Draft Curriculum

Year 7 and 8
Computer Studies
This is a proposed course of study for years seven and eight and will  give them the basic skills they need for future years. It will also prepare them for VET and VCE computer subjects.


This course has been based on VET Certificate I Information Technology

Year  7 - 8 Information Technology  (DRAFT)

This course provides computer literacy skills and provides the skills foundation for using a computer. 

Unit:

1. Operate a personal computer

2. Operate a word processing application

3. Operate a spreadsheet application

4. Operate database application

5. Operate a presentation package

6. Send and retrieve information over the Internet using browsers and email

	Unit 1:  Operate a personal computer

	This unit defines the competency required to start up, identify and select icons, correctly navigate and organise the desktop environment and use a range of functions 

	TOPIC
	OUTCOME

	Start computer and access basic system information and features 
	1. Examine basic system information to identify basic functions and features

2. Customise desktop configuration to meet individual requirements and/ or special needs and company guidelines

3. Erase and format disks as necessary

4. Use available help functions as required

	Navigate and manipulate desktop environment 
	1. Select, open and close correct desktops icons to access features (directories/ folders, files, network devices, recycle bin/ waste basket)

2. Use different roles and parts of the desktop window for particular functions

3. Open, resize and close desktop windows for navigation purposes

4. Create shortcuts from the desktop 

	Organise basic directory and folder structures 
	1. Create and name directories/ folders with subdirectories/ subfolders 

2. Identify directory /folder attributes (size, dates, etc.) 

3. Move subdirectories/ folders between directories/ folders

4. Rename directories / folders as required

5. Access directories / folders and subdirectories/ folders via different paths

	Organise files for user and/ or organisational requirements
	1. Access the most commonly used types of files in a directory/ folder 

2. Select, open and rename groups of files as required 

3. Copy, cut and paste files across directories

4. Copy files to disk

5. Restore delete files as necessary

6. Use software tools to locate files

	Print information 
	1. Print information from an installed printer

2. View and delete progress of print jobs as required

3. Change default printer from installed list, if available

	Correctly shut down computer 
	1. Close all open applications 

2. Shut down computer correctly




	Unit 2:  Operate a word processing application

	This unit defines the competency required to correctly operate word processing applications and perform basic operations

	TOPIC
	OUTCOME

	111
	Create documents 
	1. Open documents and add text and symbols according to information requirements

2. Use document templates as required

3. Use various tools including help, search and replace, spell check, undo and simple formatting tools throughout the drafting of a document

4. Add, select, copy, delete or move paragraphs within a document 

5. Create a mailing list with acceptable layout for mail merge purposes without the loss of relevant information 

6. Merge mailing list with other document

7. Save document to correct directory / folder

	1. 
	Customise basic settings to meet page layout conventions
	1. Adjust page display modes and size to meet user requirements and / or special needs

2. Modify toolbar to meet user and document uses

3. Change font type, size and colour for the purpose of the document

4. Apply alignment and justification options and line spacing according to document formatting requirements

5. Modify margin sizes to suit the purpose of the documents

6. View multiple documents at once


	
	Format document 
	1. Use italics, bold, underline and hyphenation as required and within organisational guidelines 

2. Use existing styles within a document according to organisational requirements (style guides, document template layout)

3. Copy selected format from another area in the document or from another active document

4. Use formatting tools (such as page breaks, tabs, indent, borders, bookmarks, hyperlinks, lists) as required within the document

5. Insert headers and footers and incorporate all necessary information and formatting styles

6. Save document in another format and/ or in a format for posting to a web site 

7. Save and close document to hard disk and disk 

	2. 
	Create tables 
	1. Insert a standard table in to a word processing document

2. Customise cell attributes to meet formatting and data requirements

3. Insert and delete columns and rows as necessary

4. Use borders and other formatting tools as necessary according to organisational style requirements


	3. 
	Add objects and images 
	1. Insert images and /or graphics in a word processing document and customise as necessary

2. Import and format objects such as, spreadsheets and charts to fit word processing document requirements

3. Position and resize objects and images to meet the word processing document formatting needs

	4. 
	Print word processing documents 
	1. Preview document in print preview mode

2. Select basic print options 

3. Print document or part of the document from installed printer

	Unit 3:  Operate a spreadsheet application

	This unit defines the competency required to correctly operate spreadsheet applications and perform basic operations

	TOPIC
	OUTCOME

	1. 1
	Create spreadsheets 
	1. Enter numbers, text and symbols in cells according to information requirements

2. Enter simple formulas and formulas using relative and absolute referencing where required

3. Correct formulas when standard error messages occur 

4. Employ basic built in functions, such as sum and average

5. Use various tools including help, search and replace, spell check, undo and simple formatting tools during spreadsheet development

6. Add, select, copy, delete or move columns and rows within the spreadsheet 

7. Copy or increment data entries for logical and clear presentation of information

8. Save spreadsheet to correct directory / folder

	2. 
	Customise basic settings 
	1. Adjust page display modes, orientation and size to meet user requirements and / or special needs

2. Modify toolbar to meet user and document uses

3. Ensure font type, size and colour is appropriate for the purpose of the document

4. Apply alignment and justification options and line spacing according to spreadsheet formatting requirements

5. Modify column width and height to suit spreadsheet requirements

6. Format cells to display different styles, values and information as required

7. Modify margin sizes to suit the purpose of the spreadsheet

8. View multiple workbooks/ spreadsheets at once

	3. 2
	Format spreadsheet 
	1. Use italics, bold, underline and hyphenation as required

2. Copy selected format from another cell or group of cells in the spreadsheet or from another active spreadsheet

3. Use formatting tools (such as page breaks, tabs, indent, borders, lists) as required within the spreadsheet and / or individual cells

4. Align information in selected cells as required

5. Insert headers and footers and incorporate all necessary information and formatting styles

6. Save document in another format and in a format for posting to a web site 

7. Save and close document to hard disk and disk 

	4. 
	Incorporate objects and charts in spreadsheets
	1. Import and manipulate objects within a spreadsheet

2. Display spreadsheet data in different charts

3. Modify charts for formatting reasons

	5. 
	Print spreadsheets 
	1. Preview spreadsheet in print preview mode

2. Select basic print options 

3. Print spreadsheet or part of spreadsheet from installed printer


	Unit 4:  Operate database application

	This unit defines the competency required to operate database applications and perform basic operations 

	TOPIC
	OUTCOME

	1. 1
	Create a database 
	1. Formulate a simple design for a two table database incorporating basic design principles

2. Develop tables with fields and attributes according to database usage requirements

3. Enter data and link and navigate tables 

4. Create a primary key and establish an index 

5. Modify table layout and field attributes as required

6. Modify data in tables for information requirements

7. Add and delete records as required 

8. Follow correct close down procedures to ensure data is not lost

	2. 
	Customise basic settings 
	1. Adjust page display modes, orientation and size to meet user requirements and / or special needs

2. Modify toolbar to meet user and database uses

3. Ensure font type, size and colour is appropriate for the purpose of the database

	3. 
	Create reports
	1. Design report to present data in a logical sequence

2. Modify reports to include / exclude additional information requirements

3. Modify existing reports to accommodate current information requirements 

4. Distribute reports are in a suitable format (softcopy/ hardcopy)

	4. 2
	Create forms 
	1. Create simple forms which include imported files (images/graphics) and customised colours using a wizard

2. Open existing database and modify records through a simple form

3. Rearrange objects within the form to accommodate information requirements

4. Save and close database to hard disk and disk 

	5. 
	Retrieve information
	1. Access existing database and locate required record 

2. Create simple query and retrieve required information 

3. Develop query with multiple criteria and retrieve required information 

4. Apply filters and access information 

5. Refine queries to more precisely retrieve information

6. Select data and sort according to information retrieval requirements


	Unit 5:  Operate a presentation package

	This unit defines the competency required to operate presentation applications and perform basic operations 

	TOPIC
	OUTCOME

	1. 
	Create presentations 
	1. Create a simple design for a presentation according to organisational requirements

2. Open presentations and add text and symbols 

3. Use existing styles within a presentation

4. Use presentation templates / master slide to create a presentation 

5. Use various tools including help, search and replace, spell check, undo and simple formatting tools 

6. Add, select, copy, delete or move text, images and graphics within the presentations

7. Save presentation  to correct directory / folder

	2. 
	Customise basic settings 
	1. Adjust page display modes and size to meet user requirements and / or special needs

2. Modify toolbar to meet user and document uses

3. Ensure font type, size and colour is appropriate for the purpose of the presentation

4. View multiple slides at once


	3. 
	Format presentation 
	1. Use organisational charts, charts, bulleted lists and modify as required 

2. Add objects (images and graphics) and manipulate to meet presentation purpose

3. Import objects such as tables and modify for presentation purposes

4. Modify slide layout including text and colours to meet presentation requirements

5. Use formatting tools (such as tabs, cut, paste, indents, bookmarks, hyperlinks, borders, lists) as required within the presentation

6. Duplicate slides within and/ or across presentations

7. Reorder the sequence of slides and/ or delete for presentation purposes

8. Save presentation in another format and in a format for posting to a web site 

9. Save and close presentation to hard disk and/or disk 

	4. 
	Add slide show effects 
	1. Incorporate preset animation and multimedia effects in to presentation as required to enhance the presentation

2. Change preset animation effects according to presentation purposes to create a cohesive presentation

3. Add slide transition effects to presentation to ensure smooth progression though the presentation

4. Test slide show effects for overall effect

5. Use onscreen navigation tools to start and stop slide show or move between different slides as required

	6. 3
	Print presentation and notes
	1. Select appropriate print format (overheads, handouts etc) for slide presentation 

2. Select preferred slide orientation (portrait, landscape)

3. Add notes, slides numbers and spell check

4. Preview slides in the required formats (overheads, notes, etc)

5. Print slides in the required formats


	Unit 6:   Send and retrieve information over the Internet using 
browsers and email

	This unit defines the competency required to complete basic web search tasks and send and receive emails with attachments

	TOPIC
	OUTCOME

	1. 
	Access the internet
	1. Open browser and assign a Home Page/ Start Page through setting basic preferences

2. Adjust the display/view modes to suit personal requirements

3. Modify toolbar to meet user and browsing needs

4. Access a particular site and retrieve data

5. Load or not load images depending on modem speed, computer and browser capabilities

6. Open a URL to obtain data and browse links

	2. 
	Search internet
	1. Open search engines and define search requirements

2. Use a range of search parameters (key words, logical operators) 

3. Save search results and present as a report according to the information required

4. Create bookmarks for required web page and save in associated bookmark folder

5. Modify page set up options and print web page or the required information 

6. Shut down and exit browser 

	3. 
	Send and organise messages 
	1. Open mail inbox for specific user and create a new mail message

2. Complete each field (address to, subject etc) and add text to message according to organisational guidelines on email usage and email content 

3. Add auto signature and attach files in the required format

4. Determine message priority, spell check, copy and delete text and send

5. Reply to received messages and forward as appropriate

6. Open and save attachment to relevant directory/folder, create new folder if necessary

7. Search for messages and mark or delete as necessary

8. Sort (save in folders/directories, archive, highlight etc) and delete unwanted messages

	4. 
	Create an address book
	1. Add mail address to address book and delete unnecessary addresses

2. Update address book with incoming mail addresses

3. Create an address list and send out mail to list

4. Create different folders for different categories of addresses
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