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Introduction

The Associated Talmud Torahs is proud to present your school with this scope and sequence chart to help you with your technology curriculum. This document is a product of the Goldman Computer Department’s “Computer Coordinator’s Networking Group” which was formed two years ago. We hope that principals use this as a basic overview of student skills mastery in technology.  Grade levels have been divided into K-4 and 5-8 with the understanding that a check in the K-4 column means the skill should be mastered by Grade 4 and similarly, a check in the 5-8 column means the skill should be mastered by Grade 8. This information thus becomes helpful to high schools because it suggests what students should know by the time they enter high school. It is understood that many of the skills will need to be reinforced in the years after initial mastery.
Technology Ethics
	Student will learn, understand and be able to:
	Grades

K - 4
	Grades

5 - 8

	Recognize ownership of own work and respect the work of others
	
	

	Demonstrate proper care and use of technological equipment
	
	

	Participate in an acceptable use policy
	
	

	Recognize and respect copyright laws
	
	

	Respect the following laws regarding software use in the following areas:
	
	

	PUBLIC DOMAIN: software that can be freely copied and distributed
	
	

	SHARE WARE: software that can be copied and shared – but any user of the software may be obligated to pay fee to the author
	
	

	COMMERCIAL: software that is produced and sold by a company for profit with one backup copy allowed by publisher as described in software documentation
	
	

	Understand the terms hacking and piracy and why they are wrong
	
	


Computer Basics
	Student will learn, understand and be able to:
	Grades

K - 4
	Grades

5 - 8

	Identify basic computer components including monitor, CPU, keyboard, mouse/trackball/touchpad, CD-ROM, DVD, external hard drive
	
	

	Understand the function of a hard drive
	
	

	Understand the need for backups
	
	

	Understand the need for anti-virus/anti-spyware software
	
	

	Use portable media properly
	
	

	Distinguish between hardware and software
	
	

	Be familiar with video imaging devices: scanners, digital cameras and camcorders
	
	

	Outline a procedure for troubleshooting
	
	

	Use printers:
	
	

	Set default printer
	
	

	Use a printer other than the default printer
	
	

	Set page orientation: portrait, landscape
	
	

	Specify a range of pages to print
	
	

	Use file management:
	
	

	Browse to locate a file or directory
	
	

	Copy one or more files to another drive/medium
	
	

	Move one or more files to another drive/medium
	
	


Keyboarding/Inputting
	Student will learn, understand and be able to:
	Grades

K - 4
	Grades

5 - 8

	Become familiar with relative position of keys on a keyboard
	
	

	Practice using home row and control and alternate keys with proper finger placement
	
	

	Use special keys: enter/return, space bar, directional arrows and backspace key
	
	

	Use special keys: caps lock, delete, shift, escape, number lock, tab and control keys
	
	

	Use special keys: F1 and F4, ALT
	
	

	Launch (open) and exit (close) an application
	
	

	Begin a new application, type text, edit, save, save as, retrieve and print a document
	
	

	Use standard Windows keyboard shortcuts such as save, undo, open, close and print
	
	

	Note: Number of words per minute according to grade level:
	
	

	4th (12 wpm)
	
	

	5th (15 wpm)
	
	

	6th (18 wpm)
	
	

	7th (20 wpm)
	
	

	8th (25 wpm) 
	
	


Word Processing
	Student will learn, understand and be able to:
	Grades

K - 4
	Grades

5 - 8

	Create new document
	
	

	Save vs. save as
	
	

	Open a saved document
	
	

	Preview and print document
	
	

	Use page setup options: margins/paper orientation
	
	

	Edit a document:
	
	

	Use backspace, insert, delete, arrow keys
	
	

	Find/replace text
	
	

	Spell check
	
	

	Highlight text
	
	

	Cut, copy, paste within and between documents
	
	

	Undo changes
	
	

	Change fonts, sizes, and apply font styles
	
	

	Use font dialog box
	
	

	Word wrap
	
	

	Insert word art
	
	

	Use multiple documents 
	
	

	Align text
	
	

	Apply indents
	
	

	Apply line spacing
	
	

	Use paragraph dialogue box
	
	

	Use tab stops/leaders
	
	

	Insert graphic object
	
	

	Insert page breaks
	
	

	Add columns
	
	

	Add headers and footers
	
	

	Add page numbers/file path/name and date
	
	

	Create and format tables
	
	

	Use nonprinting characters
	
	

	Use help
	
	

	Use toolbars: menu, standard, formatting, picture
	
	

	Use drawing tools
	
	

	Use borders and shading
	
	

	Use the thesaurus/synonyms
	
	

	Close document
	
	


Spreadsheet
	Student will learn, understand and be able to:
	Grades

K - 4
	Grades

5 - 8

	Recognize the purpose of spreadsheets
	
	optional

	Recognize the parts of a spreadsheet:
	
	optional

	Cell
	
	optional

	Row
	
	optional

	Column
	
	optional

	Formula bar
	
	optional

	Status bar
	
	optional

	Open an application, e.g., MS Excel
	
	optional

	Open a workbook
	
	optional

	Print a worksheet
	
	optional

	Create a worksheet
	
	optional

	Save a worksheet
	
	optional

	Close a workbook
	
	optional

	Enter and edit data
	
	optional

	Text
	
	optional

	Numeric values
	
	optional

	Formulas
	
	optional

	Functions
	
	optional

	Insert or delete rows, columns or blocks of cells
	
	optional

	Add a header or footer
	
	optional

	Select:
	
	optional

	A cell or block of cells
	
	optional

	Entire row
	
	optional

	Entire column
	
	optional

	Copy and paste values and formulas into cells
	
	optional

	Use the menu bar
	
	optional

	Use the right click menu
	
	optional

	Adjust column widths, row heights
	
	optional

	Set font attributes
	
	optional

	Assign a style, e.g. currency
	
	optional

	Specify the number of decimal positions to display
	
	optional

	Align cell contents
	
	optional

	Set vertical justification: right, left, center and center across multiple cells
	
	optional

	Set horizontal justification: top, bottom, angle, etc.
	
	optional

	Navigate to a specific cell on a spreadsheet
	
	optional

	Navigate to the last utilized cell of a column
	
	optional

	Navigate to the last utilized cell of a row
	
	optional

	Apply and remove filters
	
	optional

	Set page breaks for printing spreadsheets
	
	optional

	Freeze panes
	
	optional

	Spreadsheet (Continued)
	
	

	Student will learn, understand and be able to:
	Grades

K - 4
	Grades

5 - 8

	
	
	

	Split panes
	
	optional

	Display more than one worksheet at a time
	
	optional

	Use page setup: 
	
	optional

	Display or remove the grid
	
	optional

	Display or remove the column and row headings
	
	optional

	Add cell shading
	
	optional

	Sort data
	
	optional

	Set printing sequence
	
	optional

	Create and format charts and graphs
	
	optional

	Modify attributes of a chart: types, titles, scales and legends
	
	optional

	Protect cells from changes
	
	optional

	Analyze the effects of changes made to the spreadsheet
	
	optional

	Use different toolbars/ribbons
	
	optional

	Add a worksheet to a workbook
	
	optional

	Reorganize worksheets
	
	optional


Presentation Software
	Student will learn, understand and be able to:
	Grades

K - 4
	Grades

5 - 8

	Create a presentation
	
	

	Select slide layouts
	
	

	Add text to slide
	
	

	Format text
	
	

	Add clip art/graphics/photos to slide
	
	

	Add video clips to slide
	
	

	Add audio components to slide presentation
	
	

	Insert word art
	
	

	Use transitions
	
	

	Use animations
	
	

	Use slide master
	
	

	Save presentation
	
	

	Set printing options
	
	

	Add new slide
	
	

	Create slide show
	
	

	Check spelling
	
	

	Select and work within: 
	
	

	Slide view  
	
	

	Outline view
	
	

	Slide sorter view
	
	

	Master view
	
	

	Use drawing tools/options
	
	


Graphics
	Student will learn, understand and be able to:
	Grades

K - 4
	Grades

5 - 8

	Use the basics of graphic programs
	
	

	Understand different graphic file types
	
	


Research Skills
	Student will learn, understand and be able to:
	Grades

K - 4
	Grades

5 - 8

	Apply legal principles and ethical conduct related to copyright and plagiarism
	
	

	Abide by acceptable use policies in relation to the use of the Internet and other electronic technologies
	
	

	Utilize key words in researching
	
	

	Take notes and create an outline with a word processor
	
	

	Identify appropriate and valid sources of information
	
	

	Use Boolean searching techniques to select research information (use of “and,” “or,” “not” and parentheses)
	
	

	Provide proper citation for sources
	
	


Internet
	Student will learn, understand and be able to:
	Grades

K - 4
	Grades

5 - 8

	Use E-mail:
	
	

	Retrieve and read an e-mail message
	
	

	Reply to an e-mail message:
	
	

	To the sender
	
	

	To all recipients
	
	

	Compose, address and send e-mail - including "cc" and "bcc"
	
	

	
	
	

	Use a web browser:
	
	

	Enter a Uniform Resource Locator (URL)
	
	

	Use the toolbar
	
	

	Activate/deactivate the pop-up blocker
	
	

	Refresh a web page
	
	

	Use a search engine such as Google
	
	

	Download files from the Internet
	
	

	Recognize and practice safety procedures for virus protection
	
	

	Learn safety skills for using the Internet
	
	


Computer Vocabulary Words

1. Audio/video files – a file format for storing audio/video data on a computer system. Common formats include mpeg, avi, wmv, wav and mp3.

2. Backup – a set of copies of computer files, usually data, for the purpose of being able to restore such files should the originals be lost.

3. Blog/wiki – A blog is a private webpage which is published by either an individual or a group of individuals. Blogs are commonly personal journals/diaries and are used to comment on all sorts of topics depending on the interests of the blogger (author). A blog is usually updated frequently. Most blogs enable the visitors to post comments and/or suggestions allowing interactivity between the blogger and the visitors. [helpwithpcs.com]

A wiki is a collection of web pages designed to enable anyone who accesses it to contribute or modify content, using a simplified markup language. 

4. Burn/rip a disk – the act of recording data onto a CD or DVD.

5. CPU (central processing unit) – the brain of the PC. The CPU is often called the processor. It is where the majority of the work is performed. [helpwithpcs.com]

6. Clipboard – The Microsoft Office clipboard allows you to copy multiple text and graphical items from Office documents or other programs and paste them into another Office document. For example, you can copy text from an e-mail message, data from a workbook or datasheet, and a graphic from a presentation and then paste them all into a document. By using the Office Clipboard, you can arrange the copied items the way that you want in the document. (MS Word help, Copy and paste multiple items by using the Office Clipboard)

7. Cursor – a moving pointer that indicates a position on a computer using a windows interface. Frequently appears as an arrow or I-beam.

8. Desktop – the initial state of a computer using a windows interface when no active windows are visible. This normally contains icons of programs that can be run as well as toolbars, the taskbar, a clock, the start button and gadgets. Any open window will appear on the desktop. Many users place wallpaper on their desktop.

9. Dialog box – a special window, used in user interfaces to display information to the user, or to get a response, if needed. Different types of dialog boxes are used for different sorts of user interaction. A dialog box can be used simply to inform the user of a condition (such as an error) or event (such as the completion of a process) or to acquire more information from the user (such as how to proceed).

10. Document – normally refers to a text file created in word processing software such as Microsoft Word or Adobe Acrobat.

11. E-mail (electronic mail) – an electronic method of composing, sending, receiving and storing messages over an electronic communication system such as the Internet or an intranet.

12. File – the computer equivalent of a paper document which traditionally was kept in office and library files, which are the source of the term. Examples include an MS Word document, MS Excel spreadsheet, Adobe pdf or an MP3 file. A file is durable in the sense that it remains available for programs to use after the current program has finished. [Wikipedia.com] A file can be anything from images to word processor documents. A file has two parts: name and extension. [helpwithpcs.com]

13. File extension – a suffix to the name of a computer file applied to indicate the encoding convention of its contents, i.e., the file format. In some operating systems (e.g., Unix) it is a convention, while in some others it is a requirement. This will determine the type of file it is and which programs can read it and make sense of it. For example, Adobe uses files with an extension of “pdf”.

14. Flash drive/jump drive/thumb drive/memory stick – different names for a hardware device that uses flash memory rather than conventional spinning platters to store data. 

15. Folder/directory – an entity in a file system which contains a group of files and/or other directories. Files are kept organized by storing related files in the same directory. A directory contained inside another directory is called a subdirectory of that directory. Together, the directories form a hierarchy, or tree structure.

16. Hard drive (disk) – the main storage device for a computer. It is a non-volatile storage device which stores digitally encoded data on rapidly rotating platters with magnetic surfaces. Computers generally have one or two internal hard drives for storage of data and programs (including the operating system).

17. Hardware – refers to the computer case and any physical components inside it. It can also refer to printers, scanners, etc., but these are more commonly known as peripherals. For example, motherboards, modems, soundcards, memory (RAM) and graphics cards are all hardware.
18. Highlight – used to mark portions of text with a usually fluorescent marker as a means of memory retention or for later reference. (Yahoo!Education, http://education.yahoo.com/reference/dictionary/entry/highlight;_ylt=Ake5JFH.BLubWJA_a5mRu3WsgMMF) On a computer, highlighting is used to simulate this action by coloring the background of some text or object.

19. Icon – an image, picture, or representation. Icons may represent a file, folder, application or device on a computer operating system. In modern usage today, the icon can represent anything that the users want it to: a program, file, hardware component, etc. Icons may be found on the desktop, toolbars and in the menus of computer application software such as Microsoft Word. 

20. Internet – a worldwide, publicly accessible series of interconnected computer networks that transmit data by packet switching using the standard Internet Protocol (IP). It is a "network of networks" that consists of millions of smaller domestic, academic, business, and government networks, which together carry various information and services, such as electronic mail, online chat, file transfer, and the interlinked web pages and other resources of the World Wide Web (WWW).

21. Keyboard – an arrangement of buttons or keys used to accept input from a computer user. A keyboard typically has characters displayed on the keys; in most cases, each press of a key corresponds to a single written symbol. A majority of all keyboard keys produce letters, numbers or signs (characters) that are appropriate for the operator's language. Other keys can produce actions when pressed, and other actions are available by the simultaneous pressing of more than one action key.

22. Maximize/minimize – Maximize enlarges a window so that the entire desktop is filled with the window; no other open windows will be visible. Minimize shrinks the active window so that it is not visible on the desktop at all. It is still open and can be placed on the desktop again through the taskbar.

23. Memory – digital data used for computing for some interval of time. Computer data storage provides one of the core functions of the modern computer, that of information retention. It is one of the fundamental components of all modern computers and, coupled with a central processing unit (CPU), implements the basic computer model used since the 1940s. In contemporary usage, memory usually refers to a form of semiconductor storage known as random access memory (RAM) and sometimes other forms of fast but temporary storage.

24. Menu Bar – the region where computer menus are housed. Its purpose is to house window- or application-specific menus which provide access to such functions as opening files, interacting with an application or help. Menu bars are typically present in graphical user interfaces with windows. It usually runs horizontally near the top of the window beneath the title bar.

25. Monitor/display – a piece of hardware which displays viewable images generated by a computer without producing a permanent record.

26. Mouse – a pointing device that allows for fine control of a Graphical User Interface (“GUI”). Physically, a mouse consists of a small case, held under one of the user's hands, with one or more buttons. It sometimes features other elements, such as "wheels", which allow the user to perform various system-dependent operations, or extra buttons or features can add more control or dimensional input.

27. Network – A system to allow two or more computers to connect to each other and share files or peripherals. Typical types of networks are LAN, WAN and on a wider scale the Internet. [helpwithpcs.com]
28. Operating system – the main software of a computer system such as Microsoft Windows® and Linux. All installed programs run under the control of the operating system. It is the software component of a computer system that is responsible for the management and coordination of activities and the sharing of the resources of the computer. The operating system (“OS”) acts as a host for application programs that are run on the machine. As a host, one of the purposes of an operating system is to handle the details of the operation of the hardware. This relieves application programs from having to manage these details and makes it easier to write applications.

29. pdf (portable document format) – a universal file format developed by Adobe® that preserves all the fonts, formatting, graphics, and color of any source document, regardless of the application and platform used to create it. [helpwithpcs.com]

30. Peripheral – a computer hardware device that is added to a host computer in order to expand its abilities. More specifically, the term is used to describe those devices that are optional in nature, as opposed to hardware that is either demanded or always required in principle. The term also tends to be applied to devices that are hooked up externally, typically through some form of computer bus like USB. Typical examples include joysticks, printers and scanners.

31. Picture files – files that, when viewed, display as pictures. Examples are jpg, bmp and tif. 

32. Printer – a computer peripheral which produces a paper copy of documents stored in electronic form. Many printers are primarily used as local peripherals, and are attached by a printer cable to a computer which serves as a document source. Some printers, commonly known as network printers, have built-in network interfaces and can serve as a hardcopy device for any user on the network. 

33. RAM (random access memory) – a type of computer data storage. It is the main memory in your computer. It is where the computer stores the data it needs when you are using a program. RAM gets its name from the ability to allow the system to access any data stored in the memory in any location at any time. This memory is often referred to as volatile (power dependent), i.e., when the power is lost, the data is lost.
34. Recycle bin/trash can – temporary storage for files that have been deleted in a file manager by the user but not yet permanently erased from the physical media. Typically, a recycle bin is presented as a special file directory to the user allowing the user to browse deleted files, undelete those that were deleted by mistake or delete them permanently. Files must be moved out of the trash before they can be accessed again. Deleted files do not always go to a recycle bin. 

35. Right-click/left-click – Right-click – To click the secondary button of a mouse having at least two buttons with different functions. This usually invokes a context-sensitive menu showing actions that are relevant to the current selection. 
Left-click – To click the primary button of a mouse. Used to select a position, activate a button or select a menu option, etc. 

36. Save/save as – creates an electronic copy of a file on a storage medium. This allows the file to continue to exist when the computer is turned off and to transfer it to other media. “Save as” creates a new file with a different name; the original file is not affected. 

37. Shortcut – a small file containing only the location of another file, and sometimes specific parameters to be passed to it when run. This allows the file or application to be opened without searching for it in its directory location. It is commonly placed on the desktop, an application launcher panel, or the main menu of various desktop environments. 

38. Shut down – turns off the computer. This will close all windows and, for any unsaved files, ask whether they should be saved. 

39. Software/program/application – a general term used to describe a collection of computer programs application softwarethat perform some tasks on a computer system. The term includes  such as word processors which perform productive tasks for users, system software such as operating systems, which interface with hardware to provide the necessary services for application software, and middleware which controls and co-ordinates distributed systems.

40. Status bar – an information area typically found at the bottom of windows in a graphical user interface. Its job is primarily to display information about the current state of its window, although some status bars have extra functionality. For example, many web browsers have clickable sections that pop up a display of security or privacy information. A status bar may indicate the current row, number of words in a document, the current page, etc. 

41. Taskbar – an application desktop bar which is used to launch and monitor applications. Open windows will have entries on the taskbar through which they can be placed back on the desktop. 

42. Toolbar – a panel on which onscreen buttons, icons, menus or other input or output elements are placed. Most modern programs and operating systems however, allow the end user to modify and customize toolbars to fit their personal needs. Some applications, allow their toolbars to be detached and moved between windows and other toolbars. 

43. USB (Universal Serial Bus) – a serial bus standard to interface hardware devices. USB was designed to allow many peripherals to be connected using a single standardized interface socket and to improve the plug-and-play capabilities by allowing devices to be connected and disconnected without rebooting (i.e., turning off and on) the computer. Other convenient features include providing power to low-consumption devices without the need for an external power supply and allowing many devices to be used without requiring manufacturer specific, individual device drivers to be installed. USB can connect computer peripherals such as mice, keyboards, PDAs, gamepads and joysticks, scanners, digital cameras, printers, personal media players, and flash drives. For many of those devices USB has become the standard connection method. USB was originally designed for personal computers, but it has become commonplace on other devices such as PDAs and video game consoles.

44. Website – a collection of web pages, images, videos or other digital assets that is hosted on one or more web servers, usually accessible via the Internet. All publicly accessible websites are seen collectively as constituting the "World Wide Web".

45. Window – a visual area containing some kind of user interface, displaying the output of and allowing input for one of a number of simultaneously running computer processes. Windows are primarily associated with graphical displays, where they can be manipulated with a pointer. A graphical user interface (GUI) that uses windows as one of its main metaphors is called a windowing system.

46. Wireless – refers to any type of electrical or electronic operation which is accomplished without the use of a "hard wired" connection.
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