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Computing Fundamentals
	Computer Hardware

	Identify different types of computers, microcomputers and memory 

	Identify the role of a central processing unit 

	Describe the measurement of speed

	Identify flow and transfer of information 

	Identify how computers integrate into larger systems 

	Identify how computers share resources 

	Describe the performance of a computer based on Microprocessors, RAM, Storage 

	Identify external and internal components 

	Identify input, output and storage devices 

	Identify ports used to connect input and output devices 

	Identify and solve common problems associated with computer components 

	Analyze purchasing of hardware, software, price, warranties and laptop vs. desktop 

	Computer Software

	Identify how data is input into a computer and transformed from analog to digital 

	Identify how users interact with software 

	Demonstrate use of software application rules, software outputs and software codes 

	Identify operating systems, word processors, spreadsheet programs, presentation programs, database programs, graphics programs, multi-media programs, electronic mail programs, web browsers, utility programs, specialized and customized software 

	Using an Operating System

	Identify character based and graphical-user-interface operating systems 

	Identify different versions of Windows and non-Windows operating systems 

	Identify capabilities and limitations imposed by operating systems. 

	Identify elements of Windows desktop and different types of windows 

	Manipulate window sizes, start and shutdown a computer, use Start menu and taskbar, add a shortcut, switch between open windows and programs and use Online Help 

	Create, delete and move desktop folders and icons 

	Start Windows Explorer/File Manager 

	Identify directory/folders, select folders, move, copy and delete folders 

	Identify and display file properties, find files and format a floppy disk 

	Identify precautions and solve problems when working with files 

	Display control panels and identify their functions 

	Change date/time and display settings 

	Identify precautions when changing system settings and changing operation system settings 

	Install software 

	Identify installed applications and start installed applications


Key Applications
	Common Program Functions

	* Start and exit a Windows application 

	Identify and prioritize help resources, access online help and use help search functionality 

	Identify on-screen elements common to Windows applications 

	Change views and magnification levels 

	Create, open and save files 

	Identify and solve common problems related to working with files 

	Select, cut, copy, paste, find and replace information 

	Undo, redo and repeat commands 

	Check spelling 

	Change color, bold, underline, italicize and text 

	Apply text effects and change text orientation 

	Set margins, change paper size, print and preview files 

	Word Processing Functions

	Change line and paragraph spacing, indent text, and create bullet lists 

	Insert page breaks, section breaks, symbols and page numbers 

	Tabs, borders, shading, styles 

	Use AutoFormats, Format Painter and AutoText 

	Create, split and format tables 

	Select, insert, delete columns in a table 

	Split and merge cells 

	Change column width and row height 

	Insert and modify pictures 

	Add and manipulate drawn objects 

	Spreadsheet Functions

	Insert and modify data in cells 

	Insert and delete cells, rows, columns and worksheets 

	Adjust column width and row height 

	Hide/unhide rows and columns 

	Sort worksheet data 

	Insert and modify formulas in worksheet cells 

	Use AutoSum 

	Identify common sources of errors in formulas and functions 

	Be able to use absolute vs. relative cell addresses 

	Change formats 

	Specify borders, shading and cell alignment 

	Apply styles and AutoFormats 

	Create headers and footers 

	Set print area and gridlines to print 

	Insert page break 

	Specify repeating rows and columns 

	Insert, modify and manipulate pictures and drawn objects 

	Create, change and modify a chart 

	Identify if a graph represents the worksheet data

	Presentation Software

	Be able to create and format simple presentations


Living Online
	Networks and the Internet

	Identify terminology relating to networks and the Internet 

	Identify how a network works and the benefits and risk of networking 

	Identify role of servers and clients in a network and how clients can connect to a network 

	Identify various ways information is transmitted through telephone systems 

	Identify the Internet and how computers connect to it 

	Identify Intranets, Extranets and their relation to the Internet 

	Electronic Mail

	Identify attachments 

	Create and fill out an e-mail message 

	Attach and delete a file to an e-mail 

	Identify how electronic mail works on a network or Intranet 

	Identify components of an e-mail message, e-mail addresses and when to use different e-mail options 

	Send, view, search and sort mail 

	Move, copy, select, save and delete mail 

	Reply and forward mail 

	Use address book 

	Select mail options 

	Identify elements of a professional, unsolicited and informal e-mail message 

	Identify common problems associated with the widespread use of e-mail 

	Using the Internet

	Identify mailing lists, bulletin boards, elements of a Web site and online data bases 

	Identify the make-up for a Web address/URL 

	Go to a Web page or home page 

	Find, save and copy information on a Web site 

	Add and manage list of Web site favorites 

	Print a Web page 

	Search using effective key words in a search 

	Search and identify effective Boolean search strategies 

	Identify how to evaluate the quality of information found on the Web 

	Identify differences between moderated and unmoderated mailing lists and bulletin boards/newsgroups 

	Identify how online search engines work and the differences between search engines 

	Impact of Computing on Society

	Identify how computers and the Internet have changed the workplace, home and education 

	Identify roles of computers operating in everyday activities 

	Describe processes for protecting hardware, maintaining a safe working environment and proper ergonomics 

	Securing data, saving work, data backup procedure and strategies 

	Identify personal information and proper use of passwords 

	Protecting against viruses, WORMS, software threats, hacking and unauthorized computer and network use 

	Restricting Internet access 

	Careful use of passwords and credit card information 

	Copyright rules and protecting your privacy 

	Plagiarism, libel and other legal and ethical issues of creating and using online information 
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