Competencies�
Indicators�
�
The educator will:�
�
�
1)	Understand basic computer operations �
Turn on, log into and properly shut down computer


Use the mouse and keyboard�
�
2)	Use terminology related to computers and technology appropriately in written and oral communications.�
Printer


Monitor


CPU


Floppy drive


CD-ROM


Keyboard 


Mouse 


Drive names (A, C, H, W) 


Network Cable 


AUP 


Domain 


Hardware 


Operating system 


Software 


Hard drive 


Server 


WebSense 


Word processing 


Internet browser 


Internet address (URL)


Favorites �
�
2)	Demonstrate basic skills in:�
�
�
a)	Word processing �
Open a document from various drives


Create a new document


Copy/Move/Paste text


Change text font and size


Use text font styles where appropriate (bold, italic, underline)


Align text


Save a document to various drives


Print documents �
�
b)	E-mail�
Open e-mail program 


Send mail message within or outside of the county system 


Reply to a message 


Print messages


Attach files 


Open attached files 


Use Address books 


Navigate through e-mail program 


Manage sent and deleted items 


Save attached files �
�
c)	Internet�
Understand acceptable use 


Understands browser functions (back, forward, stop, refresh, home)


Open Internet Explorer 


Use Favorites folder 


Enter specific address (URL)�
�
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