Scope and Sequence

Subject: Technology


Scope and Sequence

	Subject Area: Technology
	P
	K
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12

	Computer Usage Skills

	A. Hardware Familiarization

	1. Vocabulary
	(
	(
	(
	(
	(
	(
	
	
	
	
	
	
	
	

	2. Proper Usage
	(
	(
	(
	(
	(
	(
	
	
	
	
	
	
	
	

	B. Mouse Skills

	1. Move
	(
	(
	
	
	
	
	
	
	
	
	
	
	
	

	2. Click
	(
	(
	
	
	
	
	
	
	
	
	
	
	
	

	3. Drag
	(
	(
	(
	(
	
	
	
	
	
	
	
	
	
	

	4. Right-click
	
	
	
	
	(
	(
	(
	
	
	
	
	
	
	

	5. Double-click
	
	
	
	(
	(
	(
	
	
	
	
	
	
	
	

	6. Mouse pointers: Normal, Busy, Text, Resize
	
	
	
	
	(
	(
	(
	
	
	
	
	
	
	

	C. Keyboarding

	1. Posture
	
	
	
	
	
	(
	(
	(
	(
	(
	
	
	
	

	2. Locate keys (keyboard is set aside for Pre-K)

	a. Enter
	
	(
	(
	
	
	
	
	
	
	
	
	
	
	

	b. Numeric keypad
	
	(
	(
	(
	(
	
	
	
	
	
	
	
	
	

	c. Letter keys
	
	
	(
	(
	(
	
	
	
	
	
	
	
	
	

	d. Space Bar
	
	(
	(
	(
	
	
	
	
	
	
	
	
	
	

	e. Backspace
	
	(
	(
	(
	(
	(
	(
	(
	
	
	
	
	
	

	f. Arrow keys
	
	(
	(
	(
	(
	(
	(
	(
	
	
	
	
	
	

	g. Delete
	
	
	(
	(
	(
	(
	(
	(
	
	
	
	
	
	

	h. Escape
	
	(
	(
	(
	(
	(
	(
	(
	
	
	
	
	
	

	i. Caps Lock
	
	
	(
	(
	(
	(
	(
	(
	
	
	
	
	
	

	j. Shift
	
	
	(
	(
	(
	(
	(
	(
	
	
	
	
	
	

	k. Control
	
	
	
	
	(
	(
	(
	(
	
	
	
	
	
	

	l. Alt
	
	
	
	
	
	(
	(
	(
	
	
	
	
	
	

	3. Proper keyboarding technique

	a. Home row
	
	
	
	
	(
	(
	(
	(
	(
	
	
	
	
	

	b. All letter keys
	
	
	
	
	(
	(
	(
	(
	(
	
	
	
	
	

	c. Capitalization
	
	
	
	
	
	(
	(
	(
	(
	
	
	
	
	

	d. Punctuation
	
	
	
	
	
	(
	(
	(
	(
	
	
	
	
	

	e. Sentence and punctuation spacing
	
	
	
	
	
	(
	(
	(
	(
	
	
	
	
	

	f. Numbers and symbols
	
	
	
	
	
	
	(
	(
	(
	
	
	
	
	

	g. Numeric keypad
	
	
	
	
	
	(
	(
	(
	(
	
	
	
	
	

	h. All remaining keys
	
	
	
	
	
	
	(
	(
	(
	
	
	
	
	

	4. Speed training

	a. Speed: 5 wpm
	
	
	
	
	(
	
	
	
	
	
	
	
	
	

	b. Speed: 10 wpm
	
	
	
	
	
	(
	
	
	
	
	
	
	
	

	c. Speed: 15 wpm
	
	
	
	
	
	
	(
	
	
	
	
	
	
	

	d. Speed: 20 wpm (hands covered)
	
	
	
	
	
	
	(
	(
	
	
	
	
	
	

	e. Speed: 25 wpm (hands covered)
	
	
	
	
	
	
	
	(
	
	
	
	
	
	

	D. Windows program basics

	1. Minimize, maximize, restore, close
	
	
	
	I
	(
	(
	(
	
	R
	
	
	
	
	

	2. Task bar
	
	
	
	(
	(
	(
	(
	(
	R
	
	
	
	
	

	3. Menus
	
	
	
	(
	(
	(
	(
	(
	R
	
	
	
	
	

	4. Scroll
	
	
	
	
	(
	(
	(
	(
	R
	
	
	
	
	

	5. Cut, copy, paste
	
	
	
	
	(
	(
	(
	(
	(
	
	
	
	
	

	E. Research methods

	1. Use multimedia encyclopedia
	
	(
	(
	(
	(
	(
	(
	(
	(
	
	
	
	
	

	2. Keyword search
	
	
	
	
	(
	(
	(
	(
	(
	
	
	
	
	

	3. Dictionary
	
	
	
	
	
	(
	(
	(
	(
	
	
	
	
	

	4. World atlas
	
	
	
	
	(
	(
	(
	(
	(
	
	
	
	
	

	F. File management

	1. My Documents
	
	
	
	
	(
	(
	(
	(
	(
	
	
	
	
	

	2. Rename files
	
	
	
	
	
	
	
	(
	(
	
	
	
	
	

	3. Move files
	
	
	
	
	
	
	
	(
	(
	
	
	
	
	

	4. Delete files
	
	
	
	
	
	
	
	(
	(
	
	
	
	
	

	5. Create folders
	
	
	
	
	
	
	
	
	(
	
	
	
	
	

	G. Word processing

	1. Concept and definition
	
	
	(
	(
	(
	(
	(
	(
	(
	
	
	
	
	

	2. Cursor
	
	
	(
	(
	(
	(
	
	
	
	
	
	
	
	

	3. Font size
	
	
	
	
	(
	(
	(
	(
	R
	
	
	
	
	

	4. Font name, bold, italics, underline
	
	
	
	
	(
	(
	(
	
	R
	
	
	
	
	

	5. Text alignment
	
	
	
	
	
	(
	(
	(
	(
	
	
	
	
	

	6. Highlight text
	
	
	
	
	
	(
	(
	(
	(
	
	
	
	
	

	7. Margins
	
	
	
	
	
	
	(
	(
	(
	
	
	
	
	

	8. Printing
	
	
	
	
	
	(
	(
	(
	(
	
	
	
	
	

	9. Saving and retrieving documents
	
	
	
	
	(
	(
	(
	(
	(
	
	
	
	
	

	10. Bullets
	
	
	
	
	
	
	(
	(
	(
	
	
	
	
	

	11. Automatic numbering
	
	
	
	
	
	
	
	(
	(
	
	
	
	
	

	12. Line spacing (double spacing)
	
	
	
	
	
	
	
	(
	(
	
	
	
	
	

	13. Zoom
	
	
	
	
	
	
	
	(
	(
	
	
	
	
	

	14. Clip art
	
	
	
	
	
	(
	(
	(
	(
	
	
	
	
	

	15. Resize picture
	
	
	
	
	
	
	(
	(
	(
	
	
	
	
	

	16. Move picture
	
	
	
	
	
	
	(
	(
	(
	
	
	
	
	

	17. Delete picture
	
	
	
	
	(
	
	(
	(
	(
	
	
	
	
	

	18. Use of tab key
	
	
	
	
	
	
	(
	(
	(
	
	
	
	
	

	19. Horizontal line
	
	
	
	
	
	
	(
	(
	(
	
	
	
	
	

	20. Undo, redo
	
	
	
	
	(
	(
	(
	(
	(
	
	
	
	
	

	21. Show formatting marks
	
	
	
	
	
	
	
	
	(
	
	
	
	
	

	22. Format painter
	
	
	
	
	
	
	
	
	(
	
	
	
	
	

	23. Columns
	
	
	
	
	
	
	
	
	(
	
	
	
	
	

	24. Wrapping style
	
	
	
	
	
	
	
	
	(
	
	
	
	
	

	25. Paragraph indentation
	
	
	
	
	
	
	
	(
	(
	
	
	
	
	

	26. Select All
	
	
	
	
	
	
	
	(
	(
	
	
	
	
	

	27. Paper size
	
	
	
	
	
	
	
	
	(
	
	
	
	
	

	28. Advanced fonts
	
	
	
	
	
	
	
	
	(
	
	
	
	
	

	29. Page border
	
	
	
	
	
	
	
	(
	(
	
	
	
	
	

	H. Desktop publishing

	1. Concept and definition
	
	
	
	
	
	(
	(
	(
	(
	
	
	
	
	

	2. Difference from word processor
	
	
	
	
	
	
	(
	(
	(
	
	
	
	
	

	3. Advantages and disadvantages
	
	
	
	
	
	
	
	
	(
	
	
	
	
	

	4. Create publication using Wizard
	
	
	
	
	
	(
	(
	(
	(
	
	
	
	
	

	5. Zoom
	
	
	
	
	
	(
	(
	(
	(
	
	
	
	
	

	6. Printing documents
	
	
	
	
	
	(
	(
	(
	(
	
	
	
	
	

	7. Text frame
	
	
	
	
	
	
	(
	(
	(
	
	
	
	
	

	8. Formatting toolbar
	
	
	
	
	
	
	
	
	(
	
	
	
	
	

	9. Font control
	
	
	
	
	
	
	(
	(
	(
	
	
	
	
	

	10. AutoFit text (Best Fit)
	
	
	
	
	
	
	
	
	(
	
	
	
	
	

	11. Text alignment
	
	
	
	
	
	
	(
	(
	(
	
	
	
	
	

	12. Line borders
	
	
	
	
	
	
	(
	(
	(
	
	
	
	
	

	13. Clip art
	
	
	
	
	
	
	(
	(
	(
	
	
	
	
	

	14. Helpful mouse pointers
	
	
	
	
	
	
	(
	(
	(
	
	
	
	
	

	15. Drawing objects
	
	
	
	
	
	
	
	
	(
	
	
	
	
	

	16. Fill color
	
	
	
	
	
	
	
	
	(
	
	
	
	
	

	17. Line styles
	
	
	
	
	
	
	
	
	(
	
	
	
	
	

	18. Selecting multiple objects
	
	
	
	
	
	
	
	
	(
	
	
	
	
	

	19. Grouping / ungrouping objects
	
	
	
	
	
	
	
	
	(
	
	
	
	
	

	20. Layout guides
	
	
	
	
	
	
	
	
	(
	
	
	
	
	

	21. Show/hide boundaries and guides
	
	
	
	
	
	
	
	
	(
	
	
	
	
	

	22. Word art
	
	
	
	
	
	
	
	
	(
	
	
	
	
	

	23. Border art
	
	
	
	
	
	
	
	
	(
	
	
	
	
	

	24. Front/back ordering and overlaps
	
	
	
	
	
	
	
	
	(
	
	
	
	
	

	25. Wrapping style
	
	
	
	
	
	
	
	
	(
	
	
	
	
	

	26. Flips and turns
	
	
	
	
	
	
	
	
	(
	
	
	
	
	

	27. Free rotation
	
	
	
	
	
	
	
	
	(
	
	
	
	
	

	28. Hyphenation
	
	
	
	
	
	
	
	
	(
	
	
	
	
	

	29. Connecting text frames
	
	
	
	
	
	
	
	
	(
	
	
	
	
	

	30. Crop pictures
	
	
	
	
	
	
	
	
	(
	
	
	
	
	

	31. Layout definition
	
	
	
	
	
	
	
	
	(
	
	
	
	
	

	32. Layout techniques

	a. Consistency
	
	
	
	
	
	
	
	
	(
	
	
	
	
	

	b. White space management
	
	
	
	
	
	
	
	
	(
	
	
	
	
	

	c. Columns
	
	
	
	
	
	
	
	
	(
	
	
	
	
	

	d. Rules for art
	
	
	
	
	
	
	
	
	(
	
	
	
	
	

	I. Spreadsheet

	1. Concept and definition
	
	
	
	
	
	(
	(
	(
	(
	
	
	
	
	

	2. Advantages
	
	
	
	
	
	
	(
	(
	(
	
	
	
	
	

	3. Cell, row, column
	
	
	
	
	
	(
	(
	(
	(
	
	
	
	
	

	4. Cell address
	
	
	
	
	
	(
	(
	(
	(
	
	
	
	
	

	5. The Excel window
	
	
	
	
	
	(
	(
	(
	(
	
	
	
	
	

	a. Worksheet area
	
	
	
	
	
	(
	(
	(
	(
	
	
	
	
	

	b. Row and column headings
	
	
	
	
	
	
	(
	(
	(
	
	
	
	
	

	c. Mouse pointer
	
	
	
	
	
	
	(
	(
	(
	
	
	
	
	

	d. Active cell
	
	
	
	
	
	
	(
	(
	(
	
	
	
	
	

	e. Name box
	
	
	
	
	
	
	
	(
	(
	
	
	
	
	

	f. Formula bar
	
	
	
	
	
	
	(
	(
	(
	
	
	
	
	

	6. Movement by mouse pointer, keyboard
	
	
	
	
	
	(
	(
	(
	(
	
	
	
	
	

	7. Data entry
	
	
	
	
	
	(
	(
	(
	(
	
	
	
	
	

	a. Enter, Tab, arrow keys, Escape
	
	
	
	
	
	
	(
	(
	(
	
	
	
	
	

	8. Types of data
	
	
	
	
	
	
	
	
	(
	
	
	
	
	

	9. Font, bold
	
	
	
	
	
	(
	(
	(
	(
	
	
	
	
	

	10. Borders
	
	
	
	
	
	
	(
	(
	(
	
	
	
	
	

	11. Cell alignment
	
	
	
	
	
	
	(
	(
	(
	
	
	
	
	

	a. Merge and center
	
	
	
	
	
	
	
	(
	(
	
	
	
	
	

	12. Column width
	
	
	
	
	
	(
	(
	(
	(
	
	
	
	
	

	13. Clear
	
	
	
	
	
	(
	(
	(
	(
	
	
	
	
	

	14. Insert and delete rows and columns
	
	
	
	
	
	
	
	(
	(
	
	
	
	
	

	15. Selecting blocks of cells
	
	
	
	
	
	(
	(
	(
	(
	
	
	
	
	

	16. Cell formatting
	
	
	
	
	
	
	(
	(
	(
	
	
	
	
	

	a. Decimals, Rounding, Currency, Date/Time
	
	
	
	
	
	
	
	(
	(
	
	
	
	
	

	17. Printing
	
	
	
	
	
	
	(
	(
	(
	
	
	
	
	

	a. Page boundaries
	
	
	
	
	
	
	
	(
	(
	
	
	
	
	

	18. Simple formulas
	
	
	
	
	
	
	(
	(
	(
	
	
	
	
	

	19. Fill right, fill down
	
	
	
	
	
	
	(
	(
	(
	
	
	
	
	

	20. Relative copying
	
	
	
	
	
	
	
	
	(
	
	
	
	
	

	21. Using functions
	
	
	
	
	
	
	
	
	(
	
	
	
	
	

	a. SUM
	
	
	
	
	
	
	
	
	(
	
	
	
	
	

	b. AVERAGE
	
	
	
	
	
	
	
	
	(
	
	
	
	
	

	c. MAX, MIN
	
	
	
	
	
	
	
	
	(
	
	
	
	
	

	d. NOW
	
	
	
	
	
	
	
	
	(
	
	
	
	
	

	22. Absolute cell references
	
	
	
	
	
	
	
	
	(
	
	
	
	
	

	23. Sort
	
	
	
	
	
	
	
	(
	(
	
	
	
	
	

	24. Freeze panes
	
	
	
	
	
	
	
	
	(
	
	
	
	
	

	25. Introduction to charts
	
	
	
	
	
	
	
	(
	(
	
	
	
	
	

	26. Reading charts
	
	
	
	(
	(
	(
	(
	(
	(
	
	
	
	
	

	27. Chart types: bar (and column), line,   pie
	
	
	
	
	
	
	
	(
	(
	
	
	
	
	

	28. Advantages of each chart type
	
	
	
	
	
	
	
	
	(
	
	
	
	
	

	29. Chart terminology (title, label, legend, axis)
	
	
	
	
	
	
	
	
	(
	
	
	
	
	

	30. Chart wizard
	
	
	
	
	
	
	(
	(
	(
	
	
	
	
	

	31. Chart development
	
	
	
	
	
	
	(
	(
	(
	
	
	
	
	

	a. Single series charts
	
	
	
	
	
	
	(
	(
	(
	
	
	
	
	

	b. Multiple series charts
	
	
	
	
	
	
	
	
	(
	
	
	
	
	

	32. Customizing charts
	
	
	
	
	
	
	
	
	(
	
	
	
	
	

	J. Slideshow Presentation

	1. Concept and definition
	
	
	
	
	
	
	(
	(
	(
	
	
	
	
	

	2. Advantages and disadvantages
	
	
	
	
	
	
	
	
	(
	
	
	
	
	

	3. New presentation using design templates
	
	
	
	
	
	
	(
	(
	(
	
	
	
	
	

	4. AutoLayout fields
	
	
	
	
	
	
	(
	(
	(
	
	
	
	
	

	5. Add new slide
	
	
	
	
	
	
	(
	(
	(
	
	
	
	
	

	6. Navigating slides
	
	
	
	
	
	
	(
	(
	(
	
	
	
	
	

	7. View slide show
	
	
	
	
	
	
	(
	(
	(
	
	
	
	
	

	8. Rule of Sixes
	
	
	
	
	
	
	
	
	(
	
	
	
	
	

	9. Views
	
	
	
	
	
	
	
	
	(
	
	
	
	
	

	10. Slide transitions
	
	
	
	
	
	
	
	
	(
	
	
	
	
	

	11. Object animation
	
	
	
	
	
	
	
	
	(
	
	
	
	
	

	12. Need for consistency
	
	
	
	
	
	
	
	
	(
	
	
	
	
	

	13. Speaker notes
	
	
	
	
	
	
	
	
	(
	
	
	
	
	

	K. Internet

	1. Concept
	
	
	
	
	(
	(
	(
	
	
	
	
	
	
	

	2. Safety
	
	
	
	
	(
	(
	(
	(
	(
	(
	(
	(
	(
	(

	3. Web Browser
	
	
	
	
	(
	(
	(
	(
	(
	(
	(
	(
	(
	(

	4. E-mail
	
	
	
	
	(
	(
	(
	(
	(
	(
	(
	(
	(
	(

	L. Database

	1. Concept
	
	
	
	
	
	
	
	
	(
	
	
	
	
	

	2. Data entry in tables
	
	
	
	
	
	
	
	
	(
	
	
	
	
	

	3. Using queries
	
	
	
	
	
	
	
	
	(
	
	
	
	
	

	4. Sorting
	
	
	
	
	
	
	
	
	(
	
	
	
	
	

	5. Filter by form
	
	
	
	
	
	
	
	
	(
	
	
	
	
	

	6. Creating tables
	
	
	
	
	
	
	
	
	(
	
	
	
	
	

	7. Creating queries
	
	
	
	
	
	
	
	
	(
	
	
	
	
	

	8. Creating forms
	
	
	
	
	
	
	
	
	(
	
	
	
	
	

	9. Creating reports
	
	
	
	
	
	
	
	
	(
	
	
	
	
	

	10. Database design
	
	
	
	
	
	
	
	
	(
	
	
	
	
	

	11. Relationships
	
	
	
	
	
	
	
	
	(
	
	
	
	
	

	M. Web Design

	1. Formatting
	
	
	
	
	
	
	
	
	
	
	(
	(
	(
	(

	2. Images 
	
	
	
	
	
	
	
	
	
	
	(
	(
	(
	(

	3. Tables
	
	
	
	
	
	
	
	
	
	
	(
	(
	(
	(

	4. Links
	
	
	
	
	
	
	
	
	
	
	(
	(
	(
	(

	5. Layout
	
	
	
	
	
	
	
	
	
	
	(
	(
	(
	(

	6. Multimedia
	
	
	
	
	
	
	
	
	
	
	(
	(
	(
	(

	7. Graphic Design
	
	
	
	
	
	
	
	
	
	
	(
	(
	(
	(

	8. JavaScript
	
	
	
	
	
	
	
	
	
	
	(
	(
	(
	(

	N. Basic Programming

	1. Programming skills
	
	
	
	
	
	
	
	
	
	
	
	(
	(
	(

	2. Using variables and constants
	
	
	
	
	
	
	
	
	
	
	
	(
	(
	(

	3. Decision Structures
	
	
	
	
	
	
	
	
	
	
	
	(
	(
	(

	4. Procedures
	
	
	
	
	
	
	
	
	
	
	
	(
	(
	(

	5. Looping Structures
	
	
	
	
	
	
	
	
	
	
	
	(
	(
	(

	6. Arrays
	
	
	
	
	
	
	
	
	
	
	
	(
	(
	(

	7. Animation
	
	
	
	
	
	
	
	
	
	
	
	(
	(
	(

	O. Computer Ethics

	1. Ethics defined
	
	
	
	
	
	
	
	
	(
	
	
	
	
	

	2. Technology: good or bad?
	
	
	
	
	
	
	
	
	(
	
	
	
	
	

	3. Information overload
	
	
	
	
	
	
	
	
	(
	
	
	
	
	

	4. Artificial intelligence
	
	
	
	
	
	
	
	
	(
	
	
	
	
	

	5. Copyrights
	
	
	
	
	
	
	
	
	(
	
	
	
	
	

	6. Software piracy
	
	
	
	
	
	
	
	
	(
	
	
	
	
	

	7. Plagiarism
	
	
	
	
	
	
	
	
	(
	
	
	
	
	


I – Introduce topic; ( – Teach and provide in-depth information on topic; R – review topic
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