
 
 
 
 
 
6 week course:  Basic Computer and Internet Training  

1. Demonstrate proper etiquette in the use of computers and other technologies 
2. Use and apply appropriate computer terminology 

3. Use keyboarding skills to improve speed and accuracy 

4. Use proper hand and body position for computer use. 

5. Understand the purpose and limitations of application tools. 

6. Model ethical and safe behavior relating to security, privacy, passwords, and personal 

information 

7. Create a linear multimedia presentation with effective use of screen design elements.  

8. Use spreadsheets to access, analyze, interpret, synthesize, apply, and communicate 

information.  

9. Use search strategies to acquire information. 

10. Evaluate acquired information for validity and usefulness. 

* Computer Lab Technicians will co-plan with classroom teachers to support research efforts and 
product creation. 

 

Strands Competencies 
Computer 

Basics 

 

Week 1&2 

 Demonstrate proper care of equipment.   

 Demonstrate respect for the rights of others while using the computer. 

 Demonstrate acceptable behavior at the computer and in the lab. 

 Respect the privacy of other students work.  

 Increase keyboarding speed and accuracy.  (Targets: 12-18 wpm; 95% 

accuracy) 

 Identify and use:  template, file management, folder, column, row, cell, cell 

address, data, formula (sum, average), transitions, builds, background, 

animation, border, bullets.  

 Select and use software for the assigned task (presentation, spreadsheet, word 

processor, etc.).  

 Demonstrate effective screen design (BEMUCH Balance, Emphasis, 

Movement, Unity, Contrast, Harmony). 

Application 

 

Week 3&4 

 Enter, sort and analyze information in a spreadsheet. 

 Perform searches for text, audio, video and graphics. (Internet, CD ROM) 

 Research, create and publish products related to district adopted curriculum.* 

 Interpret and communicate information from a spreadsheet by developing charts 

and graphs.   

 Create and format a report using a word processor. 



Information 

Gathering 

 

Week 5&6 

 

 

 

 

 Evaluate acquired information for validity and usefulness.  

 Demonstrate an understanding of copyright by citing sources of copyrighted. 

Materials in papers, projects, and multimedia presentations. (Discuss 

plagiarism) 

 Navigate a Web site to gather information. 

 Use educational search engines to gather information. 

 Use Web site activities to support curriculum. 

 Use Internet to capture and insert graphics into documents and acquire information. 

 Use electronic reference tools. 


