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Smith 2014 

 

1 day Standard 2: Students 

will access, generate, 

process, and transfer 

information using 

appropriate technol-

ogies 

1. Demonstrate  

proficiency in the  

use of computers  

& applications, as well 

as an understanding of t

he concepts underlying 

hard-

ware, software, and con

nectivity.  

 What is this 

course all 

about? 

Setting up folder 

system; familiariz-

ing yourself with 

computer classroom 

procedures 

District acceptable 

Use Policy 

Teacher 

observa-

tion 

 

1 week Standard 5: Students 

will apply technolog-

ical knowledge and 

skills to design, con-

struct, use, and eval-

uate products and 

systems to satisfy 

human and environ-

mental needs. 

Standard 6: Students 

will understand the 

relationships and 

common themes that 

connect mathemat-

ics, science, and 

technology and ap-

ply the themes to 

these and other areas 

of learning. 

Standard 7: Students 

will apply the 

knowledge and 

 Emerging tech-

nologies 

History of Com-

puter Develop-

ment 

How are com-

puters affecting 

society? 

 Research 

and Pow-

erPoint 

Presenta-

tion 

Internet, 

Computers 

Infocus 
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thinking skills of 

mathematics, sci-

ence, and technology 

to 

address real-life 

problems and make 

informed decisions. 

   Cyber safety 

cyber bullying 

social media 

viruses 

Spam 

 

What are your 

responsibilities 

as a Digital 

Citizen 

Responsible user   

1 week  Students will be knowl-

edgeable about the 

world of work, explore 

career options, and re-

late personal skills, apti-

tudes, and abilities to 

future career decisions. 

 In your future 

career how will 

you be using 

computers? 

 Research 

and Pow-

erPoint  

Presenta-

tion 

Internet, 

Computers 

Infocus 

2 days Standard 7: Students 

will apply the 

knowledge and 

thinking skills of 

mathematics, sci-

ence, and technology 

to address real-life 

problems and make 

informed decisions. 

Commencement Stand-

ard 3a: Universal Foun-

dation Skills 

Students will demon-

strate mastery of the 

foundation skills and 

competencies essential 

for success in the work-

place.  

 Is your Power-

Point too wordy 

and ineffective? 

What else can I 

do in Power-

Point 

Create an effective 

PowerPoint Presen-

tation 

Teacher 

Observa-

tion  

Complet-

ed Pro-

jects  

Rubrics 

Internet, 

Computers 

Infocus 

2-5 weeks Standard 2: Students CC.6-8.R.ST.3 Key Internet skills  Are you using Identify and use Teacher Internet, 
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will access, generate, 

process, and transfer 

information using 

appropriate technol-

ogies 

Ideas and Details: Fol-

low precisely a multi-

step procedure when 

carrying out experi-

ments, taking measure-

ments, or performing 

technical tasks. 

What are some 

ways to effective-

ly  

use the Internet to 

research a topic  

Can you properly 

cite resources 

from reliable 

sources?  

How can you 

quickly identify if 

a source is credi-

ble? 

the Internet 

effectively 

browser features  

and toolbars  

Navigate from one 

website to  

another -Use search 

box and key words 

to locate topics and 

information  

Copy and paste 

URLs, images, text  

Locate royalty-free, 

Creative Commons 

licensed content 

(free use media)  

Appropriately cite 

sources  

Observa-

tion  

Complet-

ed Pro-

jects  

Rubrics 

Computers 

Infocus 

Standard 5: Students 

will apply technolog-

ical knowledge and 

skills to design, con-

struct, use, and eval-

uate products 

and systems to satis-

fy human and envi-

ronmental needs. 

Standard 6: Students 

will understand the 

relationships and 

common themes that 

connect mathemat-

ics, science, and 

technology and ap-

ply the themes to 

Commencement Stand-

ard 3a: Universal Foun-

dation Skills 

Students will demon-

strate mastery of the 

foundation skills and 

competencies essential 

for success in the work-

place.  

Keyboarding 

skills 

 

How will prop-

er keyboarding 

techniques im-

prove your 

work productiv-

ity? 

Demonstrate proper 

keyboarding tech-

niques.  

Keyboard efficiently 

and effectively 

Teacher 

Observa-

tion  

Complet-

ed Pro-

jects  

Rubrics 

Internet, 

Computers 

Infocus 
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these and other areas 

of learning. 

Standard 2: Students 

will access, generate, 

process, and transfer 

information using 

appropriate technol-

ogies 

Commencement Stand-

ard 3a: Universal Foun-

dation Skills 

Students will demon-

strate mastery of the 

foundation skills and 

competencies essential 

for success in the work-

place.  

WORD How will for-

matting docu-

ments in an 

attractive way 

enhance the 

communication 

of information? 

-Insert images  

-Text, paragraph and 

page formatting  

Save files Up-

load/download doc-

uments  

Use toolbar features  

Use editing and re-

viewing features 

proofreading, spell-

checking; thesaurus 

use templates; use 

mail merge features 

use spreadsheet fea-

tures 

Teacher 

Observa-

tion  

Complet-

ed Pro-

jects  

Rubrics 

Internet, 

Computers 

Infocus 

Standard 2: Students 

will access, generate, 

process, and transfer 

information using 

appropriate technol-

ogies 

CC.6-8.R.ST.3 Key 

Ideas and Details: Fol-

low precisely a multi-

step procedure when 

carrying out experi-

ments, taking measure-

ments, or performing 

technical tasks. 

CC.6-8.R.ST.7 Integra-

tion of Knowledge and 

Ideas: Integrate quanti-

tative or technical in-

formation expressed in 

words in a text with a 

version of that infor-

Spreadsheets What is a 

spreadsheet and 

what is its pur-

pose?  

How will the 

construction of 

spreadsheets 

and charts 

communicate 

data effective-

ly?  

Create spreadsheets; 

enter data; save  

files  

Format and edit data  

Construct simple 

formulas  

Sort and filter data  

Create charts; label 

and analyze data  

 

 

Teacher 

Observa-

tion  

Complet-

ed Pro-

jects  

Rubrics 

Internet, 

Computers 

Infocus 
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mation expressed visu-

ally (e.g., in a 

flowchart, diagram, 

model, graph, or table). 

2 weeks Standard 2: Students 

will access, generate, 

process, and transfer 

information using 

appropriate technol-

ogies 

CC.6-8.R.ST.3 Key 

Ideas and Details: Fol-

low precisely a multi-

step procedure when 

carrying out experi-

ments, taking measure-

ments, or performing 

technical tasks. 

Databases What is a data-

base and what 

is its purpose?  

How will the 

construction of 

databases and 

reports to 

communicate 

data effective-

ly?  

Create database; 

enter data; save  

files  

Format and edit data  

Construct simple 

formulas  

Sort and filter data  

Create reports; label 

and analyze data  

 

Teacher 

Observa-

tion  

Complet-

ed Pro-

jects  

Rubrics 

Internet, 

Computers 

Infocus 

2-3 weeks Standard 2: Students 

will access, generate, 

process, and transfer 

information using 

appropriate technol-

ogies 

CC.6-8.R.ST.3 Key 

Ideas and Details: Fol-

low precisely a multi-

step procedure when 

carrying out experi-

ments, taking measure-

ments, or performing 

technical tasks. 

Webpages 

WORD 

HTML 

Dreamweaver 

How will creat-

ing webpages 

communicate 

information 

effectively? 

Create webpages 

using different ap-

plications. Under-

stand design and 

flow and its im-

portance to website 

enhancement 

Teacher 

Observa-

tion  

Complet-

ed Pro-

jects  

Rubrics 

Internet, 

Computers 

Infocus 

2 weeks  Commencement Stand-

ard 3a: Universal Foun-

dation Skills 

Students will demon-

strate mastery of the 

foundation skills and 

competencies essential 

for success in the work-

place.  

Alternate ways to 

present infor-

mation: 

MovieMaker, 

Photo Story and 

Kizoa; editing 

sound: Audacity 

What is the best 

way to medium 

to present a 

multimedia 

topical presen-

tation? 

Know what works 

best for the Presen-

tation based on 

needs of the user; 

staying within copy-

right laws for use of 

music in presenta-

tions 

Teacher 

Observa-

tion  

Complet-

ed Pro-

jects  

Rubrics 

Internet, 

Computers 

Infocus 
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2-4 weeks Standard 2: Students 

will access, generate, 

process, and transfer 

information using 

appropriate technol-

ogies 

CC.6-8.R.ST.3 Key 

Ideas and Details: Fol-

low precisely a multi-

step procedure when 

carrying out experi-

ments, taking measure-

ments, or performing 

technical tasks. 

Modifying images 

and creating im-

ages: 

Photoshop and 

Illustrator 

How can 

changing the 

appearance of 

an image make 

it more effec-

tive in your 

communication 

of ideas 

Creating web ready 

and print ready  im-

ages 

Teacher 

Observa-

tion  

Complet-

ed Pro-

jects  

Rubrics 

Internet, 

Computers 

Infocus 

2 weeks Standard 2: Students 

will access, generate, 

process, and transfer 

information using 

appropriate technol-

ogies 

1. A.5a Identify and 

analyze new terminolo-

gy applying knowledge 

of work origins and 

derivations in a  

variety of practical set-

tings  

3. A.5 Produce gram-

matically correct docu-

ments using standard 

manuscript specifica-

tions for a variety of  

purposes and audiences.  

3. B.5 Using contempo-

rary technology produce 

documents of publica-

tion quality for specific 

purposes and  

audiences; exhibit clari-

ty of focus, logic of 

organization, appropri-

ate elaboration and sup-

port and overall coher-

ence. 

Auto Shapes  

Grouping  

Layouts  

Customized Bul-

lets  

Horizontal Lines  

Indents: Left, First 

Line, Hanging  

Text Boxes: 

Lines, Fills, Col-

ors, Shading, 

Fonts, Placements  

Tables: Shading, 

Alignments, Bor-

ders, Text Rota-

tion  

Border Art  

Clip Art  

Cropping Pictures  

Desktop Publish-

ing vocabulary 

terms 

What is Desk-

top Publishing? 

Creating  effective 

brochures and other 

documents with 

Publisher and 

WORD 
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2 weeks  CC.6-8.R.ST.3 Key 

Ideas and Details: Fol-

low precisely a multi-

step procedure when 

carrying out experi-

ments, taking measure-

ments, or performing 

technical tasks. 

Design and De-

velopment: 

Introduction to 

problem solving 

using computer 

programming 

Can you write 

the steps to 

solving a prob-

lem then create 

the code so the 

computer can 

do it? 

Create computer 

programs to solve 

simple problems and 

create simple games 

Teacher 

Observa-

tion  

Complet-

ed Pro-

jects  

Rubrics 

Internet, 

Computers 

Infocus 

 


