typing.  Sit up straight and feet flat on the floor.  Keep home row fingers touching home row keys even in a difficult reach. 
12. What is Ergonomics? 
Ergonomics is the science concerned with designing safe and comfortable machines for humans.  Visit http://www.zdnet.com/products/stories/reviews/0,4161,2309465,00.html for more information.
Course Title

	Keyboarding & Computer Concepts


Objective

	To learn to center lines horizontally; to center lists and announcements; to improve keying speed and control; and to learn word processor features.




Objective Code





Time Range


Standard

	3.7 Technological Devices


Benchmark

	E.  Explain and demonstrate basic computer operations and concepts.

· Know specialized computer applications used in the community.

· Describe the function of advanced input and output devices 

      (e.g., scanners, video images, plotters, projectors) and demonstrate their use.

· Demonstrate age appropriate keyboarding skills and techniques.




Expected Level of Achievement

	How to know the student exceeds expectations (Advanced)

· Students will complete all lesson parts while using proper technique.  Documents are centered vertically and horizontally.  Documents are free of errors.

How to know the student has mastered the objective (Proficient)

· Students will complete 80% of lesson parts while using proper technique.  Documents are centered vertically and horizontally.  Documents have 3-5 errors.

How to know the student is working toward mastery (Partially Proficient)

· Students will complete 70% of lesson parts while using proper technique.  Documents are centered either vertically or horizontally.  Documents have 6-10 errors.




Teaching Strategies/Instructional Methods/Activities

	Key Vocabulary:

Alignment:  vertical, horizontal

Justification:  left, right, center, full

All software specific terminology

Bullets

Placement

Text wrapping

Graphics

Write the lesson on the board before class begins.  Introduce any new software features by using Vision software.  Review previous lessons about software and formatting that are relevant to current lesson.  Use the Vision software to explore with students the major emphasis of the lesson.

Guided Practice:     Take students through lesson step by step.

Independent Practice:  Students will complete a variety of assignments independently to apply the skills learned.

Circulate about the classroom and examine students work for difficulties.




Assessments

	Formative:  

· Alphasoup activity
· Student performance on daily assignments
· Quizzes
· Class participation grade
Summative:  

· Mid-term exam
· Projects


Modifications

	Some students may not be able to complete each lesson.  Allow students to complete work during study halls, etc.  MicroType is installed in learning support classrooms.  Learning support students are able to complete activities for extra practice.


Reteaching Strategies

	Reinforce and review lessons as necessary.

Have students complete activities targeted at weak areas on MicroType.


Extensions

	Students who are already proficient will complete more challenging activities in MicroType.


Resources

	Century 21—75 Years keyboarding & Information Processing, Sixth Edition, Robinson, Hoggatt, Shank, Beaumont, Crawford, Erickson, South Western Publishing, 1997.

Additional Sources:

Posters

                Wall Charts

MicroType Software


Several Resource Books

            Several Internet Sites
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Revised

Keyboarding & Computer Concepts

Assessment for Objective 4

Alphabet Soup Assignment

Your Task

Create an alphabet listing about something meaningful to you. Type the first letter of each section in parenthesis and then type the sentence or phrase that goes with it.  The following topics are acceptable:

Friends, Family, School, and Summer. Other topics will be allowed, but check with me on them first.

For the title, use a nice font that matches your topic, size 20.  For the rest, use size 14, font of your choice, but make sure it is readable.  Change page margins to 2" on all sides, and do not allow any entry to be more than on line of type.  Center vertically and horizontally.  Add an appropriate graphic to the bottom right hand corner. Be creative!!!

Example

A FRIEND

(A)ccepts you as you are 

(B)elieves in "you" 

(C)alls you just to say "HI" 

(D)oesn't give up on you 

(E)nvisions the whole of you (even the unfinished parts) 

(F)orgives your mistakes 

(G)ives unconditionally 

(H)elps you 

(I)nvites you over 

(J)ust hangs out with you 

(K)eeps you close at heart 

(L)oves you for who you are 

(M)akes a difference in your life 

(N)ever Judges 

(O)ffers support 

(P)icks you up 

(Q)uiets your fears 

(R)aises your spirits 

(S)ays nice things about you 

(T)ells you the truth when you need to hear it 

(U)nderstands you 

(V)alues you 

(W)alks beside you 

(X)-plains thing you don't understand 

(Y)ells when you won't listen and 

(Z)aps you back to reality 
Course Title

	Keyboarding & Computer Concepts


Objective

	(Simplified memos, personal business letters, tables, reports)  To learn to format documents properly; to process documents from arranged and semi arranged copy.




Objective Code





Time Range


Standard

	3.7 Technological Devices


Benchmark

	3.7.10 D.  Utilize computer software to solve specific problems.

· Identify legal restriction in the use of software and the output of data.

· Apply advanced graphic manipulation and desktop publishing techniques.

· Apply basic multimedia applications.

· Apply advanced word processing, database, and spreadsheet skills.

· Describe and demonstrate how two or more software applications can be used to produce an output.

· Select and apply software designed to meet specific needs.




Expected Level of Achievement

	How to know the student exceeds expectations (Advanced)

· Students will complete all lesson parts while using proper technique.  Students will format documents correctly with no errors.

How to know the student has mastered the objective (Proficient)

· Students will complete 80% of lesson parts while using proper technique.  Students will format documents with minor errors.  Students will format documents with 3-5 errors.

How to know the student is working toward mastery (Partially Proficient)

· Students will complete 70% of lesson parts while using proper technique.  Students will format documents with minor errors.  Students will format documents with 6-10 errors.




Teaching Strategies/Instructional Methods/Activities

	Key Vocabulary:

Salutation

Complementary Closing

Margins

Alignment

Personal, business and personal-business letters

Simplified memorandum

Standard memorandum

Reports

Tables

Rows

Columns

Line spacing

Mail merge

Write the lesson on the board before class begins.  Introduce any new software features by using Vision software.  

Review previous lessons about software and formatting that are relevant to current lesson.  Use the Vision software to explore with students the major emphasis of the lesson.

Guided Practice:     Take students through lesson step by step.

Independent Practice:  Students will complete a variety of assignments independently to apply the skills learned.

Circulate about the classroom and examine students work for difficulties.


Assessments

	Formative:  

· Students will compose and format a letter of complaint
· Student performance on daily assignments, letters, reports, memos, tables
· Quizzes
· Class participation grade
Summative:  

· Mid-term exam
· Projects


Modifications

	Some students may not be able to complete each lesson.  Allow students to complete work during study halls, etc.  MicroType is installed in learning support classrooms.  Learning support students are able to complete activities for extra practice.


Reteaching Strategies

	Reinforce and review lessons as necessary.

Have students complete activities targeted at weak areas on MicroType.


Extensions

	Students who are already proficient will complete more challenging activities in MicroType.


Resources

	Century 21—75 Years keyboarding & Information Processing, Sixth Edition, Robinson, Hoggatt, Shank, Beaumont, Crawford, Erickson, South Western Publishing, 1997.

Additional Sources:

Posters

                Wall Charts

MicroType Software


Several Resource Books

            Several Internet Sites




Developed By
 


 


Date Developed/









Revised

Keyboarding & Computer Concepts

Assessment for Objective 5

Letter Writing Activity

Compose a three paragraph letter in personal business letter format to a company about a product.  Choose one item from each bag; product, problem, requested action.

Paragraph 1:  Attention getting and friendly.  Don’t sound sarcastic or angry.
Paragraph 2:  State the problem.  Again, don’t sound sarcastic or angry.
Paragraph 3:  Suggest what action you would like to see happen.
***Remember to sign your letter.

How to Write a Complaint Letter

· Include your name, address, and home and work phone numbers. 

· Make your letter brief and to the point. Include all important facts about your purchase, including the date and place where you made the purchase and any information you can give about the product or service such as serial or model numbers or specific type of service. 

· State exactly what you want done about the problem and how long you are willing to wait to get it resolved. Be reasonable. 

· Include all documents regarding your problem. Be sure to send COPIES, not originals. 

· Avoid writing an angry, sarcastic, or threatening letter. The person reading your letter probably was not responsible for your problem but may be very helpful in resolving it. 

· Keep a copy of the letter for your records.

Personal Business Letter Format
· 2” top margin
· 1” left, right, bottom margin 

· Include return address, space properly
· QS after date

· Include letter address, space properly

· Include salutation
· SS within paragraphs and DS between paragraphs

· Include appropriate complimentary closing

· QS after complimentary closing

· Include typed name of writer

· Remember to sign the letter
(Sample personal business letter format)

2832 Primrose St. 

Eugene, OR 97402-1716

November 20, 200-

Mr. Andrew Chaney

324 Brookside Ave. NW

Salem, OR 97304-9008

Dear Mr. Chaney

Thank you for taking time out of your busy schedule to speak to our Aspiring Musicians Club.  It was great learning more about the “Masters” from you.

I particularly enjoyed learning more about the German composers.  It is amazing that so many of the great musicians (Johann Sebastian Bach, Ludwig van Beethoven, Robert Schumann, Felix Mendelssohn, and Richard Wagner) are all from Germany.  It is my goal to continue my study of music at the Staatliche Hochschule fur Musik Rheinland in Germany once I graduate from college.

Your insights into what it takes to make it as a professional musician were also enlightening for our members.  Those of us who want to become professional musicians know we have to rededicate ourselves to that goal if we are going to be successful.

Thank you again for sharing your expertise with our club.

Sincerely

Stephen R. Knowles

AMC Member

Course Title

	Keyboarding & Computer Concepts


Objective

	To write correctly.  Spell and capitalize words correctly.  Use proper punctuation.  Demonstrate proper use of all parts of speech.  Use complete sentences.


Objective Code





Time Range


Standard

	1.5 Quality of Writing




Benchmark

	E. Revise writing to improve style, word choice, sentence variety and subtlety of meaning after rethinking how questions of purpose, audience and genre have been addressed.

F. Edit writing using the conventions of language.

· Spell all words correctly.

· Use capital letters correctly.

· Punctuate correctly (periods, exclamation points, question marks, commas, quotation marks, apostrophes, colons, semicolons, parentheses, hyphens, brackets, ellipses).

· Use nouns, pronouns, verbs, adjectives, adverbs, conjunctions, prepositions and interjections properly.

· Use complete sentences (simple, compound, complex, declarative, interrogative, exclamatory and imperative). 




Expected Level of Achievement

	How to know the student exceeds expectations (Advanced)

· Students must be able to complete assignments efficiently and effectively using initiative by 
            carefully and independently following oral and written instructions and proofreading and 

            correcting work for final copy with 100% accuracy.  

How to know the student has mastered the objective (Proficient)

· Students must be able to complete assignments efficiently and effectively using initiative by carefully and independently following oral and written instructions and proofreading and correcting work for final copy with 90% to 100% accuracy.

How to know the student is working toward mastery (Partially Proficient)

· Students must be able to complete assignments efficiently and effectively using initiative by carefully following oral and written instructions with some teacher input and proofreading and correcting work for final copy with 80% to 90% accuracy.


Teaching Strategies/Instructional Methods/Activities

	Key Vocabulary: 
Proofreaders marks

Run-on sentences

Fragments

Colon

Semi colon

Write the lesson on the board before class begins.  Introduce any new software features by using Vision software.  

For various activities throughout the semester, students will be required to proofread their work and make corrections.

Review previous lessons about software and formatting that are relevant to current lesson.  Use the Vision software to explore with students the major emphasis of the lesson.

Guided Practice:     Take students through lesson step by step.

Independent Practice:  Students will complete a variety of assignments independently to apply the skills learned.

Circulate about the classroom and examine students work for difficulties.


Assessments

	Formative:  

· Story starter
· Student performance on daily assignments
· Quizzes
· Class participation grade
Summative:  

· Mid-term exam
· Projects
· Assess students on proofreading skills.


Modifications

	· Provide additional illustrations

· Reduce required documents

· Provide additional class time

· Some students may not be able to complete each lesson.  Allow students to complete work during study halls, etc.  MicroType is installed in learning support classrooms.  Learning support students are able to complete activities for extra practice.


Reteaching Strategies

	· Provide more examples, illustrations.

· Students who are already proficient will complete more challenging activities in MicroType.


Extensions

	· Provide “Critical Thinking” assignments

· Students who are already proficient will complete more challenging activities in MicroType.




Resources

	Century 21—75 Years keyboarding & Information Processing, Sixth Edition, Robinson, Hoggatt, Shank, Beaumont, Crawford, Erickson, South Western Publishing, 1997.

Additional Sources:

Posters

                Wall Charts

MicroType Software


Several Resource Books

            Several Internet Sites




Developed By
 


 


Date Developed/
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Keyboarding & Computer Concepts

Assessment for Objective 6

Story Starters

INSTRUCTIONS:  Open up a new document in Word. Type one of the following paragraph story starters and complete the story. Your story must be between one and two pages long—1” margins. PROOFREAD!!  Be creative! Remember that all story starters are graded for accuracy, so check your work carefully. Check spelling, punctuation, capitalization and write with complete sentences.
Story Starter 'A' She thought the taxi driver had gone mad. He was swinging round corners almost on two wheels, and even though she'd asked him a couple of times to slow down he kept up the suicidal pace. Any minute now she expected to hear a police siren, in fact hoped she would hear it, because he'd have to slow down then.
Then at some traffic lights he stood on the brake and she could smell the rubber burning off the tires. He turned and grinned at her, before gripping the wheel and jamming his foot on the accelerator pedal again.
Story Starter 'B' She stared out of the window as the train rushed by field after field of corn, waving gently in the slight wind. But she didn't see the fields or the corn because she was thinking of other things. What would it be like now? Would she still like it, after all this time? Looking at her watch she realized that in less than an hour she would have the answers to all her questions.

Story Starter 'C' The rowing boat scraped on a rock which they hadn't noticed under the choppy water. It swung round and Michael lowered the oar into the water, feeling for the obstruction so that he could push them off. Gerry gripped the sides of the boat as it lurched when his brother forced down on the rock, and then with a cry Michael was falling into the water. The oar, which he dropped as he tried to turn and grab the boat, spun in the air and hit him hard on the temple.

Story Starter 'D' There was once a man who decided to travel the world to seek his fortune. He set off and after many days came to a beautiful palace, on the shores of a wide lake. There were many swans swimming in the water and resting on a small island in the middle of the lake. Lots of colored flags flew from the roof of the palace, as if some special event was being celebrated. The man decided to go to the palace to find out what was happening.
Story Starter 'E' There was a man who was lost in the forest. Night fell and he didn't know what to do, but just before the light went completely he found a hollow tree. Climbing into it, he decided to wait until morning, and settled down to spend the night in the tree.

After a while, he thought he heard a voice. He was about to call out when he heard another voice, and for some reason he remained silent. There was something strange about the voices, something which made him want to stay in the hollow tree.
Story Starter ‘F’  The Indian moved soundlessly forward and stopped in the shadow of the lodge pole pine. Shading his eyes he looked for several minutes across the bare landscape of red and yellow rocks and down to the road which wound far below along the canyon floor. Then he saw a movement, the slightest puff of dust, and he began to smile. 

Course Title

	Keyboarding & Computer Concepts


Objective

	To demonstrate mastery of capitalization and number expression; to demonstrate best technique, speed, and control.




Objective Code





Time Range


Standard

	1.5 Quality of Writing




Benchmark

	F. Revise writing to improve style, word choice, sentence variety and subtlety of meaning after rethinking how questions of purpose, audience and genre have been addressed.

G. Edit writing using the conventions of language.

· Spell all words correctly.

· Use capital letters correctly.

· Punctuate correctly (periods, exclamation points, question marks, commas, quotation marks, apostrophes, colons, semicolons, parentheses, hyphens, brackets, ellipses).

· Use nouns, pronouns, verbs, adjectives, adverbs, conjunctions, prepositions and interjections properly.

· Use complete sentences (simple, compound, complex, declarative, interrogative, exclamatory and imperative). 




Expected Level of Achievement

	How to know the student exceeds expectations (Advanced)

· Students will complete all lesson parts while using proper technique.  Students will demonstrate a mastery of capitalization and number expressions.

How to know the student has mastered the objective (Proficient)

· Students will complete the lesson with 80% accuracy.

How to know the student is working toward mastery (Partially Proficient)

· Students will complete the lesson with 70% accuracy.




Teaching Strategies/Instructional Methods/Activities

	Key Vocabulary:

Colon

Semi colon

Reverse case

Upper case

Lower case

Toggle case

All caps

Cap lock

Write the lesson on the board before class begins.  Introduce any new software features by using Vision software.  Review previous lessons about software and formatting that are relevant to current lesson.  Use the Vision software to explore with students the major emphasis of the lesson.

Guided Practice:     Take students through lesson step by step.

Independent Practice:  Students will complete a variety of assignments independently to apply the skills learned.  Circulate about the classroom and examine students work for difficulties.


Assessments

	Formative:  

· Number rules assignment
· Capitalization test
· Student performance on daily assignments
· Quizzes
· Class participation grade
Summative:  

· Mid-term exam
· Projects


Modifications

	Some students may not be able to complete each lesson.  Allow students to complete work during study halls, etc.  MicroType is installed in learning support classroom.  Learning support students are able to complete activities for extra practice.


Reteaching Strategies

	Reinforce and review lessons as necessary.

Have students complete activities targeted at weak areas on MicroType.


Extensions

	Students who are already proficient will complete more challenging activities in MicroType.


Resources

	Century 21—75 Years keyboarding & Information Processing, Sixth Edition, Robinson, Hoggatt, Shank, Beaumont, Crawford, Erickson, South Western Publishing, 1997.

Additional Sources:

Posters

                Wall Charts

MicroType Software


Several Resource Books

            Several Internet Sites




Developed By
 


 


Date Developed/
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Keyboarding & Computer Concepts

Assessment for Objective 7

 SEQ CHAPTER \h \r 1


pROPER cAPITALIZATION tEST

Learn proper capitalization


A brand new craze that's sweeping the nation


It makes you look like you know what you're doing


It makes your work look less confusing!

Directions:
Change your font to Courier New.  Key your Name, Date, and Cap Test on the first three lines of your document.  Enter twice and turn on double spacing.  Key the following sentences, capitalizing all words according to the rules.  Save the file as captest.  Proofread very carefully.  Correct all errors.  Save again.  Print a copy and hand in.  This test is worth 50 points with one point deducted for each error.

will you be able to attend the assembly next friday?

independence day is on wednesday, not on thursday.

leon had the best score, david had the worst score.



alice has lived in illinois, virginia, and missouri.

the nomination was made by senator glenn of ohio.

their new office building is located on drury lane.

the wilkinsons listed their home with ewing realty.

i took three english classes from dr. myra scriven.

many americans will remember world war II forever.

jan plans to leave for colorado after memorial day.

junior achievement students will tour hi-tech corp.

alan b. glabman is now a member of delta pi epsilon.

market square bank has a new branch in new london.

south high school in denver has won a state award.

miss ellen simpson has earned a ph.d. from harvard.

mr. evan k. simms, our president, speaks on friday.

the hyde park art club had a big exhibit in april.

we use usps format when addressing our company mail.

riverfront stadium is located on pete rose way.

the black hills are in south dakota and wyoming.

Answer Key:
Will you be able to attend the assembly next Friday?

Independence Day is on Wednesday, not on Thursday.

Leon had the best score, David had the worst score.



Alice has lived in Illinois, Virginia, and Missouri.

The nomination was made by Senator Glenn of Ohio.

Their new office building is located on Drury Lane.

The Wilkinsons listed their home with Ewing Realty.

I took three English classes from Dr. Myra Scriven.

Many Americans will remember World War II forever.

Jan plans to leave for Colorado after Memorial Day.

Junior Achievement students will tour Hi-tech Corp.

Alan B. Glabman is now a member of Delta Pi Epsilon.

Market Square Bank has a new branch in New London.

South High School in Denver has won a state award.

Miss Ellen Simpson has earned a PhD. from Harvard.

Mr. Evan K. Simms, our president, speaks on Friday.

The Hyde Park Art Club had a big exhibit in April.

We use USPS format when addressing our company mail.

Riverfront stadium is located on Pete Rose Way.

The black hills are in South Dakota and Wyoming.

Number Rules Assignment

· Change all margins to .5  (File Menu, Page Set Up)

· Key the number rules 1-8 on pages 49-50 in 14 point Arial fond in medium blue.

· Enter twice.

· Key the learn and apply lines for each rule in 12 point Arial font in black.

· Be sure to correct the apply lines.

· Compose your own meaningful sentence for each rule in 12 point Arial font in medium red.

· Enter twice to start the next rule.

· Key your name, date, and period number as a footer.

· Save as numrules.

· Print to the DJ printer when finished.
Answer Key:

Rule 1:  Spell a number that begins a sentence even when other numbers in the sentence are shown in figures.

Twelve of the new shrubs have died; 48 are doing quite well.

Fourteen members have paid their dues, but 89 have not done so.

Seventy five students passed the test in Keyboarding and Computer Concepts.

Rule 2:  Use figures for numbers above ten, and for numbers from one to ten when they are used with numbers above ten.

She ordered 8 word processors, 14 computers, and 4 printers.

Did he say they need 10 or 14 sets of Z18 and LZ19 diskettes?

My children are ages 5, 11 and 13.

Course Title

	Keyboarding & Computer Concepts


Objective

	Students will demonstrate the knowledge of different fonts and uses of the different fonts. 




Objective Code





Time Range


Standard

	3.7 Technological Devices


Benchmark

	3.7.10 D.  Utilize computer software to solve specific problems.

· Identify legal restriction in the use of software and the output of data.

· Apply advanced graphic manipulation and desktop publishing techniques.

· Apply basic multimedia applications.

· Apply advanced word processing, database, and spreadsheet skills.

· Describe and demonstrate how two or more software applications can be used to produce an output.

· Select and apply software designed to meet specific needs.




Expected Level of Achievement

	How to know the student exceeds expectations (Advanced)

· Students will complete all lesson parts while using proper technique.  Documents will use appropriate fonts.

How to know the student has mastered the objective (Proficient)

· Students will complete 80% of lesson parts while using proper technique.  Documents will use appropriate fonts.

How to know the student is working toward mastery (Partially Proficient)

· Students will complete 70% of lesson parts while using proper technique.  Documents will use appropriate fonts.




Teaching Strategies/Instructional Methods/Activities

	Key Vocabulary:

Serif fonts

Sans serif fonts

Design tips for desktop publishing
Write the lesson on the board before class begins.  Introduce any new software features by using Vision software.  

Review previous lessons about software and formatting that are relevant to current lesson.  Use the Vision software to explore with students the major emphasis of the lesson.

Students will be required to layout and design an alphabet list, a menu, and a computer devices assignments.
Guided Practice:     Take students through lesson step by step.

Independent Practice:  Students will complete a variety of assignments independently to apply the skills learned.

Circulate about the classroom and examine students work for difficulties.


Assessments

	Formative:  

· Thanksgiving bullets
· Quizzes
· Class participation grade
Summative:  

· Mid-term exam
· Projects


Modifications

	• Some students may not be able to complete each lesson.  Allow students to complete work during study halls, etc.  MicroType is installed in learning support classrooms.  Learning support students are able to complete activities for extra practice.


Reteaching Strategies

	• Students who are already proficient will complete more challenging activities in MicroType.


Extensions

	• Students who are already proficient will complete more challenging activities in MicroType.




Resources

	Textbook:  Microsoft Office 2000, Introductory Course, Pasewark & Pasewark, South Western Educational Publishing. Century 21—75 Years keyboarding & Information Processing, Sixth Edition, Robinson, Hoggatt, Shank, Beaumont, Crawford, Erickson, South Western Publishing, 1997.

Additional Sources:

Posters

                Wall Charts

MicroType Software


Several Resource Books

            Several Internet Sites
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Keyboarding & Computer Concepts

Assessment for Objective 8

Thanksgiving Bullets — I am Thankful for ....
[image: image5.png]



Introduction
Gratitude is a virtue we all can use more of. Thanksgiving season is a good time to express our thanks. Lists of items are many times expressed as bulleted items. Bullets are short block indent items that are started with a large dot or symbol.

Skills & Objectives 
· Use appropriate fonts

· Use a Microsoft Word to write a list of items 

· Compose original work at the computer 

· Use the bullet format of the Microsoft Word 

· Apply good grammar, capitalization, spelling & punctuation skills 

Procedures & Instructions 

1. Start with a new word processing file. 

2. Choose a serif font and make it 16 points. 

3. Center the title. "Thanksgiving" 

4. Center your name underneath the title. 

5. Align your cursor back on the left hand side of the page. 

6. Double space down two lines. 

7. Turn on the bullet feature of your word processor. 

8. Start each of your bulleted sentences: I am thankful for .... 

9. Complete each sentence. 

10. Continue until you have completed one whole page. 

11. Save your work. 

12. Spell check your work and save again. 

13. Print preview your work to check your format and number of pages. 

14. Print your work when completed. 

Evaluation 

· Followed directions 

· Used a serif font, 16 point

· Used correct spelling and grammar 

· Used appropriate format 

[image: image6.png]



Course Title

	Keyboarding & Computer Concepts


Objective

	To learn word processor features.


Objective Code





Time Range


Standard

	3.7 Technological Devices


Benchmark

	3.7.10 D.  Utilize computer software to solve specific problems.

· Identify legal restriction in the use of software and the output of data.

· Apply advanced graphic manipulation and desktop publishing techniques.

· Apply basic multimedia applications.

· Apply advanced word processing, database, and spreadsheet skills.

· Describe and demonstrate how two or more software applications can be used to produce an output.

· Select and apply software designed to meet specific needs.




Expected Level of Achievement

	How to know the student exceeds expectations (Advanced)

· Students will efficiently use software features to produce documents 100% of the time.

How to know the student has mastered the objective (Proficient)

· Students will efficiently use software features to produce documents 80% of the time.

How to know the student is working toward mastery (Partially Proficient)

· Students will efficiently use software features to produce documents 70% of the time.




Teaching Strategies/Instructional Methods/Activities
	Key Vocabulary:

Bold

Italic 

Underline

Save 

Print

Spell check

Margins 

Justification

Alignment

Tables

Cells

Rows 

Columns

Font

Page numbers

Bullets

Numbering

Line spacing

View

Copy 

Paste

Format painter

Write the lesson on the board before class begins.  Introduce any new software features by using Vision software.  

Review previous lessons about software and formatting that are relevant to current lesson.  Use the Vision software to explore with students the major emphasis of the lesson.

Guided Practice:     Take students through lesson step by step.

Independent Practice:  Students will complete a variety of assignments independently to apply the skills learned.   Circulate about the classroom and examine students work for difficulties.


Assessments

	Formative:  

· SAM/TOM tests
· Student performance on daily assignments
· Quizzes
· Class participation grade
Summative:  

· Mid-term exam
· Projects


Modifications

	Some students may not be able to complete each lesson.  Allow students to complete work during study halls, etc.  MicroType is installed in learning support classrooms.  Learning support students are able to complete activities for extra practice.


Reteaching Strategies

	Reinforce and review lessons as necessary.

Have students complete activities targeted at weak areas on MicroType.


Extensions

	Students who are already proficient will complete more challenging activities in MicroType.


Resources

	Century 21—75 Years keyboarding & Information Processing, Sixth Edition, Robinson, Hoggatt, Shank, Beaumont, Crawford, Erickson, South Western Publishing, 1997.

Additional Sources:

Posters

                Wall Charts

MicroType Software


Several Resource Books

            Several Internet Sites
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Keyboarding & Computer Concepts

Assessment for Objective 9

Students will complete tests and quizzes using the SAM/TOM online testing program.  SAM/TOM is fantastic at assessing student word processor skills.

Sample of question:
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Student results displayed at the conclusion of the exam:


Performance tasks the students can view before taking the exam:


[image: image8.png]A Preview Exam Questions - Microsoft Internet Explorer

Sample Test

April 21, 2005

MS Word 2002

Performance Tasks
Tasks
1. Copy the line containing the text "Paintings

and Drawings”. Paste it on the line below
"Heinrich Strubel”

scenario: Art Gallery

Correct Answers

1. Select "Paintings and Drawings,”
click the Copy button on the
standard toolbar, diick below
"Heinrich Strubel" then cick the
Paste button on the Standard
toolbar.

2. Select "Paintings and Drawings,”
cick Edit on the menu bar, click
Capy, dlick below "Heinrich
Strubel,” dlick Edit on the menu
bar, then dlick Paste.

3. Select "Paintings and Drawings,”
press [Ctril+[C], click below
"Heinrich Strubel," then press [Ctrl]
+1v].

4. Seléct "Pairtings and Drawings,





Course Title

	Keyboarding & Computer Concepts




Objective

	Students will demonstrate the knowledge to keep updated on technology trends and current issues. 




Objective Code





Time Range


Standard

	3.7 Technological Devices


Benchmark

	3.7. 10 A Identify and safely use a variety of tools, basic machines, materials and techniques to solve problems and answer questions

3.7.10 D Utilize computer software to solve specific problems.

3.7.12 C Evaluate computer operations and concepts as to their effectiveness to solve specific problems


Expected Level of Achievement

	How to know the student exceeds expectations (Advanced)

· Students will complete all lesson parts while using proper technique.  

How to know the student has mastered the objective (Proficient)

· Students will complete 80% of lesson parts while using proper technique.

How to know the student is working toward mastery (Partially Proficient)

· Students will complete 70% of lesson parts while using proper technique.




Teaching Strategies/Instructional Methods/Activities

	Key Vocabulary:

Computer devices

Technology

Ethical uses of computers

Website validity

URL

Tiny URL

Central processing unit

Monitor

Printer

Netiquette

Email étiquette

Spamming

Emoticons

FAQ’s

Bandwidth

Boolean operator

Cookie

Client

Browser
Write the lesson on the board before class begins.  Introduce any new software features by using Vision software.  

Students will be required to create a document which includes computer devices.  They will need to search technology on the Internet.  The students will also complete activities in a Master the Basics project where they complete online learning activities about issues about use of technology.

A Powerpoint presentation will be shown on email etiquette, efficient search techniques and legal, ethical issues about technology.

Review previous lessons about software and formatting that are relevant to current lesson.  Use the Vision software to explore with students the major emphasis of the lesson.

Guided Practice:     Take students through lesson step by step.

Independent Practice:  Students will complete a variety of assignments independently to apply the skills learned.

Circulate about the classroom and examine students work for difficulties.


Assessments

	Formative:  

· Computer Devices Assignment
· Master the Basics Assignment
· Website Validity Assignment
· Student performance on daily assignments
· Quizzes
· Class participation grade
Summative:  

· Mid-term exam
· Projects


Modifications

	Some students may not be able to complete each lesson.  Allow students to complete work during study halls, etc.  MicroType is installed in learning support classrooms.  Learning support students are able to complete activities for extra practice.


Reteaching Strategies

	• Students who are already proficient will complete more challenging activities in MicroType.




Extensions

	• Students who are already proficient will complete more challenging activities in MicroType.




Resources

	Century 21—75 Years keyboarding & Information Processing, Sixth Edition, Robinson, Hoggatt, Shank, Beaumont, Crawford, Erickson, South Western Publishing, 1997.

Additional Sources:

Posters

                Wall Charts

MicroType Software


Several Resource Books

            Several Internet Sites
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Keyboarding & Computer Concepts

Assessment for Objective 10

Assessment 1
Computer Devices

Internet Search

1. Start a new Word file.  Create a Header.  Change margins to .5.  Save as Computer Devices.

2. Using WordArt, put Computer Devices at the top of the page.

3. Open Internet Explorer and log on to the Internet.

4. Find a website to search for 15 computer components.  (see some examples below)

5. Right click on image and copy from Explorer to Word file.

6. Right click on image in Word file & choose Format Picture on the pop up menu.

7. Select the layout tab and choose tight as the text wrapping style.

8. Under the View Menu, choose toolbars and select the drawing toolbar.  (toolbar should be displayed at the bottom of the document)

9. Under the Tools Menu, select Options.  Choose the General tab & deselect last option to automatically create a drawing canvas.

10. Choose the text box tool and click to drag a text box above the image.  Label the image.




Websites:

http://www.pcwarehouse.com 

http://www2.warehouse.com
http://www.tigerdirect.com
Computer Components to Locate:

Scroll Mouse


Graphics Tablet

Projector

Speakers

Touchpad


Flat Screen Monitor

Gamepad

Joystick

Label Printer


Microphone


Barcode Scanner
Ergonomic Keyboard

Laser Printer


Scanner


Inkjet Printer

Headset

MP3 Player


Digital Camera

Webcam

Plotter
Assessment 2
Name_________________________________
Master the Basics
Open your Internet browser and go to www.learnthenet.com.

In the How To section, click on Master the Basics.

Answer the following questions.

Monitor Settings
1.   What is the best setting for your monitor? Why?

Netiquette

2.  Why should you avoid all caps in your e-mails?

3.  What are emoticons?  Give one example.

4.  What is spamming?

5.  What is flaming?

6.  What are two abbreviations you can use in e-mail messages to shorten the text?

7.  What are FAQs?  

Birth of the Net
8.  When and why did the Internet start?

Net Anatomy
9.  What is the purpose of a chat room?

10.  On the Internet, many different communications go on at the same time. Explain what this means.

The Future

11.  What is bandwidth?  Which technologies have increased bandwidth, or in other words, which technologies offer the fastest connections?

12.  What is Internet2?

13. How fast is Internet2?

Click on the Find Information link in the HOW TO section.

Define the following terms.

	#
	Items
	Define

	14.
	URL
	

	15.
	.edu
	

	16.
	.org
	

	17.
	.com
	

	18.
	Boolean operator
	

	19.
	truncation
	


Return to www.learnthenet.com
Under RESOURCES, choose Glossary.

Explain the following terms.

	#
	Items
	Define

	20.
	Browser
	

	21.
	Client
	

	22.
	Computer virus
	

	23.
	Cookie
	

	24.
	Domain name
	

	25.
	HTML
	

	26.
	Hypertext
	

	27.
	Home page
	

	28.
	Hotlist
	

	29.
	http://
	

	30.
	Search Engine
	

	31.
	World Wide Web
	


Answer Key:





Master the Basics

Monitor Settings

What is the best setting for your monitor? Why?

The best setting for your monitor is a setting of 800*600 pixels with thousands of colors, because of picture sharpness.

Netiquette

Why should you avoid all caps in your e-mails?

It makes looks like your shouting.

What are emoticons?  Give one example.

Emoticons are expressions that you make from characters on the keyboard.

One example is a smiley(.

What is spamming?

Spamming is when you don’t indiscriminately post unrelated comments or worse-advertisements to every newsgroup you can think of.

What is flaming?

Flaming is when you offend someone unintentionally.

What are two abbreviations you can use in e-mail messages to shorten the text?

One abbreviation is “BTW” which means “by the way”.

Another abbreviation is “ROTFL” which means rolling on the floor laughing.

What are FAQs?  

FAQs are frequently asked questions.

Birth of the Net
When and why did the Internet start?

The Internet began in the 1960’s by the Us Department of Defense.  It started because they wanted a computer service that would function in disaster. 

Net Anatomy
What is the purpose of a chat room?

A chat room are 24-hour coffee rooms where people can chat any time they want.

On the Internet, many different communications go on at the same time. Explain what this means.

They use different software programs to accomplish different tasks.

The Future

What is bandwidth?  Which technologies have increased bandwidth, or in other words, which technologies offer the fastest connections?

Bandwidth is data carrying capacity of telephone lines.  Television has increased bandwidth.

What is Internet2?

Internet2 is the incubator for some of the emerging technologies that are shaping the future.

How fast is Internet2?

It transmits data at speeds up to 2.4 gigabits per second—45,000 times faster than a 56Kbps modem.
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	Website Evaluation Process
1. Purpose: Determine whether the main purpose of the site is to inform or to persuade (advocate for a cause). 

2. Author: The best sites are produced by those who have appropriate education, training, or experience to write with authority on the topic. Check site documents or external sources to find out more about the author. 

3. Content: Consider whether content seems biased. Does the author have a "vested interest" in the topic? Look for documentation of claims and a balanced point of view. 

4. Coverage: Shop around for the best source. You can compare the page to others on the same topic to see which provides better coverage. 

5. Currency: If you are looking for the most current information on a topic, be sure to determine when information was added. 

6. Recognition: Also try to determine whether the site has been recognized as exemplary, either in reviews or by others linking to it. 


Assessment 3:
Evaluating Websites

"We've inherited this notion that if it pops up on a screen and looks good, we tend to think of it as fairly credible." 

Paul Gilster, Digital Literacy (1997)
Website Evaluation Activities (Sheet 1)
http://tinyurl.com/5aazj
Visit the above website to learn more about determining the purpose of a website.

· Review the examples of different types of sites.

· Complete the activity in the green box.

· Complete the quick quiz.

http://tinyurl.com/6u6pr
Visit the above website to learn more about the author or publisher of the website.

· Find the authors of the websites displayed in the green box.  Check your answers.

· Complete the quick quiz in the blue box.

http://tinyurl.com/5m5o6
Visit the above website to learn more about determining the content, coverage and currency of a website.

· Compare the two websites in the green box and determine which is more balanced.

· Complete the quick quiz in the blue box.

http://gateway.lib.ohio-state.edu/tutor/les1/pg4.html
Visit the above website to determine if a website is recognized or linked to other websites.

· Read carefully and view the illustration which explains how to determine the number of sites linked to a particular website.

· Complete the activity in the green box to determine number of links to the sites listed.

· Complete the activity in the blue box to determine if a website is well regarded.

http://tinyurl.com/5mkpm
Visit the above website to review the vocabulary from the website evaluation activities.

· Take some time to use the flash cards.

· Have some fun with completing the crossword.

(http://gateway.lib.ohio-state.edu/tutor/les1/index.html )
Website Evaluation Checklist

	Directions:  Complete this form for each website evaluated
	Check the box if:

	Consider relevance for your research topic. Does site seem to have the type of information you need? 
	Top of Form

[image: image11.wmf]Site is relevant 

Bottom of Form

	Next, learn more about the site's author, publisher, purpose, currency. 
	Top of Form

[image: image12.wmf]Site meets its stated intent. 
[image: image13.wmf]Author has appropriate credentials
[image: image14.wmf]Publisher recognizes this page.
[image: image15.wmf]Site has up-to-date information. 

Bottom of Form

	Now examine the content more carefully. 
	Top of Form

[image: image16.wmf]Content is not biased or slanted.

Bottom of Form

	Compare the page to site(s) with similar content. Use a Web index, such as Google (http://www.google.com), to find other sites. You can also use the "Related Links" function of your browser to locate sites. 
	Top of Form

[image: image17.wmf]Compared to others, this site offers broad and balanced coverage of the topic. 

Bottom of Form

	Finally, look for evidence of recognition by others. Use Google to get a sense of how many other pages are linking to this web site. 

Example: Animal Concerns Community
URL: http://www.animalconcerns.org
Search: link: www.animalconcerns.org
	Top of Form

[image: image18.wmf]Site is recognized as significant. 

Bottom of Form


Count the number of boxes you checked. 

	Your score for this site:
	Top of Form

[image: image19.wmf]6-8 points - you found a winner!
[image: image20.wmf]3-5 points - questionable, may be useful for some projects
[image: image21.wmf]0-2 points - look for a better source 

Bottom of Form


Website Evaluation Activities (Sheet 2)

Use the website evaluation checklist to evaluate one of these sites:

Submit your checklist for a grade
http://www.geoffmetcalf.com/bread.html


(the dangers of bread)

http://zapatopi.net/treeoctopus.html


(Tree Octopus)

http://www.umich.edu/~engtt516/index2.html

(Jacopo, the painter)

Find an example of the following website types and complete the evaluation checklist.

Advocacy

Commercial

Reference/Information

Course Title

	Keyboarding & Computer Concepts


Objective

	Compose, organize, and edit information using the keyboard.  Proofread and edit documents for accuracy, and content, and for correct grammar, spelling, and punctuation.


Objective Code





Time Range


Standard

	1.5 Quality of Writing




Benchmark

	G. Revise writing to improve style, word choice, sentence variety and subtlety of meaning after rethinking how questions of purpose, audience and genre have been addressed.

H. Edit writing using the conventions of language.

· Spell all words correctly.

· Use capital letters correctly.

· Punctuate correctly (periods, exclamation points, question marks, commas, quotation marks, apostrophes, colons, semicolons, parentheses, hyphens, brackets, ellipses).

· Use nouns, pronouns, verbs, adjectives, adverbs, conjunctions, prepositions and interjections properly.

· Use complete sentences (simple, compound, complex, declarative, interrogative, exclamatory and imperative). 




Expected Level of Achievement

	How to know the student exceeds expectations (Advanced)

· Students will complete all lesson parts while using proper technique.  Documents will be 100% accurate.

How to know the student has mastered the objective (Proficient)

· Students will complete 80% of lesson parts while using proper technique.  Documents will be 80% accurate.

How to know the student is working toward mastery (Partially Proficient)

· Students will complete 70% of lesson parts while using proper technique.  Documents will be 70% accurate.




Teaching Strategies/Instructional Methods/Activities

	Key Vocabulary:

Speller

Proofread

Write the lesson on the board before class begins.  Introduce any new software features by using Vision software.  

Review previous lessons about software and formatting that are relevant to current lesson.  Use the Vision software to explore with students the major emphasis of the lesson.

Guided Practice:     Take students through lesson step by step.

Independent Practice:  Students will complete a variety of assignments independently to apply the skills learned.

Circulate about the classroom and examine students work for difficulties.


Assessments

	Formative:  

· Proofreader Marks Quiz
· Student performance on daily assignments
· Class participation grade
Summative:  

· Mid-term exam
· Projects


Modifications

	Some students may not be able to complete each lesson.  Allow students to complete work during study halls, etc.  MicroType is installed in learning support classroom.  Learning support students are able to complete activities for extra practice.


Reteaching Strategies

	Students who are already proficient will complete more challenging activities in MicroType.


Extensions

	Students who are already proficient will complete more challenging activities in MicroType.


Resources

	Century 21—75 Years keyboarding & Information Processing, Sixth Edition, Robinson, Hoggatt, Shank, Beaumont, Crawford, Erickson, South Western Publishing, 1997.

Additional Sources:

Posters

                Wall Charts

MicroType Software


Several Resource Books

            Several Internet Sites




Developed By
 


 


Date Developed/
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Keyboarding & Computer Concepts

Assessment for Objective 11

Spelling Activity

The following sentences contain errors.  These errors will not be detected with the spell checker.  

Type each sentence correctly.  Center horizontally and vertically.  Bold and all caps for the title.  Use double spacing.

SPELL CHEQUE

Eye halve a spelling chequer

It came with my pea sea

It plainly marques four my revue

Miss steaks eye kin knot sea.

Eye strike a key and type a word

And weight four it two say

Weather eye am wrong oar write

It shows me strait a weigh.

As soon as a mist ache is maid

It nose bee fore too long

And eye can put the error rite

Its rare lea ever wrong.

Eye have run this poem threw it

I am shore your pleased two no

Its letter perfect awl the weigh

My checker tolled me sew

Grading checklist:

· Header with name, date, period, and Spelling Activity as filename

4 points

· Center vertically and horizontally





2 points

· Title in all caps & bold






2 points

· Correct all 17 lines







17 points

(25 points possible)
Course Title

	Keyboarding & Computer Concepts


Objective

	Apply effective search skills on the Internet


Objective Code





Time Range


Standard

	3.7 Technological Devices


Benchmark

	3.7.10

D.  Utilize computer software to solve specific problems.

· Identify legal restrictions in the use of software and the output of data.

· Apply advanced graphic manipulation and desktop publishing techniques.

· Apply basic multimedia applications.

· Apply advanced word processing database and spreadsheet skills.

· Describe and demonstrate how two or more software applications can be used to produce an output.

· Select and apply software designed to meet specific needs.


Expected Level of Achievement

	How to know the student exceeds expectations (Advanced)

· Students will complete all lesson parts while using proper technique.  Find 100% correct information using the Internet.

How to know the student has mastered the objective (Proficient)

· Students will complete 80% of lesson parts while using proper technique.  Find 80% correct information using the Internet.

How to know the student is working toward mastery (Partially Proficient)

· Students will complete 70% of lesson parts while using proper technique.  Find 70% correct information using the Internet.




Teaching Strategies/Instructional Methods/Activities

	Key Vocabulary:

Browser

Search engine

Directory

Index

Natural language query

Meta search engine

Fact

Fiction

Write the lesson on the board before class begins.  Introduce any new software features by using Vision software.  

Students will view a PowerPoint presentation on effective search strategies on the Internet.

Review previous lessons about software and formatting that are relevant to current lesson.  Use the Vision software to explore with students the major emphasis of the lesson.

Guided Practice:     Take students through lesson step by step.

Independent Practice:  Students will complete a variety of assignments independently to apply the skills learned.

Circulate about the classroom and examine students work for difficulties.




Assessments

	Formative:  

· Scavenger hunt
· Student performance on daily assignments
· Quizzes
· Class participation grade
Summative:  

· Mid-term exam
· Projects


Modifications

	Some students may not be able to complete each lesson.  Allow students to complete work during study halls, etc.  MicroType is installed in learning support classrooms.  Learning support students are able to complete activities for extra practice.


Reteaching Strategies

	Students who are already proficient will complete more challenging activities in MicroType.


Extensions

	Students who are already proficient will complete more challenging activities in MicroType.


Resources

	Century 21—75 Years keyboarding & Information Processing, Sixth Edition, Robinson, Hoggatt, Shank, Beaumont, Crawford, Erickson, South Western Publishing, 1997.

Additional Sources:

Posters

                Wall Charts

MicroType Software


Several Resource Books

            Several Internet Sites




Developed By
 


 


Date Developed/
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Keyboarding & Computer Concepts

Assessment for Objective 12

Scavenger Hunt I


Name:_______________________

1. http://www.geocities.com/Heartland/Acres/3072/camera1.html?B1=%3C%3C+Restart 
Visit the above address.  Have your picture taken.
Comments:________________________________________
2.  I Love You--http://www.travlang.com/languages/iloveyou.html 

How do you say "I love you" in Swahili? 

_______________________
How do you say "I love you" in Italy? 

_______________________
How do you say "I love you" in Sweden? 

_______________________
2. http://www.gerlitz.com/virushoax/ 

In the Abercrombie and Fitch Hoax, what is the name of the author of the letter?
__________________ 

3. http://www.fbi.gov
(most wanted, top ten fugitives)
What is the amount of the reward for information leading directly to the apprehension/conviction of Usama Bin Laden?
_________________________________
4. http://www.weather.com

What is the temperature in Dallas, Texas?

_______________________


5. http://www.infoplease.com/spot/wtc1.html


How many floors were in the World Trade Center?_______________________
6.  http://www.factmonster.com/ipka/A0872797.html  
What colors were in the first box of crayons in 1903?
________________________________________________
7.  http://www.dailyitem.com
What is the headline for today at the Daily Item website?
________________________________________________
8.  http://www-2.cs.cmu.edu/afs/cs/user/bam/www/numbers.html#Injuries
How many workers visit an eye doctor yearly due to computer related visions problems?
_______________________
9.  http://www.50states.com
Who wrote the words to the Pennsylvania state song?
________________________________
11-15.  http://www.quuxuum.org/~evan/bgnw.html
How many consecutive times has Bill Gates been proclaimed the Richest Man in the World by Forbes Magazine?

How much is Bill Gates worth?

What percentage of Microsoft does Bill Gates own?

What is Microsoft’s all-time high price?

How much money per second has Bill Gates made since Microsoft went public in 1986?
Scavenger Hunt—Answer Sheet
Name___________________________
1. "I love you" in Swahili________________________________________

"I love you" in Italy? _________________________________________

"I love you" in Sweden?_______________________________________
2.  
Author of letter_____________________________ 

3.  
Picture displayed____________________________

4.  
Amount for Usama___________________________

5.  
Temperature in Dallas, TX_____________________
6.  
Floors in the World Trade Center________________



7.  
Colors in first box of crayons
10.  http://www.factmonster.com/ipka/A0872797.html  
What colors were in the first box of crayons in 1909?

11.  http://www.dailyitem.com
What is the headline for today at the Daily Item website?

12.  http://www-2.cs.cmu.edu/afs/cs/user/bam/www/numbers.html#Injuries
How many workers visit an eye doctor yearly due to computer related visions problems?

13.  http://www.50states.com
Who wrote the words to the Pennsylvania state song?

11-16.  http://www.quuxuum.org/~evan/bgnw.html
How many consecutive times has Bill Gates been proclaimed the Richest Man in the World by Forbes Magazine?

How much is Bill Gates worth?

What percentage of Microsoft does Bill Gates own?

What is Microsoft’s all-time high price?

How much money per second has Bill Gates made since Microsoft went public in 1986?
Course Title

	Keyboarding & Computer Concepts


Objective

	To acquire a speed of 35-40 words a minute for 3 minutes on timed writings.  


Objective Code





Time Range


Standard

	3.7 Technological Devices


Benchmark

	D. Apply basic computer operations and concepts.

· Apply touch keyboarding skills and techniques at expectable speed and accuracy.




Expected Level of Achievement

	How to know the student exceeds expectations (Advanced)

· Key at a rate of 40 or higher with no errors
How to know the student has mastered the objective (Proficient)

· Key at a rate of 36 wpm for a timed writing grade of  100%
· Key at a rate of 34 wpm for a timed writing grade of  95%
· Key at a rate of 32 wpm for a timed writing grade of  90%

· Circle all errors 

How to know the student is working toward mastery (Partially Proficient)

· Key at a rate of 30 wpm for a timed writing grade of  85%
· Key at a rate of 28 wpm for a timed writing grade of  80%

· Circle most errors 


Teaching Strategies/Instructional Methods/Activities

	Key Vocabulary:

GWPM

Write the lesson on the board before class begins.  Introduce any new software features by using Vision software.  

Review previous lessons about software and formatting that are relevant to current lesson.  Use the Vision software to explore with students the major emphasis of the lesson.

Guided Practice:     Take students through lesson step by step.

Independent Practice:  Students will complete a variety of assignments independently to apply the skills learned.

Circulate about the classroom and examine students work for difficulties.
· Review proper techniques for keyboarding:

· Eyes on copy 

· Keep fingers positioned over home row

· Backs straight, feel flat on floor, wrists low and fingers curved


Assessments

	Formative:  

· Circulate around the room and observe the students computer screens and technique. 

· Student performance on daily assignments
· Quizzes
· Class participation grade
Summative:  

· Mid-term exam
· Weekly timings
· Projects


Modifications

	· Students only complete 3 minute timings

· Some students may not be able to complete each lesson.  Allow students to complete work during study halls, etc.  MicroType is installed in learning support classrooms.  Learning support students are able to complete activities for extra practice.


Reteaching Strategies

	· Students will be permitted to take as many timings as the wish

· Students who are already proficient will complete more challenging activities in MicroType.


Extensions

	· Students will have an opportunity to take other timed writings in addition to straight copy.

· Students will use Microtype Multimedia to reinforce keying skills.

· Students who are already proficient will complete more challenging activities in MicroType.


Resources

	Century 21—75 Years keyboarding & Information Processing, Sixth Edition, Robinson, Hoggatt, Shank, Beaumont, Crawford, Erickson, South Western Publishing, 1997.

Additional Sources:

Posters

                Wall Charts

MicroType Software


Several Resource Books

            Several Internet Sites




Developed By
 


 


Date Developed/









Revised

Keyboarding & Computer Concepts

Assessment for Objective 13

Students will complete timed writings using Microtype.
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Keyboarding & Computer Concepts

Timed Writing Grades

First Nine Weeks

	Words Per Minute
	Grade
	
	Words Per Minute
	Grade

	35+
	100
	
	19
	84

	34
	99
	
	18
	83

	33
	98
	
	17
	82

	32
	97
	
	16
	81

	31
	96
	
	15
	80

	30
	95
	
	14
	79

	29
	94
	
	13
	78

	28
	93
	
	12
	77

	27
	92
	
	11
	76

	26
	91
	
	10
	75

	25
	90
	
	9
	74

	24
	89
	
	8
	73

	23
	88
	
	7
	72

	22
	87
	
	6
	71

	21
	86
	
	5
	70

	20
	85
	
	4
	69


Course Title

	Keyboarding & Computer Concepts


Objective

	To learn spreadsheet and presentation software features.


Objective Code





Time Range


Standard

	3.7 Technological Devices


Benchmark

	3.7.10 D.  Utilize computer software to solve specific problems.

· Identify legal restriction in the use of software and the output of data.

· Apply advanced graphic manipulation and desktop publishing techniques.

· Apply basic multimedia applications.

· Apply advanced word processing, database, and spreadsheet skills.

· Describe and demonstrate how two or more software applications can be used to produce an output.

· Select and apply software designed to meet specific needs.




Expected Level of Achievement

	How to know the student exceeds expectations (Advanced)

· Students must be able to complete assignments efficiently and effectively using initiative by 
            carefully and independently following oral and written instructions and proofreading and 

            correcting work for final copy with 100% accuracy.            

How to know the student has mastered the objective (Proficient)

· Students must be able to complete assignments efficiently and effectively using initiative by carefully and independently following oral and written instructions and proofreading and correcting work for final copy with 90% to 100% accuracy.

How to know the student is working toward mastery (Partially Proficient)

· Students must be able to complete assignments efficiently and effectively using initiative by carefully following oral and written instructions with some teacher input and proofreading and correcting work for final copy with 80% to 90% accuracy.


Teaching Strategies/Instructional Methods/Activities

	Key Vocabulary: 
Slides

Slide sorter

Slide transition

Animation

Sound

Rows 

Columns

Cells 

Formulas

Write the lesson on the board before class begins.  Introduce any new software features by using Vision software.  

In Microsoft Excel, students will complete numeric keypad activities and track their rate progress by use of a chart.  In PowerPoint, the students will complete a presentation titled “All About Me.”

Review previous lessons about software and formatting that are relevant to current lesson.  Use the Vision software to explore with students the major emphasis of the lesson.

Guided Practice:     Take students through lesson step by step.

Independent Practice:  Students will complete a variety of assignments independently to apply the skills learned.

Circulate about the classroom and examine students work for difficulties.


Assessments

	Formative:  

· Excel numeric keypad activities
· All About Me PowerPoint Presentation
· Student performance on daily assignments
· Quizzes
· Class participation grade
Summative:  

· Mid-term exam
· Projects
· Assess students on proofreading skills.


Modifications

	· Provide additional illustrations

· Reduce required documents

· Provide additional class time

· Some students may not be able to complete each lesson.  Allow students to complete work during study halls, etc.  MicroType is installed in Mrs. Lilley’s classroom.  Learning support students are able to complete activities for extra practice.


Reteaching Strategies

	· Provide more examples, illustrations.

· Students who are already proficient will complete more challenging activities in MicroType.


Extensions

	· Provide “Critical Thinking” assignments

· Students who are already proficient will complete more challenging activities in MicroType.




Resources

	Century 21—75 Years keyboarding & Information Processing, Sixth Edition, Robinson, Hoggatt, Shank, Beaumont, Crawford, Erickson, South Western Publishing, 1997.

Additional Sources:

Posters

                Wall Charts

MicroType Software


Several Resource Books

            Several Internet Sites




Developed By
 


 


Date Developed/
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Keyboarding & Computer Concepts

Assessment for Objective 14

Assessment 1:  Students will enter the data below using Microsoft Excel.  Students will create a formula to calculate each column.
	Your Name
	
	
	
	
	
	

	Numeric Keypad Assignment
	
	
	

	Assignment #
	1
	
	
	
	
	

	
	
	
	
	
	
	
	

	List 1
	List 2
	List 3
	List 4
	List 5
	List 6
	List 7
	List 8

	123
	456
	777
	123456
	987789
	213000
	963258
	777888

	321
	645
	888
	123456
	987777
	456000
	852147
	999555

	132
	564
	999
	132465
	789888
	200000
	741852
	666444

	123
	456
	987
	111222
	759799
	653000
	852963
	222555

	132
	456
	999
	222333
	456489
	652400
	963852
	465798

	123
	645
	888
	444555
	879546
	486300
	123456
	113665

	123
	444
	987
	555666
	879888
	540000
	321654
	664557

	111
	555
	789
	666555
	858969
	986300
	987456
	889426

	222
	666
	978
	666444
	747858
	642300
	654789
	859818

	333
	654
	798
	666222
	759846
	524300
	987654
	528726

	123
	654
	778
	333222
	747858
	849500
	321654
	642879

	321
	444
	779
	111222
	858969
	800500
	789456
	513527

	222
	465
	889
	111555
	969858
	700500
	321987
	948624

	111
	444
	887
	444666
	858747
	900100
	789123
	813594

	333
	445
	997
	444222
	486957
	600200
	465132
	432876

	123
	446
	998
	442233
	759846
	400500
	465798
	247854

	122
	556
	978
	115533
	789654
	710870
	183729
	812547

	133
	555
	977
	445566
	888666
	500210
	111222
	924248

	233
	554
	988
	145263
	549876
	540200
	405051
	700250

	3464
	10104
	17361
	6305856
	15018280
	11356180
	11302233
	12224831

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	List 9
	List 10
	List 11
	List 12
	List 13
	List 14
	List 15
	List 16

	400
	4050
	112233
	12
	1
	75
	741
	1000

	500
	6050
	445566
	21
	2
	85
	852
	5000

	700
	3020
	995577
	35
	4
	95
	963
	6000

	200
	4020
	335511
	68
	5
	35
	369
	5000

	500
	1080
	224455
	24
	7
	25
	258
	2000

	600
	1090
	663355
	95
	8
	15
	147
	3000

	800
	4050
	225599
	35
	9
	15
	789
	1000

	600
	1040
	997788
	48
	6
	45
	456
	1000

	900
	8080
	664455
	78
	2
	25
	123
	8000

	200
	8070
	331122
	98
	4
	95
	321
	9000

	100
	6050
	556633
	12
	0
	65
	654
	7000

	800
	4050
	996688
	35
	1
	35
	987
	2000

	900
	9050
	778855
	24
	2
	25
	798
	3000

	600
	1020
	448855
	85
	5
	75
	465
	5000

	100
	2060
	224411
	46
	8
	85
	132
	8000

	300
	9060
	445522
	13
	4
	15
	312
	7000

	200
	5020
	996688
	79
	6
	25
	645
	9000

	800
	8050
	224422
	85
	8
	35
	978
	4000

	600
	4020
	771155
	42
	1
	55
	100
	6000

	9800
	88930
	10438890
	935
	83
	925
	10090
	92000


Assessment 2:  Students will create a presentation about themselves.  (family, favorite color, favorite food, job, hobby, interests, college plans, etc.)

All About Me  PowerPoint Presentation







NAME____________________________________

	Work Habits 
	Points Possible
	Points Earned

	Works independently—Does not distract others
	10
	

	Displays a sense of responsibility--ATTENDANCE
	10
	

	Follows directions
	10
	

	Shows initiative to learn new skills
	10
	

	Pays attention to detail
	10
	

	Uses time efficiently
	10
	

	All About Me Presentation
	
	

	Includes a title and conclusion slides
	10
	

	Includes at least 15 other slides
	10
	

	Uses a template design
	10
	

	Uses different slide layouts
	10
	

	Clip art included 
	10
	

	No more than 7 lines of text appear on each slide
	10
	

	Presentation is neat in appearance
	10
	

	Presentation is easily read on the screen
	10
	

	Spelling is correct in the presentation
	10
	

	Grammar is correct in the presentation
	10
	

	Presenter can be heard in the entire room
	10
	

	
	170
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