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Instructional Materials:

Microsoft Office software with on-line Help function, Internet access for research.

Prerequisite: 
Students come to Boston Public High Schools with a wide range of technology skills. Some come with the background of a strong middle school technology program; while other students may have never had access to a computer.  The Technology Literacy I course has been designed to give all students basic technology skills, and to differentiate instruction so more advanced students can deepen and expand their technology understanding.

Course Description: Technology Literacy I is the only technology course required of all BPS students for high school graduation. As such, it must give all students the skills they need to support their learning of core curriculum areas, especially in math and literacy, as well as function effectively in their adult lives. This project-based course provides an overview of basic technology skills (Windows or Mac environment, Microsoft Office including Word, Excel, and Power Point, Inspiration, Internet research) and gives students the opportunity to apply these skills to their own academic and personal research, problem solving, and communication. Students will also develop an understanding of the responsible use of technology and an understanding of ethics and safety issues in the use of electronic media. Students will use these skills to develop several unit-based mini-projects as well as one major final project to demonstrate their understanding of the use of technology to support their curriculum work.
Key Questions: The following are samples of the type of thought provoking, “key” questions students will be able to answer by the close of this year.

· How can technology be used appropriately to support learning? 

· How does one determine the value of a web-site?

· How does one navigate the Internet to find appropriate information for a research topic?

· How does one use technology to create a research paper?

· How can a spreadsheet help in one’s personal and academic life?

· How do we properly create and design a spreadsheet?

· What are the advantages of using a spreadsheet to enter, edit, graph, and analyze information?

· What are the key elements of an effective electronic presentation and why is it important to incorporate them?

· How can PowerPoint help enhance an oral presentation?

· How has technology influenced the way you approach your course assignments?  Do you consider this influence to be positive or negative?  Why?

· What are the advantages of using a word processing application rather than writing in longhand using a pen and paper?  Which is your preference?  Why?

Instructional Objectives:

Content: Be explicit.  Identify the major topics, important concepts, and instructional objectives, in detail, for the entire school year.

.

· Learn how to navigate the computer desktop, using the MAC or Windows platform, as well as to use appropriate technology

· Learn how to create word-processing documents that includes graphics.

· Learn how to use the advanced features of Microsoft Word in developing documents.

· Learn how to write a resume using Microsoft Word

· Navigate the Internet using an Internet browser.

· Evaluate the validity and appropriateness of a given web-site.

· Correctly cite electronic references.

· Use multiple applications simultaneously.

· Understand the concept and basic terminology of a spreadsheet.

· Apply basic and advanced spreadsheet functions in collecting, calculating, and organizing data.

· Use a spreadsheet to test “What If” statements.

· Produce a completed spreadsheet accompanied by a chart or graph.
· Use PowerPoint to design and create electronic presentations. 

· Learn and apply the key elements of an effective electronic presentation.

· Learn how to use PowerPoint to deliver an oral presentation to a group.

Skills/Competencies: 

By the end of the course, students will be able to…

In Operating systems and networks:

· Identify the functions and purposes of a computer operating system.

· Differentiate the use of mouse buttons for Mac or Windows platform.

· Use appropriate terminology (Ram, programming, modem, and download).

· Use all the features of the desktop menu 

· Create and navigate directories/folders and subdirectories on local hard drive.

· Recognize file size and formats and understand storage disk capacity.

· Log on to and navigate a network, save, retrieve, locate, and move files.

· Troubleshoot minor problems using the control panel.

In Word Processing:

· Format text with respect to size, style, and justification

· Cut, copy, and paste between multiple documents and the desktop.

· Identify key commands/shortcuts.

· Add and resize a graphic to a word processing file.

· Use spell check, thesaurus, and help functions.

· Insert text boxes

· Adjust margins and tabs

· Use and create templates

· Work with tables and columns

· Insert page breaks and column breaks

· Use Page setup feature

· Work with the Drawing toolbar

· Work with the different page view options

· Create and use watermarks

· Add headers and footers to a document

· Use print preview and different print commands

In Electronic Research:

· Understand electronic research terminology.

· Navigate using an Internet Browser.

· Understand the use of multiple applications.

· Retrieve information on a subject area topic via the Internet.

· Learn to write an electronic citation.

· Understand the appropriateness of citations in reference to plagiarism.

Evaluate the appropriateness of a web-site.

In Spreadsheets:
· Design spreadsheets: enter text, numeric data, and formulas, save and close.

· Create charts: line, bar, pie, column 

· Use functions: AutoFill, AutoSum, AutoFit, Average, Min. and Max. 

· Format and enhance worksheets: modify cell size, align, move, copy, paste, and define ranges; and apply shading. 

· Apply general number formats and revise text data.

· Print workbooks, worksheets, and selected ranges.

· Format cells appropriately

· Increase the width of column/row.

· Use Sorting and Filtering features.

· Use multiple sheets within a workbook.

· Import/export data with other applications such as Word or PowerPoint.

In PowerPoint:

· Identify the components of a multimedia presentation.

· Follow the basic rules of a PowerPoint presentation

· Use the wizard and various layouts

· Create graphs in PowerPoint or import graphs from other programs

· Develop an organizational plan and produce a slide show presentation.

· Insert and edit into presentation: video, sound, clip art, photo, text, and animation.

· Import graphics/files/text into a presentation.

· Apply a design template background or create a color background for slide presentation.

· Organize and rearrange slides.

· Create slide transitions, set timing and looping

· Use bullets, fonts, and colors

· Use text transition and enhancement effects.

· Use different views, such as speaker note, number of slides per page, etc.

· Use spell check

· Create headers and footers

· Print the slide show in a variety of modes, i.e., one slide per page, three slides per page, presenter notes, etc.

Assessment:
How will students’ growth and performance be assessed?

Recommended Student Products:
· Resume

· Two- to three-page Mini Research Project demonstrating word processing and electronic research competencies

· Two spreadsheets documenting increasing proficiency with all of the spreadsheet competencies (payroll register, personal budget or personal grade book) with accompanying graph

· Two classroom assignments documenting increasing proficiency with Power Point.

· Culminating project documenting all skills learned in the course (travel brochure, science fair project, etc.)

Other Methods of Assessment:

· Weekly Electronic Quizzes 

· Oral quizzes

· Documentation of participation in classroom and group discussions

· Regular review of student work

· Students’ hands-on demonstration of mastered competencies

· Individual checklist of competencies

· Electronic portfolios displaying students’ completed work

Instructional Activities:

What instructional activities will be used on a regular basis during the school year? (e.g., lecture, small group work, discussions, labs, collaborative projects, and independent projects)

Demonstration of new competencies to entire class

Individual and small-group work at computers

Independent and collaborative work on projects.
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