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English Language/Computer Skills Goals:

Students should be able to use the computer correctly in response to verbal cues (written or oral) from the teacher or from each other.  Ss should cue another student verbally as well.  Computer skill practice activities should always match students’ language level, and provide opportunity for English practice at the appropriate level.  Since language skill levels are carefully detailed in the City College handbook, this list includes mainly the computer skills appropriate for each level.

Students should also be encouraged to take regular ergonomic breaks, and to be aware of correct posture/seating arrangements while working on the computer.

Level Objectives:

At level 1, students will see many of these concepts for the first time.  Emphasis should be on basic concepts, with the assumption that they’ll be recycled at the next level.  Ss should be able to recognize items at the teacher’s cue, fill in basic one-word names of computer parts, etc.

Level 1:

· Hardware

· Computer

· Identify office tools and machines (vocabulary)

· Identify computer parts 

· (vocabulary – Monitor, Screen, CPU, floppy disk, floppy drive, CD-ROM drive, keyboard, mouse, power button, Printer)

· turn computer and monitor on and off

· Use prepositions to say location of computer parts

· Mouse

· Identify mouse, mouse pad, mouse buttons

· Point, Click, Double Click, Drag

· Keyboard

· Begin developing keyboarding speed and accuracy 

· Goal: Home row keys, increase 5 words/minute, 5% accuracy

· Windows

· Start the computer

· Know log in and password

· Start and shut down the computer independently

· Desktop

· Identify items on the computer screen 

· (Desktop, My Computer, MS Word, CALL software icons, Window, Button, Folder, File)

· start a program (double click icon or open start menu)

· Open a file

· Open button, open menu item

· Understand and use the Open dialog box

· Navigate to your file

· Word-Processing

· Basic skills:  

· Delete, Insert, Copy and paste, Enter, Cut and Paste, Spelling

· Fonts:  Change Size, Style (Bold, Italic, Underline), Font, Color

· Print a document

· Print button, print menu item

· Understand and use the print dialog box

· Check printer, click print only once

· Internet

· Navigate

· Read web pages

· Click on links 

· Search

· type assigned word in to google

· CALL software (Objectives for certain levels?)

· Live Action English

· Lexia

· Ultimate Phonics

· Rosetta Stone

Should students be expected to cover certain lessons?  Or allowed to go at their own pace, to the lessons they want?
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Level 2:At level 2, students will review all of the concepts from level one, plus the following for each area:

· Hardware

· Computer

· Use prepositions to say location of computer parts

· Use imperative to tell other Ss to point or move computer parts

· Mouse

· Open mouse and clean rollers

· Identify pointer, insertion point/cursor

· Use imperative to cue other Ss to use the mouse correctly

· Keyboard

· Know correct hand position on the home row keys

· Review special keys 

· Keyboarding Goal: all letter keys in lower case, increase 5 WPM, 5% accuracy

· Windows

· Start and shut down the computer

· Desktop

· open My Computer, open the floppy disk, open a file

· Window

· Identify parts of a window (title bar, menu bar, toolbars, minimize, maximize, close buttons, resize, scroll bar)

· open a menu and click a menu item

· minimize (hide), resize, maximize and close a window.

· scroll around a window (vertically and horizontally)

· Open multiple windows

· Identify active window

· Switch between multiple windows by clicking the window

· Task Bar

· Identify start button, window buttons

· Show a window that’s hidden on the task bar

· Switch between multiple windows by clicking buttons on the task bar

· Word-Processing

· Review Basic skills

· Delete, Insert, Copy and Paste, Enter, Cut and Paste, Spelling

· Fonts

· Size, Style (Bold, Italic, Underline), Font, Color

· Save a document

· Save button, save menu item, save as menu item

· Understand and use Save dialog box 

· change file name

· save in floppy, My Documents,  Network drive

· Open a file

· Open button, open menu item

· Understand and use the Open dialog box

· Navigate to your file

· Layout

· Margins, Tabs, Indent

· Center, Align Right, Align Left, Justify

· Page layout views (landscape & portrait)

· Print preview

· Print a document

· Advanced word processing

· Bullets and Numbering

· Borders and shading

· Page border

· Word art

· Clip art

· Clips online

· Internet

· Navigate 

· Vocabulary : web site, web page, address, URL, etc.

· Identify Explorer icon

· Identify parts of Explorer window (address box, Navigation buttons)

· Identify parts of a URL (www, address, extensions - .com, .org, .gov)

· type in a URL, and press enter to go to a web site

· Identify two pointers

· Identify links, Click on a link/go back to previous link

· Find pertinent information at a web site

· Search

· Know Google.com

· Type search words – practice trying different vocabulary to search

· Identify parts of search listings

· click on links and evaluate web sites’ usefulness

· Email

· Sign up for a free email account with Yahoo

· Send an email

· Reply to an email

· Manage emails (which are new, which have been read), Delete old ones

· Send an attachment, Send an ecard

· CALL software 

· Rosetta Stone

· Focus on Grammar

· Live Action English
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Level 3 / 4

· Hardware

· Computer

· Review vocabulary 

· Buying a computer:

· Processor, speed, memory, types of drives, monitors, and printers.

· Mouse

· Review mouse buttons and actions

· Keyboard

· Review hand positions and special keys

· Keyboarding Goal: all letters (upper & lower case), increase 5 wpm, 5% accuracy

· Windows

· Start the computer

· Review start and shut down

· Desktop

· Review Desktop vocabulary and program starting

· Window

· Review parts of a window 

· minimize (hide), resize, maximize and close a window

· Open multiple windows

· Identify active window

· Switch between multiple windows by clicking the window

· Task Bar

· Identify start button, window buttons

· show a window that’s hidden on the task bar

· Switch between multiple windows by clicking buttons on the task bar

· File and Folder management

· Create a new folder

· Copy and paste a folder

· Move a folder

· Save to a floppy

· Save to my documents

· Save to a folder on a network drive

· Understand the file directory (explorer), and find a folder

· Word-Processing

· Review Basic skills

· Review Fonts

· Review Save, Open and Print a document

· Layout

· Margins

· Tabs

· Indent

· Center, Align Right, Align Left, Justify

· Page layout views

· Print preview

· Review Advanced word processing (see level 2)

· Tables

· Business Cards

· Internet

· Review Basic Navigation

· Students find information from useful web sites

· Review Search

· Know Google.com

· Type search words – practice trying different vocabulary to search

· Identify parts of search listings

· click on links and evaluate web sites’ usefulness

· Email

· Review basic email functions

· Manage emails (know which are new, which have been read), Delete old emails

· Send an attachment

· Send an ecard

· Cc, Bcc

· Signature

· Autoresponse

· Error messages

· Special Projects: Office Suite

· At upper level, according to student interest, students could 

· Use powerpoint to make presentations

· Use Excel to make charts and tables

· CALL software 

· Rosetta Stone

· Focus on Grammar

· Live Action English

