Summer 2003 IRED 530 Class

Construction of Minimum Basic Skills

Teachers Need to Integrate Technology

OR

What Every Teacher Needs to Know 

about Technology, Right???
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Skills List for Basic Email/Conferencing Skills
	Basic Email/Conferencing Skills

	Basic Skills:

	Pull up an email and fill in the component parts—address conventions (case counts!)

	Netiquette: conventions of parts of a letter, emoticons, flaming, privacy

	Reply 

	Forward

	Send

	Get (receive) messages

	Maintenance issues (delete, save to folder, move files)

	Viruses basics (virus software and why you use it—safety rules; spam)

	Send email to two people

	Signature files

	More advanced skills:

	Address Book

	Multiple addresses and distribution lists

	Attachments-sending/receiving, size of attachments

	Copy and paste into an email-text and graphics

	Hyperlinks within an email

	Distribution lists

	Chat

	Virtual Classroom


Skills List for Internet Skills

	Basic Internet Usage Skills

	Open browser

	Identify URL is and where it is placed in the browser

	Tool Bar Navigation (“Go” and Back/Forward buttons)

	Hyperlinks (identifying and using)

	Scroll to see everything on screen

	Minimize/maximize screens

	Copy/paste images and text from Internet to another application

	Download files from Internet

	Download sound and graphic files from Internet

	Basic Internet Searching Skills

	Identify keywords and Conduct a keyword search

	Be familiar with several search engines and their differences

	More advanced skills:

	Favorites and bookmarks

	Lab use (Keyboard controls)

	Pulling up additional windows

	Searching-keywords

	Viruses

	Pop-ups-

	Homepage setup/Preferences (Be a Browser Whiz)


Skills List for Draw/Paint
	Basic Draw/Paint Skills

	Create objects using various draw tools

	Fill objects with color, pattern, wallpaper, gradient

	Change color or pattern of lines around objects

	Use the clipart library

	Create a text box object

	Move, resize, delete, duplicate text box objects

	Change font size, style, color within text box objects

	Group several objects together to make one graphic

	Group object and text boxes together to make one graphic

	More advanced skills:

	Create a watermark or behind-text graphic

	Create a newsletter

	Create a brochure

	Create a bookguide

	Create a report with cover

	Animate objects drawn


Skills List for Word Processing
	Basic Word Processing Skills

	Open MS Word and create a new document (Save document as well)

	Interface: menu bar, cursor movement

	Insert text and conventions of text: highlight/delete/font size-type-color, center/left/right justify, spaces between words/sentences Text wrap

	The 5 basic formatting rules:

· Always turn on invisibles

· Always set your margins (.5") first

· Never use spaces to align text or indent paragraphs

· Never use tabs to align text or indent paragraphs

· Always use the indent marker to align text and indent paragraphs

	Copy/paste text and graphics (manipulating text within the document)

	Print a document

	Insert pictures from clipart

	Insert pictures from file

	More advanced skills:

	Using a header and footer

	Using spellcheck

	Working with columns

	Creating leader tab lines (only way to use tabs in a document)

	Mail Merge

	Use Word Art


Skills List for PowerPoint
	Basic PowerPoint Skills

	Open a new PowerPoint document

	Insert a slide

	Insert text boxes and graphics (clipart and pictures from file)

	Understand the 10 Golden Rules for presenting with PowerPoint:

	Apply design template to background

	Use slide view, outline view, and slide sorter view

	Animate text boxes and objects

	Add sounds to animations

	Add transitions

	Print handouts (3 slides per page)

	More advanced skills:

	Use Word Art

	Add sounds and movies

	Add hyperlinks to create stacks for use with games

	Add hyperlinks to link to a webpage

	Add hyperlinks to open a document from another application


Skills List for Creating Webpages
	Basic Webpage Creation Skills

	Collect graphic files to be used on webpage and place in folder on desktop

	Understand naming conventions for files:

· No spaces

· Names should have fewer than 9 letters in the file name

· Use lowercase letters and numbers ONLY in file names

	Open web editor and create a new html document

	Edit page properties:

· Title of page

· Background color/images

	Identify the 5 “links” for a webpage:

· Text

· Graphic

· Email

· Existing URL

· Other webpages in the website being created 

	Posting webpage to server

	More advanced skills:

	Inserting tables in webpages

	Adding sound and movie files

	Background graphics


