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- The Basic Skills  
o Turn on the computer.  
o Shut down the computer. 

 
- Working with the Desktop 

o Format/Erase a floppy disk.  
o Display a menu.  
o Close a menu.  
o Display the directory/contents of a hard disk.  
o Resize a window.  
o Move a window.  
o Scroll through a window.  
o Create a folder.  
o Rename a folder.  
o Delete a folder.  
o Display the directory/contents of a CD-ROM disk.  
o Display the directory/contents of a floppy disk.  

 
- Basic Word Processing Skills  

o Start a Word Processing program.  
o Create a new document.  
o Enter text.  
o Use "Help" to set margins.  
o Change the margins  
o Change the font.  
o Bold, italicize, and underline text.  
o Create superscript and subscript.  
o Insert characters.  
o Double space text.  
o Align text--left, center, right.  
o Delete characters.  
o Check for and correct spelling errors.  
o Copy a block of text within a single document.  
o Move a block of text within a single document.  
o Copy a block of text to a new document.  
o Save a file called, "Practice" to a floppy disk.  
o Rename file on the floppy disk to "Practice 1".  
o Find a file on a floppy disk.  
o Open a file stored on a floppy disk into an application.  
o Copy a file from the hard disk to floppy disk.  
o Name a disk, "Practice Disk2."  
o Delete file, "Practice 1," from floppy disk.  
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o Make a backup floppy disk.  
o Open a second application.  
o Quit all applications.  

 
- Printer Operations  

o Load paper.  
o Change ribbon or cartridge.  
o Select a printer.  
o Change page orientation.  
o Print a file.  

 
#�
�
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http://www.wps.k12.va.us/tech/trt/wpstech/terms.htm  
                                                                                                                         
AUXILIARY STORAGE - Used to store programs and data when they are not 
being used in main memory. 

- Backup - Creating an extra copy of files for safekeeping. 
- CD-ROM - A compact disk that stores 600 Mb of data and has read-only 

memory which means data is displayed but not manipulated. 
- CD-RW - Compact Disk-ReWritable. A recordable optical technology that 

enables unlimited write operations. 
- Floppy Disk - Removable auxiliary storage that uses flexible magnetic 

media. 
                                                                                                                          
COMPUTER SYSTEM - Set of devices that provide for the input, storage, 
processing, and output of information. 

- File Server - Specialized computer system that stores and retrieves 
information for other computers linked via a network. 

                                                                                                                                 
HARDWARE - The physical equipment of a computer system. 

- CPU - Central Processing Unit. The "brain" of the computer.  
- Digital Camera - Point and shoot device that captures still images 

electronically. 
- Disk Drive - Device that reads and/or writes information on a removable 

disk. 
- Hard Drive/C:Drive - Auxiliary storage system that uses a rigid disk to 

store magnetic media. 
- Ink Jet Printer - Device that produces images and text by spraying a fine, 

controlled pattern of ink. 
- I/O Devices - Devices, such as a mouse, keyboard, or monitor that allow 

the input or output of data. 
- Laser Printer - Device that prints images and text by using a high intensity 

light beam. 
- Modem - Device that allows computers to communicate over telephone 

lines. 
- Monitor - The device that delivers an on-screen image. 
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- Mouse - A hand-held input device that relays signals to the monitor. 
- Peripheral Devices - Any hardware that is attached to a computer via a 

port. 
- Port - Point of connection on a computer system that provides for the use 

of peripheral devices. 
- Scanner - Device used to capture printed images and text electronically. 

                                                                                                                                   
MEMORY 

- Bit - A binary digit: "0" or "1". 
- Byte - A set of eight bits. Used to store a single character. 
- Gigabyte (Gb) - Approximately one billion characters. 
- Megabyte (Mb) - Approximately one million characters. 
- RAM (Random Access Memory) - Electronic memory that temporarily 

stores programs and data within the computer system. Stored information 
is lost when the computer is turned off. 

                                                                                                                                  
NETWORK - Set of computer systems linked for the purpose of sharing 
information and devices.  

- Browser - A program that enables the user to navigate the World Wide 
Web. 

- Internet - Public, world-wide computer network. 
- LAN (Local Area Network) - Set of computers linked within a room or 

building for the purpose of sharing information and devices. 
- Search Engine - A program that locates needed information on the 

Internet. 
- URL (Uniform Resource Locator) - The address of a web site. 
- WAN (Wide Area Network) - Set of computers linked between buildings or 

throughout a community to share information and devices. 
                                                                                                                                 
SOFTWARE - General term for sets of program and data files that allow the user 
to accomplish a task. 

- Application - A software tool that has a specific function. 
- Database - An application which uses records and fields to organize and 

sort data. 
- Data File - Set of information used or manipulated by a computer program. 
- Program File - Set of computer instructions. 
- Spreadsheet - An application which uses cells, rows, and columns to 

perform number calculations and to create graphs. 
- Word Processing - An application which creates, edits, and prints text and 

graphics. 
                                                                                                                            
MISCELLANEOUS 

- Binary Code -Number system based on powers of two. 
- Icon - Picture representing a file, device, or command on the desktop. 
- Logon/off - Process of signing onto/off of a computer or network. 
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I. Word Processing Desktop Publishing (3 documents) 
Select 3 examples from your own work. A scanned image and a picture from a 
digital camera must be displayed within at least one of your documents. 

- Letter to parents/students  
- Class Handout  
- Test  
- Assignment Sheet  
- Any document designed for instructional use  
- Computer Overhead Transparency  
- Memo  

 
II. Database (2)  
Select examples of your own work which illustrate two (2) databases. Each 
database must contain a minimum of 4 fields and 10 records. 
Sample Ideas: 

- Class Roster  
- Database of URLs  
- Mailing List  
- Database to be used by students  
- Inventory of Supplies/Materials/Books  

 
III. Spreadsheet (1)  
Select an example of your own work which illustrate the use of a spreadsheet 
program. Printout must show a spreadsheet (including a function or formula) and 
embedded graph. 
Sample Ideas: 

- Class Roster  
- Database of URLs  
- Mailing List  
- Database to be used by students  
- Inventory of Supplies/Materials/Books  

 
IV. Presentation (1-five card linear design) 
Select an example from your own work which is a presentation of at least 5 
slides/frames. 

- PowerPoint  
- HyperStudio  
- Kid Pix Slide Show  
- ClarisWorks Slide Show  

 
V. Telecommunications (4) 
Select and print out examples of the following: 
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- E-mail that you have sent  
- Lesson plan you downloaded from WWW with date and location on the 

page  
- Teacher-Created Bibliography of 3 electronic resources using MLA Style 

Guide  
- Internet search engine results printed out with date and location on the 

page  
 
VI. Hypermedia (1-five card nonlinear design) 
 
Select a multimedia document created by you. Elements must be linked in a 
nonlinear way. 

- HTML document with at least 5 web pages containing at least 5 links  
- HyperStudio stack with at least 5 cards  
- PowerPoint with at least 5 slides  
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All licensed personal must complete a portfolio to satisfy requirements for level III 
technology standards. The portfolio must contain hard copy 
(printed copy on paper) of the requirements below. 
 
Portfolio will contain two multi-day units developed using the WPS curriculum 
integration model. As a basic component of the unit, students will:  

- use at least one application from t nhe basic tool category.  
- use an additional application from one of the other technology tool 

categories.  
 
Curriculum Integration Model 
Objectives: What the students will learn.  
Standards: Virginia Standards of Learning and/or local curriculum goals 
Strategies: Instructional methods and tasks used for teaching.  
Resources: Tools, materials, and people that teachers and students will utilize.  
Assessment: Formative and summative measures by which student learning will 
be monitored and evaluated.  
 
These components are highly interrelated: a change to one of them affects the 
others. 
 
Four Software Categories 
 
� Basic Tools  

• All Subjects  
o Word Processing  
o Database  
o Spreadsheet  
o Hypermedia  
o Concept Mapping  
o Presentation  

• Sample Math Tools  
o LOGO  
o Mathematica  
o Calculators  
o Geometer's Sketchpad  

• Sample Science Tools  
o Probeware  
o Image Processing  

� Reference Materials - Software that provides databases of information.  
• Databases of information on CD:  

o Encyclopedia, atlases, almanacs, etc  
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o World Wide Web  
• Unique Characteristics:  

o Multimedia  
o Interactive  
o Hypermedia cross-referencing  
o Boolean Search  

� Simulations and Educational Games - Software that provides a simulated 
experience or drill and skill.  

• Simulations  
• Games - Drill and Skill  
• Virtual Reality  
• Unique Characteristics:  

o Multimedia  
o Interactive  
o Can be problem-based  

� Structured Learning Environments - Software that is designed to teach the 
user specific information and skills. The experience can be very 

� structured (from pre-test through post test) or it can be more of a guided 
discovery.  

• Traditional Integrated Learning System (ILS)  
• Exploratory  
• Unique Characteristics:  

o Multimedia  
o Interactive  

 
Review of Terms 

- Multimedia - Any presentation or software that combines several media 
such as graphic, sound, video, animation, and/or text. 

- Hypermedia - A linking strategy that lets you jump between related 
information (by clicking on a button or text) within a document or amongst 
multiple documents or, if on a network, amongst documents on different 
servers. The information maybe multimedia (include graphic, sound, 
video, animation and/or text). 

- Bollean Search - A search of a database which allows you to use certain 
operators (such as "and," "or," "not") between text strings so as to narrow 
the search. For example you could search for "men" and "cook" or "clean" 
not "married." 

- Virtual - Quality of effecting something without actually being that 
something; thus, "virtual Bob" is a man with another name who gets just 
as many chores done around the house as the real Bob. 

- Virtual Reality - Computer simulation aimed at giving users experiences as 
close as possible to those they would have in the real world. Some VR 
systems project 3D images through a head set with a visor. 

- Integrated Learning System (ILS) - Software that delivers curriculum 
instruction from pre-assessment of students' skills, to direct instruction, 
and finally to post-assessment. 
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Inservice Instructional Staff to Meet Technology Standards 

- Instructional Staff Members Must Be Fluent Users of Technology to 
Effectively Use it to Improve Instruction 

- To Insure the Integration of Technology Throughout the Curriculum, All 
Instructional Personnel Will Be Trained to Meet the Eight Technology 
Standards 

- Inservice Courses 
o All licensed Personnel will be Required to Meet the State 

Competencies as an Integral Part of the Recertification Process 
o Courses Offered Will Provide the Necessary Training and Prepare 

Teachers to Integrate tghe Technology SOL into Their Lessons 
o Introductory Courses Provide Training in Computer Operations and 

Terminology 
o Content Specific Courses Provide Training in Integrating 

Technology Within A Specific Area 
o Specialized Courses Provide Training in Specific Areas Withinm 

The Curriculum or on the use of Specialized Tools 
o Courses are Offered  Throughout the Year Aftger School and 

During Short Summer Sessions 
o Trainers are WPS Resource Teachers, Shenandoah University, 

and Lord Fairfax Instructors 
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Increase Access to Up-to-Date Technology 

- Students and Instructional Staff Must Have Ready Access to Appropriate 
Technologies 

- Provide Every Classroom Instructor with a Networked Computer System 
and Software 

- Provide Internet Access to All Instructional Areas 
- Replace Obsolete Technology.  Provide Increased Access Within the 

Classroom 
- Handley Initiative - Place an additional 50 computer systems, software, 

and display systems in classrooms; replace writing lab ad math/ cs lab 
with up-to-date hardware and software; complete building network and link 
to Internet 

- Daniel Morgan Initiative - complete placement of computer in every 
classroom; replace "A" wing IIGS lab; study alternatives to traditional lab 
placements.  Replace B and C Wing Labs with functional equivalents; 
complete building network and link to the Internet 

- Elementary Initiative - complete placement of a computer in every 
classroom; study alternatives to traditional lab placements, replace IIGS 
labs with functional equivalents; equip remodeleld Quarles school with up-
to-date software ad hardware; complete building network and link to the 
Internet 

 
Integrate Technology Across the Curriculum 

- The Application of Technology Musty be an Integral Part of the Curriculum 
- Provide Elementary and middle School Technology Curriculum 

Committees to Assist With Curriculum Revisions to Insure Technology 
Integration and SOL Mastery 

- Provide Staff Assistance to High School Departments With Curriculum 
Revisions to Insure Technology Integration 

- Provide Sufficient Inservice to Support A High Level of integration 
- Provide Funding to Continue to Provide Access to Up-to-Date Technology 

Tools 
- Provide the Necessary Technology Support Staff to Enable A High Level 

of Integration 
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From: http://www.pen.k12.va.us/VDOE/Compliance/TeacherED/tech.html 
(Virginia Department of Education) 
 
8 VAC 20-25-10 et seq.  
Statutory Authority: § 22.1-16 of the Code of Virginia  
Effective Date: March 4, 1998 
 
8 VAC 20-25-10. Definitions.  
 
The following words and terms, when used in this regulation, shall have the 
following meaning unless the context clearly indicates otherwise:  

- Demonstrated proficiency means a demonstrated level of competence of 
the technology standards as determined by school administrators.  

- Electronic technologies means electronic devices and systems to access 
and exchange information.  

- Instructional personnel means all school personnel required to hold a 
license issued by the Virginia Board of Education for instructional 
purposes.  

- Productivity tools means computer software tools to enhance student 
learning and job performance.  

 
8 VAC 20-25-20. Administration of technology standards. N  

A. School divisions and institutions of higher education shall incorporate the 
technology standards for instructional personnel into their division-wide 
technology plans and approved teacher education programs, respectively, 
by December 1998.  

B. School divisions and institutions of higher education shall develop 
implementation plans for pre-service and in-service training for 
instructional personnel. The implementation plan shall provide the 
requirements for demonstrated proficiency of the technology standards.  

C. Waivers shall be considered on a case-by-case basis of the 18-hour 
professional studies cap placed on teacher preparation programs for 
institutions requesting additional instruction in educational technology.  

D. School divisions shall ensure that newly-hired instructional personnel from 
out of state demonstrate proficiency in the technology standards during 
the three-year probation period of employment.   

E. Course work in technology shall satisfy the content requirement for 
licensure renewal for license holders who do not have a master’s degree.  

F. School divisions shall incorporate the technology standards into their local 
technology plans and develop strategies to implement the standards by 
December 1998.  

G. Institutions of higher education shall incorporate technology standards in 
their approved program requirements and assess students’ demonstrated 
proficiency of the standards by December 1998.  
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8 VAC 20-25-30. Technology standards.  

A. Instructional personnel shall be able to demonstrate effective use of a 
computer system and utilize computer software.  

B. Instructional personnel shall be able to apply knowledge of terms 
associated with educational computing and technology.  

C. Instructional personnel shall be able to apply computer productivity tools 
for professional use.  

D. Instructional personnel shall be able to use electronic technologies to 
access and exchange information.  

E. Instructional personnel shall be able to identify, locate, evaluate, and use 
appropriate instructional hardware and software to support Virginia’s 

F. Standards of Learning and other instructional objectives.  
G. Instructional personnel shall be able to use educational technologies for 

data collection, information management, problem solving, decision 
making, communication, and presentation within the curriculum.  

H. Instructional personnel shall be able to plan and implement lessons and 
strategies that integrate technology to meet the diverse needs of learners 
in a variety of educational settings.  

I. Instructional personnel shall demonstrate knowledge of ethical and legal 
issues relating to the use of technology.  

 
�


