Basic Operations Windows

8th grade

One week (depends on experience)

Objective: Turn the computer on and off, open and close a program, minimize, maximize a dialogue box, Save and delete files, learn where to save and make a new folder, print, use help, use menu options.

Materials: 

Computer

Ditto with corresponding topic of the day.

Introduction: The students will be introduced to the computer and all it’s major components in a class lesson.  Further information will be taught with the programs that will be learned in the future.

Demonstration: Students will follow verbal directions as well as written instruction.   Students will also view me completing the task at hand before they attempt the project.  I will assist any students who need help.

Tentative Schedule:

Day one: Turning computer on and off, opening program

1. Turn the computer on

2. Open a program using the start menu


3. Use the Dialogue box to minimize and maximize


4. Close program


5. Shut down computer

Day two: Saving Files

1.  Open and create a document

2. Save the file, use save as, save document in a different format

Day three: Directories and the find tool

1.  Use the find tool and find document saved in previous class

2. Learn about where to save

3. Create a new folder 

4. Cut and paste found document

Day four: Print and control Buttons

1.Working with the Print dialogue box

2. Review remaining buttons

Day five: Using Help

1. Student will browse several help topics

2. Print one topic

Assessment: Students' work will be assessed by their ability to follow directions and complete the task at hand.
Closure: Clean-up 5 to 10 minutes before the end of class.

