IC* COMPUTING FUNDAMENTALS IC* KEY APPLICATIONS

~ COMMON PROGRAM FUNCTIONS |

COMPUTER HARDWARE

Identily fypes of computers, how they process
Informetion and how Individweal computens
imtaract with other computing systams and
devices

Identify the function of computer hardware
COmponents

kdentify the factors that go into am individual or
arganizalional decision an how o purchase
eomputer equiprant

kdentify how o malntain compuier equiprmernt

amnd sohwe commaon problems relating to
computar hardware

COMPUTER SOFTWARE

Idantity how saftware and Randiare work

together ta parfomn computing tasks and how
software is developed and upgraded

Idertify differant types of softwara, genaral
concapts relating to software categorias, and the
bersks fo which asch typa of softwara is most
suited of nol suited

USING AN OPERATING SYSTEM

Ichantity wihad an operating sysbem is and how it
warks, and solve cormman problems ralated to
operating eysianms

Manipulate and control the Windows deskdop,
fikess ared disks

Idertity how to change sysiem sattings, install
and rermove aoftwene

Be able o skart and exit & Windows application
and wtillze scunces of online help

Identify commaon cn-screen alaments of
Windows applications, change application
saftings and manage liles within an application

Perform common editing and formatting
functicns

Parferm cammon printing functians

WORD PROCESSING FUNCTIONS

Bea abla o format taxt and documents including
the anility 1o use sulomate larrmatling tools

Bea able toinssert, edit and format takles in a
document

SPEADSHEET FUNCTIONS

Bs abla tomodify workshast data and structhurs
and format data in a workshesd

Be able 1o sof data, ranipulate data uging

formulas and functons and add amd modity
charte in a workehest

PRESENTATION SOFTWARE

Ba abla to creats and format simple
presemtaticns

NETWORKS AND THE INTERNET |

Icheritity netwark fundarnentals and the benefits
and riake of network computing

Idertify the redationship betweean compautar
natworks, othar communications nebwarks (ke
v tedephone nedwark) and the Intennet

ELECTRONIC MAIL " |

Ideriify how alectronks mall works

Idarify how to use an ekectronic mail
applicatian

Identity the sppropriate use of e-mall and e-rmal
related ‘netiquatte”

USING THE INTERNET J

Identify different types of informalian scurces on
the Imermnet

Be able to use a Web broweing spplication

Ba able to search the Internet for information

k!

THE IMPACT OF COMPUTING |

AND THE INTERNET ON SOCIETY

Idertify how computers ars usad in different
arass of work, school, and hame

Iderity the riaks of using compuier hardware
and aothwans

Idarity how to use computers and the Intered
sately, hegally and respons|by



