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3.7.4 D 
 
 
 
 
 
 
 
 
1.8.3 B 
3.7.7 D 
3.7.4 E 
 
 
 
 
 
 
 
 
 
 
 
 
3.7.4 D 

 
Operating System commands – open, 
close, minimize, maximize, title bar, 
menu bar, icons, desktop 
 
Identify and introduce the functions of 
keys (i.e. symbol, special purpose) 
 
Proper finger to key usage 
 
Participates in discussion of multimedia 
resources 
 
Refine and extend skills for use of 
electronic resources 
 
Refine and extend information problem 
solving skills 
 
Laws and ethics related to electronic 
resources (copyright, privacy, plagiarism, 
etc.) 
 
 
Word Processing – creating a document, 
saving and retrieving documents, 
deleting and inserting text, automatic 
word-wrap, enter and tab key usage, 
formatting text, using a spell check, 
printing a document, inserting drawings 
or clipart 
 

 
Word Processing programs and 
keyboarding software programs 
 
 
 
 
 
 
 
Various electronic resources 
 
Power Library 
 
 
 
 
 
 
 
 
 
 
 
Keyboarding software program 
Microsoft Word 

 
Create a document that uses applied skills 
 
Periodic review of functions of keys 
presented 
 
Teacher Observation 
 
Evaluation of group and individual activities 
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3.7.4 D 
 
 
 
 
 
 
 
 
 
 
3.7.4 E 
 
 
3.7.4 D E 

 
Desktop Publishing – entering and 
editing text, selecting fonts and pictures, 
combining text and graphics, include a 
heading 
 
Introduce Boolean Search skills 
 
Apply Word Processing skills 
 
Introduce charting/graphs 
 
Access Electronic Information 
 
Database introduction – designing forms, 
entering and editing fields, searching a 
database, generating a report 
 
Integrate technology into classroom 
activities 
 

 
Microsoft Word Software 
 
 
 
 
 
 
 
 
Content area activities 
Microsoft Excel, Inspiration software 
 
Microsoft Access software 
 
 
 
 
Software programs – Microsoft Word, 
Excel, PowerPoint 
Graphs, charts and internet documents, 
video presentations 
 

 
Create a document that uses applied 
skills 
 
 
 
 
 
 
 
Create a  spreadsheet that uses 
applied skills 
Teacher Observation 
Create a database that uses applied 
skills 
 
Evaluation of group and individual 
activities 
 
Create documents, graphs, charts and 
video presentations 
 
 
 

 


