TCHS20 Applied Computer Applications

This integrated, collaboratively taught Applied Computer Applicationsclass will provideall students an
oppotunity to study This course provides the student with an overview of information processing and
computer knowledgeand conacepts. The student will explore some of the ways in which the computer is
being used in the world of work. Applicationssoftware will be explored, induding telecommunication,
database, spreadsheet, word processing, graphic design, web authoring, and desktop publishing software
applications This course is vital to al students interested in information processing. By satisfying
requirements of this study, all students will become more informed, skilled, produdive, employable, and

Elective Course

COURSE DESCRIPTION

sodally responsble citizens

SRS OUTCOMES

Outcome 1: Students demonstrate many forms of communication.
Outcome 6: Students exhibit a positive attitude and self-initiative.
Outcome 7:  Students use a variety of ways to think and to reason when solving

problems and making thoughtful decisions.

Outcome 6: Students use technology for adapting to and initiating productive change.
Outcome 6: Students demonstrate leisure, vocational and life skills.

CONTENT

COURSE OUTLINE

Major Units of Study

A. Understand Basic Computer Operations

Alaska Content Standad(s): Technology Standards - Standard A: A student will be able to
operate technology-based tools.

Alaska Content Standad(s): Employability Standards - Standard C: A student will be able to

develop skills that promote personal knowledge, growth, and responsibility.

Key Elements: Student will understand, and demonstrate the ability to

1.
2.
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define basic computer terminology.

list and describe the differences between working in a network environment and a
stand-alonecomputer environment.

demondrate prope file and disk management.

be able to use a checklist to determinewhy a computer is notfundioning propely.

use technological tools for learning, communications, and produdivity.

manage and maintain technology tods

diagnos and solve common technology problems.



B. Be A Responsible Computer User

Alaska Content Standad(s): Technology Standards - Standard E: A student will be able to use
technology to responsibly and understand its impact on individuals and society.

Alaska Content Standad(s): Employability Standards - Standard C: A student will be able to
develop skills that promote personal knowledge, growth, and responsibility.

Key Elements:  Student will understand, and demonstrate the ability to

beable to handle adisk propely.

be able to bootthe system and log out

describeethical and unehica behavior asit relatesto computer usage

list the varioustypes of licenser and regulationsthat apply to computer usage, such
as copyright, site licenses, and confidentiality.

be able to show respect for other computer users.

evaluae thepotentials and limitationsof existing technologies.

respect othersQrights of privacy in electronic environments.

discriminate between responsble and irresponsble uses of technology.

demongrate ethical and legd behavior regarding intellectud propety, which isthe

manifestation of an origind idea, such as computer software, graphic art, musc or

literature.
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C. Demonstrate a Basic Understanding of Word Processing.

Alaska Content Standad(s): Technology Standards - Standard D: A student will be able to use
technology to express ideas and exchange information.

Alaska Content Standad(s): Employability Standards - Standard A: A student will be able to
apply critical and creative thinking skills to make decisions and solve problems.

Key Elements:  Student will understand, and demonstrate the ability to

1. undestand computer terminology relating to word processing.

2. correctly use theingert and type over modes to edit busness doauments.

3. correctly ddete characters, words lines, and pages of aword processing doaument.

4. edit roughdraft copy by selecting items and usng move and copy commands

5. format variousdoauments usng such features a hyphenaion, judification, margins&

tabs

6. apply page nunbers, headers and footers to busness doauments.

7. print doauments from screen and from disk, usng variousoutput devices.

8. managefilesonahard disk or anegwork drive, induding renaming, deeting, moving,

and
copying.

9. access hdp screenson the computer.

10. work with multiple doauments at the same time.

11. create graphics, horizontal and vertical lines, and tables.

12.convey ideas to avariety of audiences usng publishing, multimedia and communication
tools.

D. Demonstrate a Basic Understanding of Database Applications.

Alaska Content Standad(s): Technology Standards - Standard B: A student will be able to use
technology to locate, select, and manage information.
Alaska Content Standad(s): Employability Standards - Standard A: A student will be able to
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apply critical and creative thinking skills to make decisions and solve problems.

Key Elements: Students will understand, and demonstrate the ability to
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defineterminology related to database applications
apply basic features of database software.

create a daabasefile.

add recordsto adaabasefile.

correct errors in adatabase file.

create and print a database report.

modify the structure of a daabasefile.

ddete recordsfrom a daabase file.

sort the daabase alphabetically and/or numericaly.

10 extract information from adatabase file.
11.identify and locate information sources usng technology.

E. Demonstrate a Basic Understanding of Spreadsheet Applications.

Alaska Content Standad(s): Technology Standards - Standard B: A student will be able to use
technology to locate, select, and manage information.

Alaska Content Standad(s): Employability Standards - Standard A: A student will be able to
apply critical and creative thinking skills to make decisions and solve problems.

Key Elements: Students will understand, and demonstrate the ability to
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defineterminology related to spreadsheet applications
apply basic features of spreadsheet software.

enter labds, numbers, and formulas into a spreadshest.
ingert columnsand rows.

ddete columnsand rows.

create a graph usng spreadsheet data.

move and copy portionsof a spreadsheet.

print a spreadshest.

identify and locate information sources usng technology.

F. Demonstrate a Basic Understanding of Web Page Design.

Alaska Content Standad(s): Technology Standards - Standard D: A student will be able to use
technology to express ideas and exchange information.

Alaska Content Standad(s): Employability Standards - Standard A: A student will be able to
apply critical and creative thinking skills to make decisions and solve problems.

Key Elements: Students will understand, and demonstrate the ability to

1. defineterminology related to web pagedesign HTML editing applications
2.
3. demongrate ability to work with reference materia's, doaumentation, and other

apply basic features of web page design software.

resources related to web pagedesign.

4. design attractive world wideweb doauments.
5.
6. import text and graphics from other software programs.

produe attractive world wideweb doauments.
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7. pog finished web pagesto aweb site and create linksto new materials.
8. usetechnology to explore new and innovdive methodsfor interaction with others.

G. Demonstrate a Basic Understanding of Desktop Publishing Applications.

Alaska Content Standad(s): Technology Standards - Standard D: A student will be able to use
technology to express ideas and exchange information.

Alaska Content Standad(s): Employability Standards - Standard A: A student will be able to
apply critical and creative thinking skills to make decisions and solve problems.

Key Elements: Students will understand, and demonstrate the ability to
defineterminology related to desktop publishing applications

apply basic features of desktop publshing software.

demondrate ability to work with reference materid's, doaumentation, and other
resources related to desktop publishing.

design attractive desktop publishing doauments.

produe attractive desktop publishing doauments.

import text and graphics from other software programs.

convey ideas to avariety of audiences usng publishing and communicationtools.
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H. Demonstrate a Basic Understanding of Telecommunications.

Alaska Content Standad(s): Technology Standards - Standard D: A student will be able to use
technology to express ideas and exchange information.

Alaska Content Standad(s): Employability Standards - Standard B: A student will be able to
apply principles of effective oral, written, and listening communications skills to make
decisions and solve problems.

Key Elements: Students will understand, and demonstrate the ability to
1. defineterminology related to telecommunications
2. identify popukr uses of communication hardware and software.
3. describetheimportance of usang prope etiquete and ethics related to
telecommunications
4. demondrate ability to communicate while ortline
5. convey ideasto avariety of audiences ugng communication tools.
6. usetechnology to explore new and innovdive methodsfor interaction with others.

I. Be able to use current and additional technologies

Alaska Content Standad(s): Technology Standards - Standard D: A student will be able to use
technology to express ideas and exchange information.

Alaska Content Standard(s): Employability Standards - Standard A: A student will be able to
apply critical and creative thinking skills to make decisions and solve problems.

Key Elements:  Student will know about, understand, and demonstrate the ability to
1. usetechnology to explore new and innovdive methodsfor interaction with others.
2. opgate ascanng.
3. usmodan/fax machine
4. uxCD-ROMs



5. usevideo capture equipment
6. useadigital camera

INSTRUCTIONAL RESOURCES AND MATERIALS

A. Community Resources Related to Course

Each individud and/or team of indructors, with the hdp of long time staff, students, parents and
other conaerned community members should cooperatively compile and periodicaly updae alist of
village elde's, paents, local govenment leaders, busness pesons, and othe concerned, active
members of thecommunity willing to share their wealth of experiences, knowledgeand skills.

B. Major Internet Web Site Addresses Related to Course
¥ see bookmerks file avaiable at http://szmanokotk.manokotk.swrsd.schookzonenet - look
in Staff Resources area onwebgte - list is hugeand congantly changing...

C. Itinerant Travel Kits and/or Permanent Core SKkills Instructors’ Materials

* Videos Related to Course
Cyberpunk - a look at a new generation...- interesting view of technology and users
The Mind’s Eye - excellent computer animationsand graphics set to goodmusc
Beyond the Mind’s Eye - the secondin the series and even better than thefirst...

* CD ROMs/Software Related to Course
ClarisWorks 4.0 or Appleworks 5.0
Claris Home Page
Adobe PageMill
Netscape Messenger, Navigator and Composer
Adobe PageMaker
SimpleText (for html editing)
Adobe Photoshop (for graphics editing)

* Text and/or Supplemental Books Related to Course

CyberPunk: Outlaws and Hackers on the Computer Frontier, Katie Hafner & John
Markoff - excellent look at ethics and crime on thetechnological fringes of soaety (may
require some editing for younge students).

ClarisWorkshop for Teachers Jane Caughlin - for word processing, drawing, panting,
database, and spreadsheet basics.

Teach Yourself'to Create a Home Page in 24 Hours, Rodge's Cadenhead - goodtutorial

HTML In Plain English, Sandra Eddy - good,complete reference

Every Writer’s Guide to Copyright and Publishing Law, Ellen M. Kozak - excellent source

Creating Cool HTML 4 Web Pages, Dave Taylor - goodfor adv. students

HTM]I 4 for Dummies, Deborah S. Ray & Eric J. Ray - goodquick reference

Setting Up An Internet Site for Dummies, Jason Coombs €t. al. - goodresource for teachers
and web site builders starting out

HTML Publishing for Netscape, Gayle Kidda & Stuart Harris - authorized by Netscape






