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The computer technology program at New Dr. Gerald H. Woehr Elementary School provides each student with a foundation of important skills that will be useful for the rest of the child’s educational career and life.  Through the computer technology program, students learn the importance and value of the computer as a tool that can be used for a variety of purposes and situations.  During their years in grades K-5, students learn about many types of computer knowledge, skills, and applications, as well as the ethical implications involved in computer use so that they will be able to responsibly and safely use computer technology now and into their future.  Students are encouraged to think positively about computer technology and are introduced to many technological innovations, such as the newest gadgets.
By the end of their fourth grade year, students will meet the cumulative progress indicators for technological literacy for fourth grade students.  Their studies of important topics such as keyboarding will continue.  Students will produce an advanced finished document, as well as give a presentation using appropriate software.  The ability to use the Internet as a valuable resource tool is important, and in their discussions about ethical issues, students learn about copyright, plagiarism, and the importance of citing their sources of information.  Database and spreadsheet use continues, as students understand the value of these applications and practice real-world applications for using them.  Students also delve into the world of multimedia and digital video and photography, completing projects in digital storytelling.  Finally, students become even more proficient in problem-solving and troubleshooting computer problems.  The fourth grade year is a very important and challenging one for students, as they continue on their journey toward adulthood.
DEPARTMENT OBJECTIVES:

The fourth grade learner will be able to:

· Demonstrate all third grade technology skills.

· Produce a simple finished document using word processing software.

· Produce and interpret a simple graph or chart by entering and editing data in a spreadsheet.

· Create and present an electronic presentation using Microsoft PowerPoint or similar software.

· Use appropriate basic computer vocabulary: transitions, animations, etc.

· Rephrase information obtained on the Internet and use appropriate citation format in bibliography.

· Recognize and practice social and ethical behaviors when using technology and information and understand the consequences of inappropriate use.

· Practice appropriate Internet etiquette.

· Recognize the ethical and legal implications of plagiarism of print, electronic, and software copyrights.

· Discuss common uses of computer software applications and explain their advantages and disadvantages.

· Recognize the need for accessing and using information resources.

· Identify and use simple Web browsers, search engines, and directories to obtain information to solve real-world problems.

· Locate specific information by searching a database.

· Improve speed, accuracy, and exhibit proper technique while keyboarding text.

· Recognize accuracy and/or bias of information.

· Solve problems individually and/or collaboratively using computer applications.

· Identify basic hardware problems and discuss potential troubleshooting methods.

· New Jersey Core Curriculum Content Standards for Technological Literacy

8.1 Computer and Information Literacy
A. Basic Computer Tools and Skills 
· Keyboarding 

· Word processing 

· Internet usage 

· Spreadsheets 

· Database concepts and usage 

· Publications and presentations 

B. Application of Productivity Tools 
· Social Aspects 

· Information Access and Research 

· Problem Solving
	STANDARD 8.1 (COMPUTER AND INFORMATION LITERACY ) ALL STUDENTS WILL USE COMPUTER APPLICATIONS TO GATHER AND ORGANIZE INFORMATION AND TO SOLVE PROBLEMS.


Descriptive Statement: Using computer applications and technology tools students will conduct research, solve problems, improve learning, achieve goals, and produce products and presentations in conjunction with standards in all content areas, including career education and consumer family, and life skills. They will also develop, locate, summarize, organize, synthesize, and evaluate information for lifelong learning.
Strands and Cumulative Progress Indicators
By the end of Grade 4, students will:
A. Basic Computer Skills and Tools 
1. Use basic technology vocabulary. 
2. Use basic features of an operating system (e.g., accessing programs, identifying and selecting a printer, finding help).
3. Input and access text and data, using appropriate keyboarding techniques or other input devices.
4. Produce a simple finished document using word processing software.
5. Produce and interpret a simple graph or chart by entering and editing data on a prepared spreadsheet template.
6. Create and present a multimedia presentation using appropriate software.
7. Create and maintain files and folders.
8. Use a graphic organizer. 
9. Use basic computer icons.
B. Application of Productivity Tools 
Social Aspects
1. Discuss the common uses of computer applications and identify their advantages and disadvantages.
2. Recognize and practice responsible social and ethical behaviors when using technology, and understand the consequences of inappropriate use including:
· Internet access
· Copyrighted materials
· On-line library resources
· Personal security and safety issues
3. Practice appropriate Internet etiquette. 
4. Recognize the ethical and legal implications of plagiarism of copyrighted materials. 
Information Access and Research
5. Recognize the need for accessing and using information. 
6. Identify and use web browsers, search engines, and directories to obtain information to solve real world problems.
7. Locate specific information by searching a database.
8. Recognize accuracy and/or bias of information.
Problem Solving and Decision Making
9. Solve problems individually and/or collaboratively using computer applications.
10. Identify basic hardware problems and solve simple problems. 
Scope and Sequence
The school year in the computer lab builds progressively so that each month, students are learning different computer technology concepts while becoming more comfortable with the computer equipment and more adept at using various software packages.  Similarly, the software used and the projects done in the computer lab coincide with the students’ growing skills and knowledge in the second grade classroom.  The standards for Computer and Information Literacy guide all aspects of the learning, as the learners become acquainted with various facets of computer technology.
*Skills marked are to be introduced. All other skills are to be reinforced.

Basic Computer Tools and Skills

A. Use and understand basic computer related terms

1. Login (log-in)

2. Cursor/insertion point

3. Edit

4. Hardware

5. *Desktop Publishing

6. Software

7. Network

8. Directory (Folder)

9. File

10. Retrieve/Open

11. Save/Save As

12. Internet

13. Copyright

14. License Agreement

15. Computer Manual

16. Word Processor
17. Telecommunications

18. Multimedia

19. Home row / reaches

20. *Spreadsheet

21. *Cell

22. *Column

23. *Row

24. *Database

25. *Field

26. *Record

B. Identify basic computer hardware components and peripheral devices

1. Keyboard and mouse

2. Monitor
3. Printer

4. CPU/system unit/case

5. Headphones/microphone

6. CD/DVD-ROM

7. Hard Drive

8. Floppy Drive
9. Floppy Diskette

10. File Server

11. Scanner

C. Care and appropriate use of hardware

1. Demonstrate appropriate care and use of keyboard and mouse
2. Demonstrate appropriate care and use of CD/DVD-ROM

3. Demonstrate appropriate care and use of SMARTboard

4. Demonstrate ability to turn computer off/on independently

5. Demonstrate appropriate care and use of printer

6. Demonstrate appropriate care and use of special keyboard keys (Escape, Shift, arrow keys, spacebar, backspace, Delete, Enter, Alt, Ctrl, etc. as needed by software)

7. Demonstrate appropriate care and use of floppy disks

8. Demonstrate appropriate care and use of scanner

D. Use basic computer management skills
1. Demonstrate ability to access and exit developmentally-appropriate software

2. Demonstrate ability to choose appropriate software for a variety of situations

3. Demonstrate ability to change font, size, color, and style
4. Demonstrate ability to explain why one might use certain fonts in given situations
5. Demonstrate ability to manage files (saving, retrieving, printing)

6. Demonstrate ability to delete/erase unwanted files

7. Understand the importance of creating backups of documents

E. Use computer productivity software

1. Design a simple finished document in a word processor

2. Explain the uses and advantages of the word processor

3. Design a simple slideshow presentation

4. Explain the uses and advantages of presentation software

5. Create a simple spreadsheet prepared from data provided
Computer Networking and Telecommunications Skills

A. Use the network by:

1. Logging in to computers using a secret code/identity
2. Demonstrating appropriate use of network printing

3. Saving/retrieving files on network file server

4. *Changing location of saved file using “Move” command

5. Understanding of the network “H” drive

6. Explain the difference between files stored on the hard drive vs. the network “H” drive

7. Accessing on-line information for research from Yahooligans
8. Doing a search using Google or other appropriate search engines

9. Inserting scanned pictures from the network that were saved from a scanner

10. *Sending and receiving electronic mail using generic email account from the computer lab

Legal/Ethical Skills
A. Show understanding of appropriate legal/ethical conduct by:

1. Demonstrating appropriate use of computers

2. Understanding and demonstrating appropriate computer etiquette

3. Respecting the privacy of other students while using computers

4. Obeying copyright laws

5. Understanding of importance of Internet safety and practicing it
6. Explaining the legality of downloading music from the Internet.

Word Processing Skills
A. Create and save a new document

1. Identify intended use of the document

2. Save vs. Save As

B. Open, view, and print documents

1. Use Print Preview

2. Print entire file or selected parts

C. Formatting documents

1. Justifying text

2. Selecting and changing font, size, color, and style

3. Indenting

4. *Line spacing

5. *Indenting

6. *Page orientation

7. *Margins

8. *Setting tabs

9. *Headers and footers

10. *Pagination and section breaks

D. Editing text

1. Making changes to individual letters or words

2. Performing spell-check

3. Use Cut, Copy, and Paste in a document.

4. *Using a thesaurus
E. Using Desktop Publishing Techniques

1. Inserting graphics

2. Creating columns in a document

3. Using layers with graphics

F. Use a word processor in real-world situations to:

1. Write stories or poems

2. Type reports

3. *Generate business letters

Information Management Skills
A. Access/retrieve information

1. Identify a need for information

2. Identify appropriate resources (search engines, commercial database, etc.)

3. Use appropriate search techniques
B. Organize Information

1. Identify useful information from a search

2. Take notes/paraphrase from search

3. Cite (give credit) source of the information

C. Analyze Information

1. Compare information from two or more sources

2. Determine trustworthiness of sources

SUGGESTED UNITS OF STUDY

Unit 1: Finding Information on the Internet
Enduring Understanding: The Internet is a useful source of information, but there are so many Web sites on the Internet that it can be overwhelming.  Knowing how to perform an effective and relevant Internet search is an important skill that will be useful to you for the rest of your career in school.

Essential Questions:  What is an Internet search?  How do people look for information on the Internet?  How is looking for information online similar and different from looking for information in a library?  How do you know which sites can be trusted?  How do you know which sites have the most current information?  What is a Boolean search?  How does a search engine work?  Why is it sometimes hard to locate certain things online?
Core Activities and Assessments: Growing.course.com Web site, discussion about searching for something in your room, video about how search engines work, comparison of various types of searches, research project using varying search engines, student-designed “report card” grading different search engines.

Unit 2: Keyboarding Dictation
Enduring Understanding: Knowing how to type properly will save you many thousands of hours of time over your lifetime. It is important to be able to type things that someone says to you and keep up a quick pace.  By practicing consistently, your speed as well as your accuracy will increase.
Essential Questions: How can practicing your keyboarding skills enable you to become better typists?  How does typing from dictated text vs. typing from a piece of paper differ?  What are some strategies for typing text that is being dictated?  How does a typist keep up his/her accuracy if a person’s speed is so important in a dictation?  How can you make keyboarding a fun and worthwhile activity for yourself?
Core Activities and Assessments: Student-centered material to be dictated by teacher, students dictating short passages to each other, Type to Learn 3’s Dictation Station, SpeedSkin demonstration to hide the keys being typed, PowerPoint presentation with dictated text appearing one letter at a time.
Unit 3: Digital Storytelling
Enduring Understanding:  Using a computer can help you express your ideas to others.  A digital story is an easy and memorable way to share your stories, while promoting creativity.
Essential Questions: What is a digital story?  How is a digital story like a regular story?  How is a digital story different?  What is needed in order to tell a digital story?  Why is planning so important in creating a digital story?  Do you think real props or computer-generated ones would be more realistic?  How can creating a digital story inspire other students?  What do digital stories allow you to do that you could never do in a regular story?  What programs might be helpful in making a digital story?  How does using technology help make a digital story possible?

Core Activities and Assessments: Demonstration of teacher-made samples of digital stories using Microsoft Movie Maker, comparison of telling a story through oral language or a book vs. a digital story, rubric for digital storytelling, creation of props needed for a digital story, “Red Carpet Premiere” in which students can proudly share their digital stories with parents and other students.

Unit 4: Editing on the Computer with Bullets and Numbers
Enduring Understanding:  Knowing how to perform editing tasks, such as adding bullets and numbered lists, will help make lists organized.

Essential Questions: What are bullets and numbered lists?  Why do people use bullets and numbered lists?  How are they the same and different?  How can bullet styles be changed?  Can bullets be applied before typing, after typing, or both?  How can numbered lists be altered?  What other symbols can be used in case bullets are not available?  What are some ways you can use bullets to organize yourself?
Core Activities and Assessments: Alphabetical Shopping List using numbers, “How Many Words Can You Make from This Word?” activity using bullets, Graph Club for students to indicate preference of bullet styles, SMARTBoard editing activity in which students change passages to use bullets and numbered lists to organize them.
Unit 5: Creating materials for a business using Microsoft Publisher
Enduring Understanding: Microsoft Publisher is a very useful program for making printed materials, such as menus and business cards.  Programs such as Microsoft Publisher are called desktop publishing programs and involve many important computer skills.  You can apply the computer skills you have learned to any situation!
Essential Questions: How do businesses create their materials?  How have businesses changed since computers have been invented?  What programs, besides Publisher, can also create printed materials?  How would a business determine the types of materials it needs?  How can text, size, margins, and other settings be changed in Publisher?  How can the “Save As” command help if we are making different printed materials of the same category for a business?  How accurate is the “Page Preview” and why is it important to use?

Core Activities and Assessments: Creation of a fictional business in which various printed materials are required, class presentations of the business, rubric grading the desktop publishing ability of the students, creating a PowerPoint presentation to go along with the printed materials.
