Beginners Competency Level 1

The student is able to demonstrate the below outcomes, regularly and unassisted.

Keyboarding

· Awareness of letters on the keyboard

· Approach the keyboard with both hands on home row keys – a, s, d, f, j, k, l, ;. 

· Understand left hand/right hand parts of the keyboard

· Locate and use: space bar, return key, shift key

Word Processing

· Open application software

· Enter and edit text – e.g. name

· Print documents

· Change text – font, colour, style, size, alignment

· Insert graphics

Computer System Skills

· Identifies the keyboard, mouse, monitor and hard drive

· Identifies program icons

· Saves into appropriate folders/directories

· Retrieves saved documents

· Turns on and shuts down the computer

· Can select and move objects using the mouse

Drawing/Painting

· Uses shape tools/objects

· Selects objects with selection tool

· Deletes selected objects

· Uses the eraser

· Freehand drawing and straight line drawing

Internet/Email

· Start browser software

· Identify and use links on a web page

· Use back and forward navigation arrows in browser

· Print out web page

· Recognises email as a form of communication

Apprentice Competency Level 2

The student has completed Beginner’s Competency Level 1 and is able to demonstrate the below outcomes, regularly and unassisted.

Keyboarding

· Maintains correct posture

· Understands the use of specialised keys e.g. shift keys/caps lock

· Punctuates correctly within the word processor

· Attempts to type without looking at fingers or keys

Word Processing

· Demonstrates the difference between cut and copy

· Uses the spell checker appropriately

· Utilises columns within documents

· Changes page orientation and size

· Manipulate and resize graphics

Computer System Skills

· Understands the difference between ‘save’ and ‘save as’

· Understands the difference between ‘close’ and ‘quit’

· Minimise working documents

Spreadsheet

· Opens and enters data into prepared spreadsheet

Databases

· Open, browse and search a commercial database – encyclopaedia/reference

Drawing/Painting

· Resize graphic elements

· Copy/duplicate graphic elements

· Utilises line properties – thickness, colour, etc.

· Utilises fill pattern/colours/shading

Internet/Email

· Print out a web page

· Bookmark a location

· Compose and send email

· Access and read email

· Reply to an email message

· Use appropriate search engines for searches

Instructor’s Competency Level 3

The student has completed Apprentice Competency Level 2 and is able to demonstrate the below outcomes, regularly and unassisted.

Keyboarding

· Attempt to type by touch using the correct techniques

· Understand the use of advanced word processing techniques

· Use a word processor for some writing tasks (writing directly at the keyboard)

· Understand the use of spell checkers and thesaurus programs

· Understand the basic rules for display and presentation of typed material

· Produce work that has been correctly edited and presented well

Word Processing

· Use Bullets to create lists

· Create and insert simple tables

· Text wrap

· Appropriate style/formatting for text genre

Computer System Skills

· Delete, copy and/or move a file

· Work between a number of documents

· Back up files

Spreadsheet

· Edit data in a prepared spreadsheet

· Create new spreadsheet

· Change column width and row height

· Formatting of cell contents

· Simple formulae for basic operations – multiply, subtract, add, divide

· Create simple graphs – bar, pie, line

Database

· Browse records in a class created database

· Edit, add and delete, records to a class created database

· Use find function to search for specific criteria

· Sort records

Drawing/Painting

· Select multiple objects

· Flip/invert, rotate objects

· Utilise text boxes/frames

· Align graphic objects

· Layer objects – move to front/back

· Edit images/photos/video

Internet/Email

· Copy/past from web page to document

· Forward an email message

· Contribute to the development of a website within class/school

· Download files from internet

· Participate in appropriate online discussion groups

Master’s Competency Level 4

The student has completed Instructor’s Competency Level 3 and is able to demonstrate the below outcomes, regularly and unassisted.
Awareness

· Applies knowledge of appropriate use of elements within: email, Internet use, multimedia presentations, desktop publishing tasks, word processing. 

Keyboarding

· Type at  _____ words per minute with 80% accuracy
Computer System Skills

· Create appropriate directory or folder structure.

Word Processing

· Perform editing and proofreading techniques on saved stories including using Spell Check and Grammar functions.

· Use thesaurus to enrich a document’s word usage.

· Create a simple desktop publishing display using pre-set software templates – e.g. Brochures, Newsletters, Cards, etc.

· Copy and Paste between different windows and several different programs.

· Insert spreadsheets/graphs

· Page break importing/exporting text

· Header/footer – insert dates, times, page numbers

· Tabs – types, setting/changing, leaders

· Finding text/replace

Databases/Spreadsheets

· Create well-formatted invoices and time sheets in a Spreadsheet program.
· Create simple databases of personal information.
· Display information in an appropriate graphical form.
· Extract information from a database using simple search criteria.
Multimedia

· Uses a multimedia program as a means of presenting information to an audience

· Understands that a multimedia presentation is clear, concise and sequentially logical.

Communication

· Send and receive e-mail messages with attached files when appropriate.

· Performs advanced searches for information of the Internet using appropriate search engines.

· Downloads and saves files from the Internet.

· Create a simple web page with hyperlinks.
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