Checklist of Student Technology Skills

As Pre-school is not mandatory,  children should gain experience in these skills. The skills should not be taught in isolation but as part of a learning activity which complements the current class program. Checklist items ending with PC, refers to IBM compatible computers.


 
Name: ______________________________


	Year
	Word Processing
	Evidence

	P/1
	awareness of letters on the keyboard if ready and interested
	

	
	open application
	

	
	enter text eg name
	

	
	awareness of printing
	

	
	awareness of delete/back, enter and space keys
	

	2/3
	enter and edit text
	

	
	place hands on home row keys – a, s, d, f, j, k, l, ;
	

	
	highlight text
	

	
	change text font
	

	
	change text colour
	

	
	bold text
	

	
	underline text
	

	
	italic
	

	
	resize text
	

	
	alignment of a section of text eg centre heading
	

	
	inserting graphics
	

	
	print document
	

	4
	understanding the difference between cut and copy 
	

	
	copying selected text
	

	
	cutting and pasting text
	

	
	changing font size – before and after entering relevant text
	

	
	Use correct posture
	

	5
	spell checker
	

	
	columns
	

	
	change orientation of the page (lanscape/portrait)
	

	
	change size of page (eg 75% view)
	

	
	manipulating graphics - resize
	

	6/7
	lists - bullets
	

	
	create and insert simple tables
	

	
	text wrap
	

	
	appropriate style/ formatting for text genre
	

	
	finding text/replace
	

	
	tabs - types, setting/changing, leaders
	

	
	adjust page border
	

	
	header/footer
	

	
	page numbering
	

	
	insert dates and times
	

	
	insert objects: digital camera photos, video, sound etc.
	

	
	page break importing/ exporting text
	

	
	inserting spreadsheets/graphs
	

	
	thesaurus
	


	Year
	Computer System Skills
	Evidence

	P/1
	recognise the mouse
	

	
	identify the keyboard
	

	
	identify the monitor
	

	
	mouse practice (select, click, double click, drag)
	

	
	identify program icons on Desktop
	

	
	launch program from Desktop using mouse
	

	
	interact with program
	

	2/3
	mouse – select and move objects
	

	
	save into appropriate folders/directories
	

	
	retrieve a saved document
	

	
	turn on / Shut Down computer
	

	4/5
	understand s the difference between ‘close’ and ‘quit’
	

	
	understands the difference between ‘save’and ‘save as’
	

	
	minimise working documents/programs - PC
	

	6/7
	delete a file
	

	
	copy a file
	

	
	move a file
	

	
	work between a number of documents
	

	
	tile documents - horizontal/ vertical
	

	
	back up files
	


	Year
	Spreadsheet
	Evidence

	1 – 3
	teachers may model spreadsheet use in whole class situations eg. Calculate average height and converting to graph.

	4/5
	opening a prepared spreadsheet
	

	
	entering data into a specific cells
	

	6
	editing data in a prepared spreadsheet
	

	
	understands concept of a spreadsheet,
	

	
	creates a new spreadsheet
	

	
	understand difference between columns and rows
	

	
	simple formulae - sum digits (addition)
	

	
	formatting entries (bold etc)
	

	7
	changing column width and row height
	

	
	alignment
	

	
	simple formulae for basic operations - multiply, subtract and divide
	

	
	simple graphs
	


	Year
	Databases
	Evidence

	3/4/5
	opening a commercial database
	

	
	browsing a commercial DB - encyclopedia/reference
	

	
	searching a commercial DB - encyclopedia/reference
	

	6/7
	browsing records in a class created database
	

	
	edit and add records to a class created database
	

	
	deleting records
	

	
	use find function to search for specific criteria
	

	
	sort records
	


	Year
	Internet/ Email
	Evidence

	P-1
	awareness of internet browser
	

	
	awareness of email
	

	2-4
	start browser software
	

	
	identify and use links on a web page
	

	
	use back and forward navigation arrows in browser
	

	
	use prepared bookmarks for navigation
	

	
	print out a web page
	

	5/6/7
	bookmark a location
	

	
	compose and send email 
	

	
	access and read email 
	

	
	copy/ paste from web page to document
	

	
	reply to an Email message
	

	
	forward an Email message
	

	
	use appropriate search engines for searches
	

	
	contribute to the dev. of a website within class/ school
	

	
	download files from internet
	

	
	participate in appropriate online discussion groups
	

	
	email attachment
	

	
	create a basic web page, including
	

	
	· text
	

	
	· a graphic
	

	
	· links
	

	
	
	


	Year
	Drawing/ Painting
	Evidence

	P/1
	freehand drawing – pencil 
	

	
	using shape tool - box
	

	
	using shape tool - circle
	

	
	selecting objects with selection tool
	

	
	delete selected objects
	

	2/3
	drawing straight lines
	

	
	eraser
	

	
	use shape tools/objects
	

	
	paintbrush
	

	4/5
	resize graphic elements
	

	
	copying/duplicating graphic elements
	

	
	line properties - thickness, colour etc
	

	
	fill pattern/ colours/ shading
	

	6/7
	selects multiple objects
	

	
	flip/invert objects
	

	
	rotate objects
	

	
	text boxes/ frames
	

	
	align graphic objects
	

	
	layer objects (move to front/ back etc.)
	

	
	edit image/photos/video
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