Technology Class 
Miss Langel 
Name: ______________________________________
Class Time and Location: You will meet every six days for class 
· Mon, Thursday, Friday: 1:41—2:31; Miss Langel’s Room 
· Tuesday: 1:41-2:31; Computer Lab 
· Wednesday: 9:38-10:18; Computer or Miss Langel’s Room
Technology Literacy Checklist 
· [bookmark: _GoBack]As you demonstrate the mastery of the skill, I will initial and date when the skill is accomplished. It is your responsibility to keep track of this checklist 
	Basic Computer Use

	Skill 
	Completed 
	Initial 
	Date  

	Properly start and shut down the computer
	
	
	

	Open, use, and close a program
	
	
	

	Use keyboard and mouse
	
	
	

	Use more than one program at a time
	
	
	

	Learn new programs and features independently 
	
	
	



	File Management 

	Skill 
	Completed 
	Initial 
	Date  

	Select, open, and save documents to the network 
	
	
	

	Create new folders for organizing files 
	
	
	

	Save appropriate files and delete those not needed
	
	
	

	Use the district network to move files and maintain school-related files and folders
	
	
	

	Save a file on a flash drive and properly eject flash drive 
	
	
	



	Word Processing 

	Skill 
	Completed 
	Initial 
	Date  

	Keyboarding (30 WPM) ***
	
	
	

	Create, save, and print a word document
	
	
	

	Format a word document (spell check, tabs, etc.)
	
	
	

	Insert multimedia (photos, graphs, charts, etc.)
	
	
	



	Spreadsheet

	Skill 
	Completed 
	Initial 
	Date  

	Use pre-existing spread sheet 
	
	
	

	Enter data and modify formulas on a pre-existing spread sheet
	
	
	



	Databases

	Skill 
	Completed 
	Initial 
	Date  

	Use a pre-existing database
	
	
	



	Presentation and Design (PowerPoint)

	Skill 
	Completed 
	Initial 
	Date  

	Use pre-existing presentation template 
	
	
	

	Create a presentation template
	
	
	

	Select and insert graphics in a presentation template
	
	
	

	Modify a graphic (crop, resize, etc.) for presentation purposes
	
	
	

	Insert text using various sizes, colors, formats, and styles
	
	
	

	Import and insert sound, visuals, links, etc.
	
	
	

	If completed early, create a Prezi
	
	
	

	Research and Information Searching

	Skill 
	Completed 
	Initial 
	Date  

	Identify potential sources for searching
	
	
	

	Search and locate information from a variety of electronic sources (Internet, EBSCO, etc.)
	
	
	

	Proper internet search using search terms and modifiers 
	
	
	

	Identify strong sources and weak sources
	
	
	



	Miscellaneous 

	Skill 
	Completed 
	Initial 
	Date  

	Proper use of Social Media
	
	
	

	Internet security and safety 
	
	
	

	Website design and student portfolio 
	
	
	




 
