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I. Keyboarding
3  2 1 0	1. Can type with speed and accuracy; 20 WPM with no more than 3 errors

II.         System and File Management                      
3 2 1 0  1. Perform proper power-up and power-down procedures
3 2 1 0  2. Demonstrate knowledge of various input and output hardware devices
3 2 1 0   3. Handle, access, and save using various storage devices
3 2 1 0   4.  Properly connect and disconnect peripheral devices
3 2 1 0   5. Define hardware vs. software
3 2 1 0   6. Create a directory file
3 2 1 0   7. Save files to a directory
3 2 1 0   8. Describe the function of internal and external computer       
components

III.        Windows XP          
3 2 1 0	1. Understand keyboard function keys 
3 2 1 0	2. Understand right and left mouse buttons
3 2 1 0	3. Start program without assistance
3 2 1 0	4. Demonstrate resizing of windows

3 2 1 0	5. Use menus and toolbars
3 2 1 0	6. Use scroll bars
3 2 1 0     7. Use help and find features

IV.         World Wide Web and Internet
3 2 1 0     1. Access and connect to the Internet

3 2 1 0      2. Explain the purpose of an Internet browser

3 2 1 0      3.Identify the basic buttons and menu options in a browser
3 2 1 0      4. Identify and access a variety of search engines
3 2 1 0      5. Search the web using a directory
3 2 1 0      6. Search the web using key words
3 2 1 0      7. Refine a web search
3 2 1 0      8. Create and use bookmarks
3 2 1 0      9. Create and use .pdf files
V.         Society, Responsibility, & Technology
3 2 1 0	1.	 Understand software copyright, privacy rights, and virus transmission
3 2 1 0	2.   Understand importance of consideration and mutual respect in the use of computing resources
3 2 1 0	3.   Understand the importance of current safety and ethical issues in technology 
VI.         Word Processing
3 2 1 0     1.  Format a document according to certain specifications
3 2 1 0     2. Open and save documents from various locations (CD drive, hard drive, and network drive)
3 2 1 0     3. Use spell and grammar check features
3 2 1 0		4. Edit documents by changing line spacing, margins, font size, and font style
3 2 1 0		5. Use printing and page formatting features
3 2 1 0		6. Create tables and columns
3 2 1 0		7. Create and use templates and wizards
3 2 1 0		8. Create and use mail merge
VII.      Spreadsheet Program
3 2 1 0	1.Understand common spreadsheet terminology
3 2 1 0	2.   Create a spreadsheet
3 2 1 0      3.   Open, save, and print a spreadsheet
3 2 1 0	4.   Utilize formulas in a spreadsheet including absolute and mixed cell references
3 2 1 0     5.  Format cell attributes using the formatting toolbar
3 2 1 0	6.    Insert/delete row and columns into/from a spreadsheet
3 2 1 0      7. Change height and width of rows and columns
3 2 1 0		8.  Create a chart from a spreadsheet and customize the chart.
3 2 1 0	9.    Apply the AVERAGE, MIN, MAX, COUNT, COUNTA, INT, and ROUND functions
3 2 1 0	10.   Edit documents
VIII.      Presentation Program
3 2 1 0      1.   Understand common presentation graphics terminology
3 2 1 0      2.   Create a presentation
3 2 1 0	3.  Open, save, print and deliver a presentation 
3 2 1 0	4.  Customize a presentation using graphics, WordArt, drawing tools, auto shapes, animation, effects, and supporting hardware
3 2 1 0	5.Import and manipulate graphics
IX.       Desktop Publishing
3 2 1 0      1.   Understand common desktop publishing terminology
3 2 1 0      2.   Compare functions and features of software used for desktop publishing
3 2 1 0	3.  Identify and apply tools in toolbars and palettes 
3 2 1 0	4.  Determine appropriate publication based on purpose and intended audience
3 2 1 0     5. Edit publication (color, layout, text block, objects)
3 2 1 0      6.  Import text files and word processing documents
3 2 1 0      7.  Used text objects and associate features
3 2 1 0	8. Determine and adjust type attributes
3 2 1 0	9. Import graphics from various sources
3 2 1 0     10.Create a flyer, business card, newsletter, and resume
X.       E Mail
3 2 1 0      1.   Operate and understand basic functions of email
XI.       Research Tools
3 2 1 0      1.   Properly cite online resources
XII.       Problem-Solving and Decision-Making Tools
3 2 1 0      1.   Properly select and apply technology resources to real world situations
3 2 1 0      2.  Design a multiple application project
