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Computer Literacy

47 Benchmarks
Standard 1: Demonstrates touch typing with appropriate speed and accuracy

Standard 2: Knows the characteristics and uses of computer hardware

By the end of 12th grade students will:

BE.CL.2.1 Define a computer
BE.CL.2.2 Differentiate between hardware and software
BE.CL.2.3 Know the concept of computer networks
BE.CL.2.4 Knows the characteristics and uses of computer hardware
BE.CL.2.5 Identify hardware components inside the computer

BE.CL.2.6 Identify input devices and describe how they are connected to a computer
BE.CL.2.7 Identify output devices and describe how they are connected to a computer
BE.CL.2.8 Explain which storage device to use under different circumstances
BE.CL.2.9 Use different storage devices 
BE.CL.2.10 Have a basic understanding and use of file management 
BE.CL.2.11 Knows hardware components appropriate for specific tasks
· Types of printers needed for a publishing business

· Cash registers

· Price scanners used in various retail settings
BE.CL.2.12 Knows proper set-up of workstations 
· Ergonomics
· Lighting

· Ventilation

· Cabling
BE.CL.2.13 Identifies malfunctions and problems in hardware 
BE.CL.2.14 Describe routine maintenance tasks necessary to keep your computer in good working condition
BE.CL.2.15 Knows features and uses of emerging technology
· Optical character recognition

· Video conferencing

· Wireless devices
Standard 3: Knows the characteristics of computer software programs

By the end of 12th grade students will:

BE.CL.3.1 Explain when to use word processing, spreadsheet, database, and desktop publishing software
BE.CL.3.2 Uses word processing software to update, add, and delete data and to produce documents
BE.CL.3.3 Define the anatomy of a spreadsheet
BE.CL.3.4 Uses spreadsheet software to update, add, and delete data and to produce documents
BE.CL.3.5 Uses presentation and multimedia software to design, create, edit, and format presentations
BE.CL.3.6 Uses desktop publishing software to produce a variety of publications
BE.CL.3.7 Analyze spreadsheet data
BE.CL.3.8 Uses database software to enter, sort, search, and retrieve data 
BE.CL.3.9 Uses various resources to troubleshoot problems with software
· On-line help

· Tutorials

· Manuals

BE.CL.3.10 Knows that different types of software exist for different subjects and industries
BE.CL.3.11 Apply special features of software packages such as galleries, templates, and macros 
BE.CL.3.12 Import, export, and merge data 

Standard 4: Understands the impact of information systems and technology 

By the end of 12th grade students will:

BE.CL.4.1 Understands that information systems and technology have affected social ideals 

· worker/manager protocols

· attitudes toward work, family, school, other cultures
BE.CL.4.2 Knows how information systems and technology have caused greater interdependence among workers, organizations, and nations
BE.CL.4.3 Understands how information systems and technology have changed the breadth and level of worker responsibilities 

BE.CL.4.4 Knows ways that information systems and technology have contributed to worker productivity.
BE.CL.4.5 Knows economic effects of using information systems

· High cost to business when purchasing equipment

· Reduced staff numbers

· Retraining of staff
BE.CL.4.6 Knows that the implementation of information systems and technology may help to resolve conflicts within the workplace 

BE.CL.4.7 Understands the relationship of rapidly changing technology and information 
· Systems to global competition

· Job creation

· Obsolescence
· Supply/demand

Standard 5: Establishes and uses a personal code of ethics for information systems

By the end of 12th grade students will:

BE.CL.5.1 Knows acceptable telecommunications ethics, etiquette, guidelines, and laws
BE.CL.5.2 Understands the concepts of information systems integrity and confidentiality in the business environment and knows the risks of a breach of confidentiality

Standard 6: Understands the selection and acquisition of information systems

By the end of 12th grade students will:

BE.CL.6.1 Knows steps involved in developing a plan for implementing new and emerging technology

BE.CL.6.2 Knows places to obtain information systems hardware and software
BE.CL.6.3 Knows how to establish selection criteria for technology tools needed to address business applications and needs
BE.CL.6.4 Uses selection criteria to choose information systems suitable for particular situations

Standard 7: Knows appropriate procedures used to analyze and design information systems

By the end of 12th grade students will:

BE.CL.7.1 Knows how to perform a critical analysis of a computer system 
BE.CL.7.2 Knows issues encountered when designing a computer system to meet particular needs 

· Functionality

· Ease of use

· Cost

· Number of uses

· Performance

· Standards
BE.CL.7.3 Knows factors affecting acquisition of equipment for an information system 
· Warranties

· Support and service
· Reliability and reputation

· Cost
Standard 8: Understands plans for maintaining the security of information systems

By the end of 12th grade students will:

BE.CL.8.1 Knows federal and state laws pertaining to computer crime, fraud, abuse, and electronic security breeches
BE.CL.8.2 Knows effective controls for the maintenance of confidentiality in information systems facilities, data, communications, and applications 

· Passwords

· Restricted access
BE.CL.8.3 Knows precautions that can be taken to protect against electronic viruses and computer crime
BE.CL.8.4 Knows procedures used to restart and recover from possibly damaging situations
· System failure
· Computer virus
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