
 SEQ CHAPTER \h \r 1Expected Form III Student Computer Skills

Haverford Network

� 
Completed Acceptable Use Policy (AUP)

� 
Agreed to Upper School lab policies statement

� 
Logon to network without assistance

� 
Find network Home Directory using two methods

� 
Copy files from diskette or hard drive to network Home Directory

� 
Save documents in network Home Directory

� 
Open document in network Home Directory using two methods

� 
Change password

� 
Logoff network without assistance

� 
Identify whether he is logged on or not

General Computer Operations

� 
Turn computer on

� 
Copy files to diskette from hard drive (or mapped network drive)

� 
Copy files from diskette to hard drive (or mapped network drive)

� 
Copy and move files from one folder to another

� 
Create new folder using operating system tools

� 
Create new folder using Save As... dialog box

� 
Cut and Paste between documents in different applications

� 
Copy and Paste between documents in different applications

� 
Understands difference between Save and Save As...

� 
Understands the need to maintain backups

� 
Turn computer off

Hardware

� 
Identify various parts of a computer

� 
Check print queue for status of print job

� 
Understands proper care of a floppy disk and diskette drive

� 
Understands the limitations of diskette dependability for file transfer purposes


Word Processing

� 
Launch Word Processing program using at least two methods

� 
Store a document in more than one place without exiting the program

� 
Store a Word Processing document as a Web page

� 
Retrieve a document using more than one method

� 
Print a document

� 
Change page set up (e.g. change orientation, change margins, etc)

� 
Print multiple copies

� 
Identify printer

� 
Choose specific page(s) to print (as a single operation)

� 
Use print preview

� 
Cut and paste text within a document

� 
Cut and paste text among different documents

� 
Change the view of a document

� 
Turn toolbars on and off

� 
Switch overtype mode on and off

� 
Insert word art into a document

� 
Use spell check

� 
Correct a word using the dictionary

� 
Correct grammar

� 
Change font size and font type using at least two methods

� 
Change the number of columns

� 
Create table

� 
Change line spacing using at least two methods

� 
Change case

� 
Align text (Left, Center, Right, Full)

� 
Use bold, italics, and under attributes using at least two methods

� 
Select whole document and apply formatting to full text

� 
Select paragraph and apply formatting it

� 
Select line and apply formatting to it

� 
Select single word and apply formatting to it

� 
Double indent text for quotations

� 
Apply subscripts and superscripts

� 
Uses word wrap to input documents

� 
Input text at a rate of 20 words per minute

� 
Insert graphic file links into a document

Email

� 
Launch email application

� 
Knows email address

� 
Use rules to forward mail to alternate address

� 
Create email document

� 
Input internal email address manually and send

� 
Input external email address manually and send

� 
Address and send email using the global address book

� 
Add external address to a personal address book

� 
Reply to an incoming email

� 
Identify time and date for an incoming email

� 
Forward an incoming email

� 
Attach a document to an outgoing email

� 
Save an incoming attachment

� 
Open and incoming attachment

� 
Access Web based email using a browser

� 
Send and receive mail with attachments using Web based email

Presentations

� 
Launch program using at least two methods

� 
Create, store, and retrieve presentations

� 
Store a Presentation document as a Web page

� 
Use pack and go to store a file

� 
Open a file created using pack and go

� 
Insert a graph

� 
Insert clip art from the clip art gallery

� 
Insert a graphic file or photo from disk

� 
Insert a graphic file or photo from the Internet

� 
Change backgrounds

� 
Choose colors


Spreadsheets

� 
Launch program using at least two methods

� 
Create, store, and retrieve spreadsheets

� 
Store a Spreadsheet document as a Web page

� 
Identify cell address

� 
Enter data into a cell

� 
Format numeric data in a cell

� 
Adjust justification (Left, Center, Right, Across Columns)

� 
Enter a formula manually

� 
Enter a formula by pointing to cell references

� 
Enter an absolute formula

Internet

� 
Use multiple criteria to formulate a search

� 
Print a page with or without frames

� 
Save bookmarks temporarily and permanently

� 
Identify copyright pages and pictures

� 
Save Web page from within the browser

� 
Save Web files from within browser (pictures, sounds, etc)

� 
Save a frame from with the browser

� 
Launch new browser window to view more than one Web site simultaneously

� 
Enter address for an Internet Web site

� 
Enter address for a specific Internet Web page

� 
Identify the address for a Web page or frame within a Web page

� 
Cut and paste text to a Word Processor (when appropriate for printing purposes)

� 
Can access and use Upper School Help Site

Web Page Construction

� 
Launch a Web page editor

� 
Construct a new Web page

� 
Identify whether in edit or browse mode (if using Netscape)

� 
Uses colors and appropriate contrasting text on pages

� 
Create links to a new self-constructed page

� 
Create links to Web sites

� 
Create links to specific Web pages

� 
Create links to other documents in home directory

