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CAREER AND
TECHNOLOGY
STUDIES

A. PROGRAM RATIONALE AND PHILOSOPHY

Through Career and Technology Studies (CTS),
secondary education in Alberta is responding to
the many challenges of modern society, helping
young people develop daily living skills and
nurturing a flexible, well-qualified work force.

In Canada’s information society, characterized by
rapid change in the social and economic
environment, students must be confident in their
ability to respond to change and successfully meet
the challenges they face in their own personal and
work lives. In particular, they make decisions about
what they will do when they finish high school.
Many students will enter the work force, others will
continue their education. All students face the
challenges of growing independence and
responsibility, and of entering post-secondary
programs and/or the highly competitive workplace.

Secondary schools also face challenges. They must
deliver, on a consistent basis, high quality,
cost-effective programs that students, parents and
the community find credible and relevant.

CTS helps schools and students meet these
challenges. Schools can respond more efficiently
and effectively to student and community needs and
expectations by taking advantage of the
opportunities in the CTS curriculum to design
courses and access school, community and distance
learning resources. Students can develop the
confidence they need as they move into adult roles
by assuming increased responsibility for their

©Alberta Education, Alberta, Canada

learning; cultivating their individual talents,
interests and abilities; and by defining and acting on
their goals.

As an important component of education in Alberta
secondary schools, CTS promotes student
achievement by setting clear expectations and
recognizing student success. Students in CTS
develop competencies—the knowledge, skills and
attitudes they are expected to demonstrate, that is,
what they know and what they are able to do.

Acquired competencies can be applied now and in
the future as students make a smooth transition into
adult roles in the family, community, workplace
and/or further education. To facilitate this
transition, clearly stated expectations and standards
have been defined in cooperation with teachers,
business and industry representatives and
post-secondary educators.

CTS offers all students important learning
opportunities. Regardless of the particular area of
study chosen, students in CTS will:

e develop skills that can be applied in their daily
lives, now and in the future

refine career-planning skills

develop technology-related skills

enhance employability skills

apply and reinforce learnings developed in
other subject areas.

Career and Technology Studies /A.1
(1997)



In CTS, students build skills they can apply in their
everyday lives. For example, in the CTS program,
particularly at the introductory levels, students have
the opportunity to improve their ability to make
sound consumer decisions and to appreciate
environmental and safety precautions.

CAREERS

Personal
Life
>

02
L - . |

A career encompasses more than activities just
related to a person’s job or occupation; it involves
one’s personal life in both local and global
contexts; e.g., as a family member, a friend, a
community volunteer, a citizen of the world.

The integration of careers throughout the CTS
program helps students to make effective career
decisions and to target their efforts. CTS students
will have the opportunity to expand their
knowledge about careers, occupations and job
opportunities, as well as the education and/or
training requirements involved.  Also, students
come to recognize the need for lifelong learning.

Students in CTS have the opportunity to use and
apply technology and systems effectively and
efficiently. This involves:

e a decision regarding which processes and
procedures best suit the task at hand

e the appropriate selection and skilled use of the
tools and/or resources available

e an assessment of and management of the
© impact the use of the technology may have on
themselves, on others and on the environment.

A.2/ Career and Technology Studies
(1997)

TECHNOLOGY
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Integrated throughout CTS are employability skills,
those basic competencies that help students develop
their personal management and social skills.
Personal management skills are improved as
students take increased responsibility for their
learning, design innovative solutions to problems
and challenges, and manage resources effectively
and efficiently. Social skills improve through
learning experiences that require students to work
effectively with others, demonstrate teamwork and
leadership, and maintain high standards in safety
and accountability.

As well as honing employability skills, CTS
reinforces and enhances learnings developed in core
and other complementary courses. The curriculum
emphasizes, as appropriate, the effective
application of communication and numeracy skills.

In addition to the common outcomes described
above, students focusing on a particular area of
study will develop career-specific competencies
that support entry into the workplace and/or related
post-secondary  programs. Career-specific
competencies can involve understanding and
applying appropriate terminology, processes and
technologies related to a specific career, occupation
or job.

©Alberta Education. Alberta, Canada



GENERAL LEARNER EXPECTATIONS

General learner expectations describe the basic
competencies integrated throughout the CTS
program.

Within an applied context relevant to personal
goals, aptitudes and abilities; the student in CTS
will:

e demonstrate the basic knowledge, skills and
attitudes necessary for achievement and
fulfillment in personal life

e develop an action plan that relates personal
interests, abilities and aptitudes to career
opportunities and requirements

e use technology effectively to link and apply
appropriate tools, management and processes to
produce a desired outcome

e develop basic competencies (employability
skills), by:

— selecting relevant, goal-related activities,
ranking them in order of importance,
allocating necessary time, and preparing
and following schedules (managing
learning)

— linking theory and practice, using
resources, tools, technology and processes
responsibly and efficiently (managing
resources)

— applying effective and innovative decision-
making and problem-solving strategies in
the design, production, marketing and
consumption of goods and services
(problem solving and innovation)

— demonstrating appropriate written and
verbal skills, such as composition,
summarization and presentation
(communicating effectively)

— participating as a team member by working
cooperatively with others and contributing
to the group with ideas, suggestions and
effort (working with others)

©Alberta Education, Alberta, Canada

— maintaining high standards of ethics,
diligence, attendance and punctuality,
following safe procedures consistently, and
recognizing and eliminating potential
hazards (demonstrating responsibility).

PROGRAM ORGANIZATION

CURRICULUM STRUCTURE

Career and Technology Studies is organized into
strands and modules.

Strands in CTS define competencies that help
students:

build daily living skills
investigate career options

e use technology (managing, processes, tools)
effectively and efficiently

e prepare for entry into the workplace and/or
related post-secondary programs.

In general, strands relate to selected industry sectors
offering positive occupational opportunities for
students. Some occupational opportunities require
further education after high school, and some allow
direct entry into the workplace. Industry sectors
éncompass goods-producing industries, such as
agriculture, manufacturing and construction; and
service-producing industries, such as business,
health, finance and insurance.

Modules are the building blocks for each strand.
They define what a student is expected to know and
be able to do (exit-level competencies). Modules
also specify prerequisites. Recommendations for
module parameters, such as instructional
qualifications, facilities and equipment can be
found in the guides to implementation.

The competencies a student must demonstrate to
achieve success in a module are defined through the
module learner expectations. Senior high school
students who can demonstrate the module leamer
expectations; ie., who have the designated
competencies, will qualify for one credit toward
their high school diploma.

Career and Technology Studies /A.3
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Specific learner expectations provide a more
detailed framework for instruction. Within the
context of module learner expectations, the specific
learner expectations further define the knowledge,
skills and attitudes the student should acquire.

The following chart shows the 22 strands that
comprise the CTS program and the number of
modules available in each strand.

Strand I\/Il\i)(zi.u(igs
1. Agriculture 33
2. Career Transitions 28
3. Communication Technology 33
4. Community Health 31
5. Construction Technologies 46
6. Cosmetology 58
7. Design Studies 31
8. Electro-Technologies 37
9. Energy and Mines 26
10. Enterprise and Innovation 8
11. Fabrication Studies 41
12. Fashion Studies 29
13. Financial Management 14
14. Foods 37
15. Forestry 21
16. Information Processing 48
17. Legal Studies 13
18. Logistics 12
19. Management and Marketing 19
20. Mechanics 54
21. Tourism Studies 24
22. Wildlife 17

A.4/ Career and Technology Studies
(1997)

LEVELS OF ACHIEVEMENT

Modules are organized into three levels of
achievement:  introductory, intermediate and
advanced. As students progress through the levels,
they will be expected to meet higher standards and
demonstrate an increased degree of competence, in
both the general learner expectations and the
module learner expectations.

Introductory level modules help students build
daily living skills and form the basis for further
learning. Introductory modules are for students
who have no previous experience in the strand.

Intermediate level modules build on the
competencies developed at the introductory level.
They provide a broader perspective, helping
students recognize the wide range of related career
opportunities available within the strand.

Advanced level modules refine expertise and help
prepare students for entry into the workplace or a
related post-secondary program.

The graph below illustrates the relative emphasis on
the aspects of career planning at each of the levels.
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CURRICULUM AND ASSESSMENT
STANDARDS

Curriculum standards in CTS define what
students must know and be able to do.
Curriculum standards are expressed through
general learner expectations for CTS, and through
module and specific learner expectations for each
strand.

Assessment standards define how student
performance is to be judged. In CTS, each
assessment standard defines the conditions and
criteria to be used for assessing the competencies
of each module learner expectation. To receive
credit for a module, students must demonstrate
competency at the level specified by the
conditions and criteria defined for each module
learner expectation.

Students throughout the province receive a fair
and reliable assessment as they use the standards
to guide their efforts, thus ensuring they
participate more effectively and successfully in
the learning and assessment process. Standards at
advanced levels are, as much as possible, linked to

workplace and  post-secondary  entry-level
requirements.
TYPES OF COMPETENCIES

Two types of competencies are defined within the
CTS program: basic and career-specific.

Basic competencies are generic to any career area
and are developed within each module. Basic
competencies include:

e personal management; e.g., managing learning,
being innovative, ethics, managing resources

e social; e.g, communication, teamwork,
leadership and  service, demonstrating
responsibility (safety and accountability).

©Alberta Education, Alberta, Canada

Career-specific competencies relate to a particular
strand. These competencies build daily living skills
at the introductory levels and support the smooth
transition to the workplace and/or post-secondary
programs at the intermediate and advanced levels.

The model below shows the relationship of the two
types of competencies within the 22 strands of the

CTS program.

Career and Technology Studies /A.5
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BASIC COMPETENCIES REFERENCE GUIDE

The chart below outlines basic competencies that students endeavour to develop and enhance in each of the CTS strands and modules.
Students’ basic competencies should be assessed through observations involving the student, teacher(s), peers and others as they complete the
requirements for each module. In general, there is a progression of task complexity and student initiative as outlined in the Developmental
Framework ®. As students progress through Stages 1, 2, 3 and 4 of this reference guide, they build on the competencies gained in earlier
stages. Students leaving high school should set themselves a goal of being able to demonstrate Stage 3 performance.

Suggested strategies for classroom use include:

having students rate themselves and each other
using in reflective conversation between teacher and student

* racking growth in various CTS strands
* highlighting areas upon which to focus

o highlighting areas of strength * maintaining a student portfolio.
Stage 1— The student: Stage 2— The student: Stage 3-— The student: Stage 4— The student:
Managing Learning
O comes to class prepared for O —> » | DO »- » |0 »>- —>
learning
0O follows basic instructions, as O follows instructions, with limited | O follows detailed instructions on > —p
directed direction an independent basis
O sets goals and establishes steps O sets clear goals and establishes O demonstrates self-direction in
to achieve them, with direction steps to achieve them learning, goal setting and goal
. achievement
O acquires specialized knowledge, | O applies specialized knowledge, O transfers and applies specialized | O transfers and applies learning in
skills and attitudes skills and attitudes in practical knowledge, skills and attitudes new situations; demonstrates
situations in a variety of situations commitment to lifelong leaming
O identifies criteria for evaluating | O identifies and applies a range of | O uses a range of critical thinking | O thinks critically and acts
choices and making decisions effective strategies for solving skills to evaluate situations, logically to evaluate situations,
problems and making decisions solve problems and make solve problems and make
decisions decisions
O uses a variety of learning O explores and uses a variety of O selects and uses effective > >
strategies leamning strategies, with limited leaming strategies
direction O cooperates with others in the O provides leadership in the
effective use of learning effective use of learning
strategies strategies
Managing Resources
O adheres to established timelines; | O creates and adheres to timelines, { O creates and adheres to detailed O creates and adheres to detailed
uses time/schedules/planners with limited direction; uses time/ timelines on an independent timelines; uses time/schedules/
effectively schedules/planners effectively basis; prioritizes task; uses time/ planners effectively; prioritizes
schedules/planners effectively tasks on a consistent basis
O uses information (material and O accesses and uses a range of O accesses a range of information | O uses a wide range of information
human resources). as directed relevant information (material (material and human resources), (material and human resources)
and human resources), with and recognizes when additional in order to support and enhance
limited direction resources are required the basic requirement
O uses technology (facilities. O uses technology (facilities, O selects and uses appropriate O recognizes the monetary and
equipment, supplies), as equipment, supplies), as technology (facilities. intrinsic value of managing
directed, to perform a task or appropriate, to perform a task or equipment, supplies) to perform technology (facilities,
provide a service provide a service, with minimal a task or provide a service on an equipment. supplies)
assistance and supervision independent basis
O maintains. stores and/or disposes | O maintains, stores and/or disposes | 0 maintains, stores and/or disposes | O demonstrates effective
of equipment and materials, as of equipment and materials, with of equipment and materials on techniques for managing
directed limited assistance an independent basis facilities. equipment and
supplies
Problem Solving and Innovation
O participates in problem solving | O identifies the problem and O thinks critically and acts O identifies and resolves problems
as a process selects an appropriate problem- logically in the context of efficiently and effectively
O learns a range of problem- solving approach, responding problem solving
solving skills and approaches appropriately to specified goals
and constraints
O practices problem-solving skills | O applies problem-solving skills to | O transfers problem-solving skills O identifies and suggests new ideas
by responding appropriately to a a directed or a self-directed 1o real-life situations, by to get the job done creatively,
clearly defined problem. speci- activity, by: generating new possibilities by:
fied goals and constraints, by: — generating alternatives O prepares implementation plans — combining ideas or
— generating alternatives — evaluating alternatives O recognizes risks information in new ways

— evaluating alternatives

— selecting appropriate alternative(s) seemingly unrelated ideas
alternative(s) — taking action — seeking out opportunities in
— taking action an active manner

— selecting appropriate

— making connections among

A.6/ Career and Technology Studies
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Stage 3— The student:

Stage 1— The student:

Communicating Effectively
0O uses communication skills; e.g.,
reading, writing, illustrating,

speaking

Stage 2— The student:

O communicates thoughts, feelings
and ideas to justify or challenge
a position, using written, oral
and/or visual means

O prepares and effectively presents
accurate, concise, written, visual
and/or oral reports providing
reasoned arguments

Stage 4— The studen::

O negotiates effectively, by
working toward an agreement
that may involve exchanging
specific resources or resolving

divergent interests
O uses language in appropriate O uses technical language O encourages, persuades, O negotiates and works toward a
context appropriately convinces or otherwise consensus
motivates individuals
O listens to understand and learn O listens and responds to O listens and responds to O listens and responds to under-
understand and leamn understand, learn and teach stand, learn, teach and evaluate
O demonstrates positive O demonstrates positive O demonstrates positive O promotes positive interpersonal
interpersonal skills in selected interpersonal skills in many interpersonal skills in most skills among others
contexts contexts contexts
Working with Others
O fulfills responsibility ina group | O > # | O seeks a team approach, as O leads, where appropriate,
project appropriate, based on group mobilizing the group for high
needs and benefits; e.g., idea performance
potential, variety of strengths,
sharing of workload
O works collaboratively in O cooperates to achieve group O works in a team or group: O understands and works within
structured situations with peer results — encourages and supports the context of the group
members team members
O acknowledges the opinions and | O maintains a balance between — helps others in a positive O prepares, validates and
contributions of others in the speaking, listening and manner implements plans that reveal
group responding in group discussions — provides leadership/ new possibilities
O respects the feelings and views followership as required
of others — negotiates and works toward
consensus as required
Demonstrating Responsibility
Attendance
0O demonstrates responsibility in O > » | O >— » | O -»>- >
attendance, punctuality and task
completion
Safety
O follows personal and O recognizes and follows personal | O establishes and follows personal | O transfers and applies personal
environmental health and safety and environmental health and and environmental health and and environmental health and
procedures safety procedures safety procedures safety procedures to a variety of
environments and situations
O identifies immediate hazards and | O identifies immediate and O > —» | O > »
their impact on self, others and potential hazards and their
the environment impact on self, others and the
environment
O follows appropriate/emergency | O > » | 0O > » |O » >
response procedures
0O demonstrates accountability for
actions taken to address
immediate and potential hazards
Ethics
O makes personal judgements O assesses how personal O assesses the implications of O analyzes the implications of
about whether or not certain judgements affect other peer personal/group actions within personal/group actions within
behaviours/actions are right or members and/or family; e.g., the broader community; e.g., the global context
wrong home and school workplace
O states and defends a personal

code of ethics as required

* Developmental Framework
o Simple task
e Structured environment
¢ Directed learning

e Task with limited variables
o Less structured environment
e Limited direction

e Task with multiple variables

e Flexible environment

o Self-directed learning,
seeking assistance as required

o Complex task
e  Open environment
o Self-directed/self-motivated

ERIC
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INFORMATION
PROCESSING

B. STRAND RATIONALE AND PHILOSOPHY

Information Processing, a strand in Career and
Technology Studies, represents the study of
electronic technologies as they apply to personal
use and the business environment.

As we move more rapidly into the information age,
it is crucial that students are able to use electronic
technologies to access and manipulate information
in an efficient manner. Accurate, timely
information is the basis for sound decision making
and effective communication.

As students build confidence in their understanding
of the various information processing tools and
procedures. they will be able to transfer their
knowledge and skill to a wide range of contexts.
They will also be better able to adapt to the
continual changes caused by the evolving
technologies.

To understand the shift from the industrial society
toward the information age, it is important that a
student understands the significance of the current
technological development, of how technology
affects an individual’s daily life and of the impact
that technology has on the world of work. Within
this perspective, Information Processing provides
for the development of:

¢ a meaningful study of technological trends
e an understanding of the systems that relate in

whole or in part to the management of
information

Strand Rationale and Philosophy
©Alberta Education, Alberta, Canada
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an understanding of the ethical and societal
issues concerning technological development
and its impact on society

e technological skills and knowledge designed
for personal use

e technological skills and knowledge that transfer
to other curriculum areas

e technological skills and knowledge required for
the world of work.

Students will learn to input, process and output
information in the following areas:

e systems operations

e text/data input

s productivity software
e applied processing

¢ dynamic environment

e programming (procedure-oriented and object-
oriented).

CTS, Information Processing /B.1
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STRAND ORGANIZATION

The developmental model indicates the relationship
of what the students learn (as described in the
themes), how these learnings are emphasized within
the modules (as described in the integrating
concepts) and how students will apply these
learnings (as described in the learning contexts).

LEVELS

Students working on modules at the introductory
level develop basic techniques and skills which,
while primarily for personal use, also form the
foundation for the development of more
professional applications.

In the intermediate level modules, students are
expected to work more independently and expand
and refine basic skills in a wide range of
applications.

At the advanced level, students use initiative to
efficiently integrate applications and processes to
produce high quality work to workplace standards.

INTEGRATING CONCEPTS

_~ PROBLEM SOLVING/DECISION MAKING

\

INPUT PROCESS ~ OUTPUL "y, /
O w
v / o
/ ((): R
SYSTEM OPERATIONS Fl oyl K
A P
P M M L
TEXT/DATA INPUT E o L
R L| 1| c
PRODUCTIVITY SOFTWARE S Y| o | E
o /
Y
APPLIED PROCESSING N /
A o>
DYNAMIC ENVIRONMENT
LEARNING
PROGRAMMING CONTEXTS
THEMES
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THEMES

The themes provide learning experiences that link
knowledge, skills and attitudes with real-life
situations. Modules are organized into six themes:

system operations
text/data input
productivity software
applied processing
dynamic environment
programming.

The modules in the System Operations theme help
students efficiently use and assess computer
hardware and related software and peripherals,
and understand and apply various communication
protocols.

In the Text/Data Input themes students develop
efficient keyboarding competencies for both
personal use and professional skill levels.

In Productivity Software modules students learn
the commands and processes of the key
productivity software packages used in personal
and professional applications, including word
processing, spreadsheet, database, graphics and
electronic/desktop publishing. Students expand
their ability use these software applications in
other CTS strands such as Communication
Technology, or in other courses such as English,
mathematics, etc.

The Applied Processing theme is designed to
increase students’ level of productivity as they
produce a variety of documents that integrate text,
data and graphics applications.

In the Dynamic Environments theme students
work with software that links various media and
processes in new and unique ways to manage and
communicate information.

The Programming theme provides an opportunity
for students to develop high-level, structured
programming skills, using either procedure-
oriented or object-oriented processes.

B.4/ Information Processing, CTS
(1997)

INTEGRATING CONCEPTS

Integrated within each of the Information
Processing modules is the expectation that
students will identify and resolve problems
efficiently by using effective decision-making
skills. Students apply these problem-
solving/decision-making skills as they determine
the most effective and efficient processes to use to
input, process and output information.

LEARNING CONTEXTS

Learning contexts help students relate their
learning to real-life experiences and challenges.
In modules at the introductory level, these
challenges are most frequently in a context typical
in daily living—within the home, school or
community. As the student progresses through the
intermediate and advanced levels, the challenges
and related expectations for performance involve
contexts that relate to the workplace.

With the ever-increasing power of information
technologies, all of these applications can be
applied both at the local and global level. The
competencies students develop in Information
Processing will also support students as they
continue their education in post-secondary or
other further education opportunities.

Strand Organization
©Alberta Education, Alberta, Canada




Q

E

Aruitoxt provided by Eic:

RIC

# Prerequisite to all modules in this

Scope and Sequence

strand.

©Alberta Education, Alberta, Canada

SCOPE AND SEQUENCE INFORMATION PROCESSING
INTRODUCTORY INTERMEDIATE ADVANCED THEME
Computer Operations ol Workstation Operations L. Hardware/Software Analysis
INF1010 INF2010 INF3010 System
Local Area Networks Opemnons
INF3020
Telecommunications 1¢ L .. Telecommunications 2®
INF2190 INF3180
Keyboarding 1 Keyboarding 2 Keyboarding 4
INF1020 INF2030 INF3030
T T—
Keyboarding 3 Keyboarding §
INF2040 3o | Text/Data Input
)
Keyboarding 6
INF3050
Word Processing 1 Word Processing 2¢ Word Processing 3¢
INF1030 INF2050 INF3060
Graphics Tools Electronic Publishing 1¢ Electronic Publishing 2 ..
INFI040 INF2060 INF3070 Productivity
Software
Database 1 Database 2 Information Management Tools
INF1050 INF2070 INF3080
Spreadsheet 1 Spreadsheet 2
INF1060 INF2080
Multimedia Authoring 1 Multimedia Authoring 2
INF2130 INF3130
Conespondenoe’ Specialization 1®
INF2090 INF3100
Reports® Specialization 2 .
INF2100 INF3110 Applied
* Processing
Tables/Forms Software Integration 2
INF2110 —|' INF3120
Software Integration 14 Software Integration 3¢
INF2120 INF3090
Information Highway 1® Information Highway 2 Information Highway 3
INF10%90 INF2200 INF3190 .
Dynamic
1 Internet Services Environment
INF3200
Hypermedia Tools | Process Control Expert Systems®
INF1070 INF2140 INF3140
Programming 1| Programming 2 - .
INF 1080 INF2ISQ| «© " """~~~ °"°°"~ .
1 ' !
Programming 3 e Programming Application |
INF2160] | INF3150 )
T : I Programming
Programming 4 - Programming Application 2
INF2170} INF3160
T . T
Programming 5 | Programming Application 3
INF2180 INF3170
Prerequisite . - - - Recommended sequence

* Module provides a strong foundation for further learning in this strand.
@ Refer to specific modules for additional prerequisites.
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MODULE DESCRIPTIONS

Module INF1010: Computer Operations
Students develop personal use skills basic to all
modules in the Information Processing strand in
the following applications: file management,
basic hardware and software operations, text entry
and workstation routines.

Module INF1020: Keyboarding 1

Students develop accurate touch keystroking of
text and data appropriate to personal use and the
application of efficient workstation procedures.

Module INF1030: Word Processing 1

Students develop skill in using basic commands
and functions in word processing software,
including document editing, and the formatting
and printing of reports, correspondence and tables
suitable for personal use applications.

Module INF1040: Graphics Tools

Students learn the basic commands and functions
of computer graphics software, including
bitmapped graphics (paint program) and vector
graphics (draw program). Students also develop
basic skills in manipulating existing graphics, as
well as in producing their own graphics.

Module INF1050: Database 1

Students are introduced to the basic commands
and functions of database software, and
demonstrate how this software can be used as a
personal tool in data and information
management.

Module INF1060: Spreadsheet 1

Students have an opportunity to use basic
functions and commands in spreadsheet software
for general data manipulation and personal record
keeping.

Module INF1070: Hypermedia Tools

Students develop basic skills with tools used for
computerized presentations involving text, data,
graphics, sound and animation.

Module INF1080: Programming 1

Students are introduced to computer programming
languages and a structured programming
environment, and they construct algorithms and
code instructions to solve identified problems.

B.6/ Information Processing, CTS
(1997)

Module INF1090: Information Highway 1
Students develop personal use Internet skills for
accessing and communicating data and
information, with particular emphasis on the
world wide web and e-mail.

Module INF2010: Workstation Operations
Students learn computer workstation operations,
including computer architecture, peripherals,
configurations, operating system environments
and platforms, utility software, diagnostic and
protection software, hard drive file updating and
maintenance, support resource application and
troubleshooting activities.

Module INF2030: Keyboarding 2

Students enhance their personal use keyboarding
competencies by increasing the rate of accurate
touch keystroking of the alphabetic, numeric and
selected punctuation keys.

Module INF2040: Keyboarding 3

Students enhance their keyboarding competencies,
by increasing the rate of accurate touch
keystroking of alphabetic, numeric and all
punctuation keys to support personal use and
limited, entry-level, workplace opportunities.

Module INF2050: Word Processing 2

Students expand their skills in using word
processing software commands and functions to
produce mailable reports and correspondence,
including letters, memorandums and tables, all
from rough draft copy.

Module INF2060: Electronic Publishing 1
Students develop skill, using electronic/desktop
publishing software to create a variety of camera-
ready documents.

Module INF2070: Database 2

Students use all the commands and functions of
electronic database software that support effective
and efficient database applications.

Module INF2080: Spreadsheet 2

Students demonstrate advanced level spreadsheet
commands and functions to calculate and
manipulate data and to prepare appropriate reports
and printouts in text and graphic format.

16
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Module INF2090: Correspondence

Students expand their rate of document
production as they prepare various forms of
correspondence in mailable form, using word
processing software.

Module INF2100: Reports

Students expand their rate of production as they
prepare various reports and manuscripts in
mailable form.

Module INF2110: Tables/Forms

Students expand their rate of document production
as they prepare various tables/forms in mailable
form.

Module INF2120: Software Integration 1
Students develop document production skills
requiring the integration of data, text and graphics.

Module INF2130: Multimedia Authoring 1
Students are introduced to multimedia software
and provided with an opportunity to develop basic
authoring competence, by accessing and
integrating software resident text, video and audio
clips.

Module INF2140: Process Control

Students develop skills in robotics/simulation
software control by creating, modifying and using
programs that incorporate computer-controlled
movements and events in robotics/simulation
activities and applications.

Module INF2150: Programming 2

Students increase their programming skills, by
designing and generating programming code to
handle decision making and repetitive processes.

Module INF2160: Programming 3
Students increase their programming skills, by
using subprogram structures.

Module INF2170: Programming 4
Students increase their programming skills, by
developing and using derived data types.

Module INF2180: Programming 5

Students increase their programming skills, by
developing and using recursive, sorting and
merging algorithms.

Module Descriptions
©Alberta Education, Alberta, Canada

Module INF2190 Telecommunications 1
Students learn how to select and use various wired
and wireless telecommunication systems. By using
the Intemnet, they investigate how communication
principles, bandwidth, telecommunication
infrastructure and wave spectrum affects
telecommunication systems.

Module INF2200: Information Highway 2
Students learn how to produce a web page for the
Internet.

Module INF3010: Hardware/Software
Analysis

Students analyze, compare and evaluate hardware/
software based on user requirements.

Module INF3020: Local Area Networks
Students learn about local area network (LAN)
computer systems, including hardware and
peripheral configurations, interface protocols and
data transmission characteristics.

Module INF3030: Keyboarding 4
Students develop their text and data keyboarding
skills to entry-level occupational expectations.

Module INF3040: Keyboarding 5

Students increase their  occupational-level
keyboarding competence of text, data and
function/service keys, using straight copy and
edited material.

Module INF3050: Keyboarding 6

Students  enhance their occupational-level
keyboarding competence of all keystroke
functions, using unedited, edited and straight copy
material.

Module INF3060: Word Processing 3

Students develop occupational-level competence
in the use of word processing software commands
and functions to produce mailable reports,
correspondence and tables, including the
importing and merging of text, data and graphics.

Module INF3070: Electronic Publishing 2
Students use the functions and commands of
electronic/desktop publishing software as they
integrate text composing, editing, typesetting,
graphics generation and page layout functions to
create customized, professional, quality documents.

CTS, Information Processing /B.7
(1997)
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Module INF3080: Information Management
Tools

Students develop competence in using information
management systems software, such as project
management, schedules and planners for either
personal or workplace applications.

Module INF3090: Software Integration 3
Students develop high production rates as they
process documents from unedited and unformatted
copy, using numerous functions/commands to
create, revise, format and print a wide range of
mailable copy.

Module INF3100: Specialization 1

Students specialize in document preparation,
terminology application and associated office
routine expectations in a specific focus area, such
as a medical, legal, petroleum, real estate,
insurance, travel/tourism, forestry or agricuitural
environment.

Module INF3110: Specialization 2

Students develop workplace competence in a
specific focus area, such as medical, legal,
petroleum, real estate, insurance, travel/tourism,
forestry or agricultural environment, by creating
and completing appropriate documents that
employ specialized communication skills and
conform to workplace expectations and time
constraints.

Module INF3120: Software Integration 2
Students expand their document production skills
to workplace standards. Documents could require
the importing and integration of word processing,
spreadsheet, graphics and database files.

Module INF3130: Multimedia Authoring 2
Students learn to use a multimedia file or
multimedia authoring software based on digitized
input of text, video and audio clips.

Module INF3140: Expert Systems

Students acquire knowledge of expert systems,
such as artificial intelligence and virtual reality.
They gain competence, by developing or
modifying programs that incorporate computer-
controlled  environments and  multimedia
interactive activities and applications.

Module INF3150: Programming Application 1

Students create programs that use external files.

B.8/ Information Processing, CTS
(1997)

Module INF3160: Programming Application 2
Students create a program, using a second
programming language.

Module INF3170: Programming Application 3
Students enhance a program, using a second
programming language.

Module INF3180 Telecommunications 2
Students demonstrate knowledge of
telecommunications systems by designing a new
system. They use the Internet in researching and
developing their design and for comparing and
contrasting various telecommunications initiatives.
Students analyze the effect this is having on the
individual and society.

Module INF3190 Information Highway 3
Students develop and maintain an Internet/intranet
web site that makes use of advanced features.

Module INF3200 Internet Services

Students expand their skills from Information
Highway 2, by learning how to operate, maintain
and build an Internet/intranet site that may include
computer bulletin boards, forums, electronic mail,
Internet  list  servers, and/or moderated
newsgroups. Proper use of hardware, software
and liaison with users and clients is emphasized.

Module Descriptions
©Alberta Education. Alberta, Canada
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SECTION C: PLANNING FOR INSTRUCTION

CTS provides increased opportunity for junior and
senior high schools to design courses based on the
needs and interests of their students and the
circumstances within the school and community.
Some strands may be appropriately introduced at
the junior high school level. Other strands are
more appropriately introduced at the senior high
school level or to Grade 9 students. Refer to this
section for recommendations regarding the Legal
Studies strand, or the Career & Technology
Studies Manual for Administrators, Counsellors
and Teachers for a summary of the recommended
grade levels for each strand.

PLANNING FOR CTS
Defining Courses

Schools determine which strands and modules will
be offered in a particular school, and will combine
modules into courses.

Each module was designed for approximately
25 hours of instruction. However, this time frame
is only a guideline to facilitate planning. The CTS
curricula are competency based, and the student
may take more or less time to gain the designated
competencies within each module.

A course will usually consist of modules primarily
from the same strand but, where appropriate, may
include modules from other CTS strands. Refer to
the Career & Technology Studies Manual for
Administrators, Counsellors and Teachers
(Appendix 4) for more information on course
names and course codes.

Module selection and sequencing should consider:

e prerequisite(s)

e supporting module(s) (other CTS modules that
may enhance the learning opportunity if
offered with the module)

e module parameters
— instructional qualifications, if specialized
— equipment and facility requirements, if

specialized.

Planning for Instruction
©Alberta Education, Alberta, Canada

The module parameters are defined for each
module in Sections D, E and F of this Guide.

Degree of Flexibility

The CTS program, while designed using the
modular structure to facilitate flexible timetabling
and instructional delivery, does not mandate the
degree of flexibility a school or teacher will offer.
The teacher and school will determine the degree
of flexibility available to the student. Within the
instructional plan established by the school, the
student may:

e be given the opportunity to progress at a rate
that is personally challenging

e have increased opportunity to select modules
that develop competencies he or she finds
most relevant.

Integrating Basic Competencies

The basic competencies relate to managing
learning and resources, problem solving and
innovation, communicating effectively, working
with others and demonstrating responsibility are
developed throughout the CTS program, and are
within each module.

Assessment of student achievement on the basic
competencies is integrated throughout the other
module learner expectations. Refer to Section G
(Assessment Tools) of this Guide for the
description of student behaviours expected at each
of the four developmental stages defined for the
basic competencies.

Assessment of basic competencies could include
input and reflection involving the student,
teacher(s), peers and others. Description of the
observed behaviour could be provided through a
competency profile for the module. Positive,
ongoing interaction between the student and
teacher will support motivation for student growth
and improvement.

CTS, Information Processing /C.1
(1997)



Assessing Student Achievement

Assessing student achievement is a process of
gathering information by way of observations of
process, product and student interaction.

Where appropriate, assessment tools have been
defined to assist the teacher and student in the
assessment. Refer to Section G (Assessment
Tools) of this Guide for copies of the various tools
(worksheets, checklists, sample questions, etc.).

A suggested emphasis for each module learner
expectation has also been established.  The
suggested emphasis provides a guideline to help
teachers determine time allocation and/or the
appropriate emphasis for each MLE and student
grade.

Recognizing Student Achievement

At the high school level, successful demonstration
of the exit-level competencies in a module
qualifies the student for one credit. Refer to
Section A of this Guide for more detailed
information about how curriculum and assessment
standards are defined in CTS. Refer to the Career
& Technology Studies Manual for Administrators,
Counsellors and Teachers (Appendix 12) for more
information on how student achievement can be
recognized and reported at the school and
provincial levels.

Portfolios

When planning for instruction and assessment,
consider a portfolio as an excellent tool to provide
evidence of a student’s effort, progress and
achievement.  Portfolios will aid students in
identifying skills and interest. They also provide
the receiving teacher, employer and/or
post-secondary institution proof of a student’s
accomplishments. The make-up and evaluation of
the portfolio should be a collaborative agreement
between the student and teacher.

C.2/ Information Processing, CTS
(1997)

Resources

A comprehensive resource base, including print,
software and audio-visual, has been identified to
support CTS strands. It is intended that these
resources form the basis of a resource centre,
encouraging teachers and students to access a
wide selection of resources and other information
sources throughout the learning process. Unless
otherwise noted, these resources are considered to
be suitable for both junior and senior high school
students.

Authorized resources may be obtained from the
Learning Resources Distributing Centre or
directly from the publisher or distributor. Refer to
Section I (Learning Resource Guide) of this Guide
for the complete resource list including
curriculum correlations and resource annotations.
Additional sources refer to noncommercial or
government agencies that offer resources that may
be of assistance in this strand.

Sample Student Learning Guides

In addition to the resources, Sample Student
Learning Guides are available (refer to Section J
of this Guide). These samples, designed for
individual student or small group use, provide an
instructional plan for selected modules and
include the following components:

Why take this module?

What are the entry-level competencies?

What are the exit-level competencies?

What resources may be accessed?

What assignments/activities must be completed?
What are the timelines?

How will the final mark be calculated?

Sample Student Learning Guides have been
developed for the following modules in
Information Processing:

e INF1020 Keyboarding 1
e INF1030 Word Processing 1.

20
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PLANNING FOR INFORMATION
PROCESSING

The following suggestions are provided to assist
teachers, schools and school system
administrators as they plan to deliver modules
from the Information Processing strand.

Selecting Modules

The scope and sequence chart in Section B
provides an overview of the Information
Processing modules, indicating prerequisites and
theme areas. Brief descriptions of the modules
follow the scope and sequence chart in Section B.

Information Processing in Junior High

The introductory level modules may be offered at
junior high. Because many students entering
junior high school may be familiar with
computers, it is important to determine the level
of competence students have in relation to the
competencies defined for the modules.

The number of modules will vary according to
the time available throughout Grades 7, 8 and 9:

Time Available Modules

25 hours
50 hours

Computer Operations

Computer Operations
Keyboarding 1

75-100 hours add one of the following:

Word Processing 1
Graphic Tools
Database 1
Spreadsheet 1
Hypermedia Tools
Programming 1

Where appropriate, junior high school students

may also take intermediate level modules,
particularly in the Text/Data Input and
Productivity Software themes.

Planning for Instruction
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Modules may be combined into courses and
offered within a school year or over a span of a
few years.

Information Processing in Senior High

Following are a few examples of module
groupings into sample courses:

Computer Operations
Keyboarding 1

Word Processing 1
Database 1
Spreadsheet 1

5 credits (no
previous
experience)

Keyboarding 1
Database 1
Spreadsheet 1

3 credits (strong
background from
junior high school
or through personal
experience)

Computer Operations
Keyboarding 1

5-15 credits
(foundation for

entry into Word Processing 1
workplace as Database 1

computer Spreadsheet 1

technician) and modules selected from

System Operations theme
and Programming theme

5-15 credits Keyboarding 2

(foundation for Word Processing 2

entry into Database 2

workplace into Spreadsheet 2

administrative Electronic Publishing 1

support positions) | and modules selected from
the Applied Processing
theme and Productivity

Software theme

21

Modules could also be grouped into
comprehensive courses that emphasize a
particular theme.

Organizing for Learning

Before selecting modules, teachers should check
the module parameters outlined in each module
(see Sections D, E and F of this Guide).

CTS, Information Processing /C.3
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Modules can be delivered sequentially,
concurrently or combined. For example,
although the modules from the Text/Data Input
theme and the Programming theme are sequential,
they can be combined with modules from the
System Operations theme, the Productivity
Software theme, or the Applied Processing
theme; e.g.:

Scenario D
Sept.
From a list of modules defined by
MD the teacher, the students select
C{HO | which ones they will work on and,
D D in consultation with the teacher,
0 d establish timelines for completion
O O and submission of assignments, etc.
00O
Jan./June

Scenario A
Sept. Modules may be taught sequentially,
e.g.:
Programming 1
Programming 2
Programming 3
v
Jan./June
Scenario B
Sept.
One module, such as Keyboarding
1, may be taught throughout the
2 course (e.g., 20 minutes per class) in
1 conjunction with two other modules.
3
v
Jan./June

Teachers can also allow students to progress at a
rate that is personally challenging; e.g.:

Scenario C

Sept.
All students take one or two
modules together, then are able to
select modules from a menu of
modules.

Jan./June

C.4/ Information Processing, CTS
(1997)

Recurring Concept—Workstation Management

Each module in Information Processing requires
students to consistently apply appropriate
workstation routines. This requires students to
demonstrate responsibility and professionalism
throughout the instruction period as they:

e manage and use the workstation and related
resources

e make efficient and effective use of their own
and others’ time
learn in as independent a manner as possible
use related terminology appropriately, both
verbally and in print.

An emphasis of 10 percent has been allocated in
each module for workstation management.

Identifying Linkages

Section H of this Guide describes some of the
linkages that are possible between the
Information Processing strand and other CTS
strands.

Project and practicum modules are not designed
to be offered as distinct courses and should not
be used to extend Work Experience 15, 25 and 35
courses.

Improving Smooth Transition to the
Workplace and/or Related Post-secondary
Programs

Refer to Section H of this Guide for potential
transitions students may make into the
workplace and/or related post-secondary
programs or other avenues for further learning.

22
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MODULE CURRICULUM AND ASSESSMENT STANDARDS:

INTRODUCTORY LEVEL

The following pages define the curriculum and assessment standards for the introductory level of

Information Processing.

Introductory level modules help students build daily living skills and form the basis for
further learning. Introductory modules are developed for students who have no previous
experience in the strand.

Module learner expectations define the competencies a student must demonstrate to
achieve success in a module. Assessment standards define the conditions and criteria to be
used for assessing the competencies defined in the module learner expectations.

Specific learner expectations provide a detailed framework for instruction to help students
build the competencies defined in the module learner expectations. Additional information
and suggestions for instruction are provided in the Notes column; teachers may wish to use
this space to record their ideas for instruction or student projects.

Module INF1010:
Module INF1020:
Module INF1030:
Module INF1040:
Module INF1050:
Module INF1060:
Module INF1070:
Module INF1080:
Module INF1090:

Introductory

©Alberta Education, Alberta, Canada

Computer OPErations .............ccccecueeeeeeereireseeserersmesreessesessesraennns D3
Keyboarding 1.......cccoveeeeeieesireeesteniinnniienenccienies e e D.7
Word Processing 1.....ccccvvviemvciiniinirinenrenrnererreeeseeeeesesnnecnens D.11
Graphics TOOIS ....cceevuiriiiiiiiiiic s D.15
Database L.ttt D.19
Spreadsheet 1.......oooeeiririeiirienieriertrrecetree et D.25
Hypermedia TOOIS .......cccoveeiniinnsiionnirinireccnierecrree e, D.31
35 (072210070031 o -0 O USRI D.35
Information Highway 1......ccoccorrvvevimmrercenceciercreecee e D.41
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‘ MODULE INF1010: COMPUTER OPERATIONS

Level: Introductory
Theme: Systems Operations
‘Prerequisite: None

‘Module Description: Students develop personal use skills basic to all modules in the Information
Processing strand in the following applications: file management, basic
hardware and software operations, text entry and workstation routines.

Module Parameters: Computer workstation, disk, word processing software, support resources.

Curriculum and Assessment Standards

Module Le-amer Assessment Criteria and Conditions SuggeSte,d
Expectations Emphasis
The student will: Assessment of student achievement should be based on:
e demonstrate basic file e demonstrating effective and efficient file management 10
management skills techniques.
Assessment Tool
Assessment Checklist A: File Management
‘ Procedures (INF1010-1)
Standard
All procedures must be demonstrated
e enter text and data, using | ¢ demonstrating touch keyboarding technique. 50
the proper touch
. . Assessment Tool
keyboarding technique Assessment Checklist B: Text—Data Entry
(INF1010-1)
Standard
All procedures must be demonstrated
e identify components of a | ® identifying and explaining use of computer 10
computer workstation workstation components.
and basic functions of a
) Assessment Tool
computer Assessment Checklist C: Computer Workstation
Components (INF1010-1)
Standard
All procedures must be demonstrated
Introductory CTS, Information Processing /D.3
O ©Alberta Education, Alberta, Canada (1997)
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MODULE INF1010: COMPUTER OPERATIONS (continued)

le Le - o
Module -arner Assessment Criteria and Conditions SUggeSte,d
Expectations Emphasis

The student will: Assessment of student achievement should be based on:
e describe one or more e preparing a report (oral, print or multimedia). The 20

recent initiatives or report will provide a clear and concise description of:

issues in technological — current or emerging technological initiative or

development issue

- actual or potential impact on individual and
society

— a list of sources of information.

Assessment Tool
Assessment Guide: Presentations and Reports

(INF1010-2)
Standard
Rating of 1 on each component
* apply, consistently, » demonstrating appropriate workstation routines. 10
appropriate workstation

Assessment Tool
Assessment Checklist: Workstation Routines and
Management (INFWRKSTN)

Standard
Rating of:
1 — Workstation Use
1 — Time Management/Organization
2 — Professionalism

routines

® demonstrate basic e observations of individual effort and interpersonal Integrated
competencies. interaction during the learning process. throughout

Assessment Tool
Basic Competencies Reference Guide and any
assessment tools noted above

25 '

D.4/ Information Processing, CTS Introductory
O 1997 ©Alberta Education, Alberta, Canada




MODULE INF1010: COMPUTER OPERATIONS (continued)

Concept

Specific Learner Expectations

Notes

File Management

The student should:

e use appropriate commands to boot/access
computer system(s):
— standalone
— network

e demonstrate ability to:
— create, name, save and close files
— retrieve and open files
— print files.

Text/Data Entry

e demonstrate “touch keyboarding” skills with
alphabetic and basic punctuation keys using
proper techniques characterized by:

— correct fingering
— appropriate body position
— acceptable eye focus

e proofread and edit text or data as appropriate to

ensure error-free documents, including:

— manually proofread copy and compare copy
with original text on:
¢ screen
« hard copy _

— use software editing functions (spell check,
grammar checks).

The emphasis is on
developing touch
stroking, using correct
fingering. Keyboarding
speed is developed in
the Keyboarding
modules.

Workstation
Components and
Computer
Functions

e identify and describe basic computer functions,

related to the workstation hardware and software
that is in use, including:
— hardware architecture, configurations and
peripherals:
o input (keyboard, scanners, voice, etc.)
« processing
« storage
« output (screen, printer)
« telecommunications
— types of software:
+ system
« application
o utility
~ key procedures:
« operating
« backup
« preventive/emergency

e use related terminology appropriately.

ERIC

IToxt Provided by ERI

Introductory
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MODULE INF1010: COMPUTER OPERATIONS (continued)

Concept

Specific Learner Expectations

Notes

Initiatives and Issues
in Technology

The student should:

research one or more recent initiatives or issues
that relate to computer technology

prepare a report (verbal, print or multimedia) that:

— provides a clear and concise description of the
initiative or issue

— describes actual or potential impact on the
individual and/or society in

— lists sources of information.

Topics could relate to

initiatives or issues in:

— personal life

- professional life

— privacy

— security

— ethical

— computer infections
(viruses, worms)

- future trends.

Workstation
Management

apply efficient workstation position and routines

that encourage:

— good health and safety (posture, positioning of
hardware and furniture)

— security for hardware, software, supplies and
personal work

demonstrate efficient and appropriate use of time
and resources:

— start-up procedures

— organization of work area

— closing procedures

apply effective decision-making strategies in
production assignments:

— plan activities

— organize data, information, resources

— consider alternatives

— evaluate activities/results

use related terminology to describe basic
processes, procedures and tools.
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. ‘MODULE INF1020: KEYBOARDING 1

Level: Introductory
Theme: Text/Data Input
Prerequisite: INF1010 Computer Operations

Module Description: Students develop accurate touch keystroking of text and data appropriate to

personal use and the application of efficient workstation procedures.

Module Parameters: Computer workstation, disk, word processing software, support resources.

Curriculum and Assessment Standards

Module Learner Assessment Criteria and Conditions Suggested
Expectations Emphasis
The student will: Assessment of student achievement should be based on:
* demonstrate e three timed writings, each from different straight copy
keyboarding material, over a period of no more than five
competence: consecutive class periods, which demonstrates proper
touch keyboarding :
— text entry at 20 words — on alphabetic keys 30
per minute (wpm) « one-minute duration
‘ « maximum one uncorrected error
« SIS12
« minimum keystroke rate: 20 words per minute
— numeric entry at — on numeric keypad: 10
80 keystrokes per « one-minute duration
minute (kpm) « maximum one uncorrected error
« minimum keystroke rate 80 numeric keystrokes
per minute on 1 to 3 digit numbers.
Assessment Tool
Reference Chart: Keyboarding and Numberpad
Rates (INFKEYNB)
— technique — observations over the last quarter of the learning 40
period, during timing and drill work.
Assessment Tool
Assessment Checklist: Text—Data Entry
(INFTDENT)
Standard
Rating of:
3 — Eye Focus
2 — Keystroking
1 — Service Keys
2 — Body Position
‘ BEST COPY AVAILABLE
Introductory CTS, Information Processing /D.7
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MODULE INF1020: KEYBOARDING 1 (continued)

Module . ..
Lgamer Assessment Criteria and Conditions Suggested
Expectations Emphasis
The student will: Assessment of student achievement should be based on:
e apply, consistently, e demonstrating appropriate workstation routines. 20
appropriate workstation
Pprop r Assessment Tool
routines . . .
Assessment Checklist: Workstation Routines and
Management (INFWRKSTN)
Standard
Rating of:
1 — Workstation Use
2 — File Management
1 — Time Management/Organization
2 - Professionalism
o demonstrate basic’ e observations of individual effort and interpersonal Integrated
competencies. interaction during the learning process. throughout
Assessment Tool
Basic Competencies Reference Guide and any
assessment tools noted above
Concept Specific Learner Expectations Notes
The student should:
Text Entry e demonstrate increasingly rapid, accurate touch Technique is the major

keystroking on straight copy of:

— alphabetic keys

— punctuation keys (.,;:7)

— service keys (enter, shift, delete, backspace,
tab)

® use function and cursor movement keys
efficiently

¢ demonstrate correct keystroking technique
— enter text using designated fingers
— maintain home-row position
— demonstrate correct posture (hand, arm, body)

Develop speed and

Introduce only the word

focus emphasizing
touch development on
easy material.

accuracy at the word
and phrase level using
short, repetitive timings
(12 seconds to one
minute) with straight
copy text of varying SI
(1.0-1.3).

processing and
computer commands
that are required as an
instructional tool for

e demonstrate touch entry of numbers on number developing keyboarding
pad using correct fingering skill.
D.8/ Information Processing, CTS Introductory
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‘ MODULE INF1020: KEYBOARDING 1 (continued)

Concept

Specific Learner Expectations

Notes

Text Entry
(continued)

The student should:

proofread and edit text while on screen to ensure
text is without error

analyze errors in keystroking and initiate

remediation as appropriate for:

— spelling, shifting, punctuation and spacing
eITors

— transposed, repeated, omitted letters.

It is recommended that
timings be given from
previously unseen
material that students
have not been allowed
to practice on.

Data Entry

demonstrate rapid, accurate data entry on
keyboard number pad:

— using designated fingers

— maintaining anchor position.

Workstation
Management

apply efficient workstation position and routines

that encourage:

— good health and safety (posture, positioning of
hardware and furniture)

— security for hardware, software, supplies and
personal work

demonstrate efficient and appropriate use of time
and resources:

— start-up procedures

— organization of work area

— closing procedures

apply effective decision-making strategies in
production assignments:

— plan activities

— organize data, information, resources

— consider alternatives

— evaluate activities/results

use related terminology to describe basic
processes, procedures and tools.

Introductory
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‘ MODULE INF1030: WORD PROCESSING 1

Level: Introductory
Theme: Productivity Software
Prerequisite: INF1010 Computer Operations

Module Description: Students develop skill in using basic commands and functions in word
processing software, including document editing, and the formatting and printing
of reports, correspondence and tables suitable for personal use applications.

Module Parameters: Computer workstation, disk, word processing software, support resources.

Supporting Module: INF1020 Keyboarding 1

Curriculum and Assessment Standards

Module Let,amer Assessment Criteria and Conditions Suggestc?d
Expectations Empbhasis
The student will: Assessment of student achievement should be based on:
e demonstrate correct use e producing mailable documents, based on formatted
of software functions, by and unformatted sources, focusing on the use of basic
‘ producing mailable, software functions for personal use applications

properly formatted: including a collection of:

— 'paginated reports — reports, including applications such as essays, 30
with headings and poems, research reports, journal responses,
references recipes, notices and posters

— letters with basic — one-page letters, including applications such as 30
components personal and personal business letters

- two-column tables — tables, including applications such as calendars, 30
with main headings lists, daybooks, agendas and display documents.
and subheadings Assessment Tool

Assessment Checklist: Word Processing (INFWP)
Standard
Rating of 1 in the production of mailable
documents (no errors in text and well formatted)
Introductory 8 1 CTS, Information Processing /D.11
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MODULE INF1030: WORD PROCESSING 1 (continued)

Module Learner .. ..
. Assessment Criteria and Conditions Suggeste'd
Expectations Emphasis
The student will: Assessment of student achievement should be based on:
e apply, consistently, e demonstrating appropriate workstation routines. 10
appropriate workstation Assessment Tool
routines Assessment Checklist: Workstation Routines and
Management (INFWRKSTN)
Standard
Rating of:
1 — Workstation Use
2 —~ File Management
1 - Time Management/Organization
2 — Professionalism
e demonstrate basic e observations of individual effort and interpersonal Integrated
competencies. interaction during the learning process. throughout
Assessment Tool
Basic Competencies Reference Guide and any
assessment tools noted above
Concept Specific Learner Expectations Notes
The student should:
Software Functions | e describe key features of the word processing Integrate the learning of
and Applications software package: software functions and
— capabilities the production of
p . documents with other
— system requirements subject areas such as
— platform options Language Arts /English,
_ command structure Social Studies, Science.
e use help functions and references as appropriate
¢ demonstrate appropriate key commands to:
— open/create/update files
~ name files
— close files

32
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MODULE INF1030: WORD PROCESSING 1 (continued)

Concept

Specific Learner Expectations

Notes

Software Functions
and Applications
(continued)

The student should:

demonstrate appropriate key commands to:
~— format text

« rulers/margins

« line spacing

« text alignment (left, right, centre, full

justified)

« tabs/indents

« tables

» borders/shading

 text styles

« bulleted and numbered lists

« font types/sizes

« footers/headers

 page numbering

« page breaks (hard, widow/orphan)

« graphics

« print/preview in alternate formats)
— file, edit, proofread text

« move (cut, copy and paste)

« spell and/or grammar check

 thesaurus

« search and replace

« insert/delete text

move through document(s) efficiently by using
appropriate cursor movement tools/commands.

Arrows, select, undo, go
to.

Document
Production

demonstrate appropriate key commands to

produce the following documents in mailable

form:

— reports such as research papers, essays,
position papers, response journals, poems,
recipes:

« headings/subheading

» references (footnotes, end notes,
bibliography)

» headers/footers

o title page

— personal and business correspondence such as

letters to family and friends, customer
complaint letter, letters of applications, letter
to teacher, etc. :

Mailable form: error-free
text and well-formatted.

APA and MLA are the
two most common
report styles—
articulate with
English/LA teachers
and use the same

style.

Full block style is the
easiest style to
present at this level.

Introductory
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MODULE INF1030: WORD PROCESSING 1 (continued)

Concept

Specific Learner Expectations

Notes

Document
Production
(continued)

The student should:

o letter parts (date, inside address, salutations,
complimentary closing, name/title,
references)

o letter styles

— tables (single/multicolumn) such as calendars,
announcements, agendas, programs and other
types of display typing:

« headings

« borders

« rulers/tabs.

Use software table
functions if available.

Workstation
Management

e apply efficient workstation position and routines
that encourage: :
— good health and safety (posture, positioning of
hardware and furniture)
— security for hardware, software, supplies and
personal work

e demonstrate efficient and appropriate use of time
and resources:
— start-up procedures
— organization of work area
— closing procedures

e apply effective decision-making strategies in
production assignments:
— plan activities
— organize data, information, resources
— consider alternatives
evaluate activities/results

|

e use related terminology to describe basic
processes, procedures and tools.
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' MODULE INF1040: GRAPHICS TOOLS

Level: Introductory
Theme: Productivity Software
‘Prerequisite: INF1010 Computer Operations

Module Description: Students learn the basic commands and functions of computer graphics software,
including bitmapped graphics (paint program) and vector graphics (draw
program). Students also develop basic skills in manipulating existing graphics,
as well as in producing their own graphics.

Module Parameters: Computer workstation, disk, a selection of graphics software, support resources.

Curriculum and Assessment Standards

Module Le?amer Assessment Criteria and Conditions Suggested
Expectations Emphasis
The student will: Assessment of student achievement should be based on:
e demonstrate the basic
elements and principles
of design, by using
computer software
graphics tools to:
‘ — duplicate graphics e reproduction of documents using paint/draw software 30
designs programs consisting of:
— text
— graphics (paint, draw and/or imported)
— use of design principles.
Assessment Tool
Assessment Checklist: Electronic Publishing
Document Production (INFEPDOC)
Standard
Rating of 1 in the reproduction of well-designed
graphic layouts
— create graphics e creation of original documents using paint/draw 30
layouts software programs consisting of:
- text
— graphics (paint, draw and/or imported)
— use of design principles.
Assessment Tool
Assessment Checklist: Electronic Publishing
Document Production (INFEPDOC)
Standard
Rating of 1 in the production of well-designed
graphic layouts

Introductory
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MODULE INF1040: GRAPHICS TOOLS (continued)

Module L(?amer Assessment Criteria and Conditions Suggestt?d
Expectations Emphasis
The student will: Assessment of student achievement should be based on:
¢ demonstrate use of ® using the appropriate commands, functions and 30
software functions graphic tools including:

— file functions—create/save/load files

— editing functions (cut/copy/move/paste/delete)
— import graphic (clip art and/or scan)

— text tools including style palette

— paint tool (colour, fill, texture)

— draw tools (line, rectangle, oval, cropping)

— output functions (preview and print).

Assessment Tool
Assessment Checklist: Electronic Publishing
Software Functions (INFEPSF)

Standard
Rating of 1 in the demonstration of appropriate
software functions

e apply, consistently, ¢ demonstrating appropriate workstation routines. 10
appropriate workstation

. Assessment Tool
routines

Assessment Checklist: Workstation Routines and
Management (INFWRKSTN)

Standard
Rating of:
1 — Workstation Use
2 — File Management
1 — Time Management/Organization
2 — Professionalism

e demonstrate basic e observations of individual effort and interpersonal Integrated
competencies. interaction during the learning process. throughout

Assessment Tool
Basic Competencies Reference Guide and any
assessment tools noted above

1 D.16/ Information Processing, CTS " 3 8 Introductory
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MODULE INF1040: GRAPHICS TOOLS (continued)

Concept

Specific Learner Expectations

Notes

Software Functions
and Applications

The student should:

e describe key features of the graphic software
packages available:
— capabilities
— system requirements
— platform options
— command structure

e use help functions and references as appropriate

e demonstrate use of appropriate commands,
functions and tools, such as:
— copy, paste, cut
— ovals, rectangles, line and polygons
— marque, lasso
— eraser
- fills
— line options; e.g., arrows, patterns
— inserting (placing)
— resizing
— repositioning
~ rulers
— column guides
~ alignment
— letter spacing
— leading
— kerning
— typefaces (font, style)
— indent
— tabs
— cropping
e create/load/merge/import/scan graphic
elements/objects/files:
— presentation graphics
(charting/diagramming/drawing) paint
— resident functions (clip art)
e demonstrate use of tools such as:
— pixel bit-mapped object-oriented images
— line/geometric object-oriented images using
vector graphics

e demonstrate use of computer-aided design, if
available:
— create computer graphics for design, drafting,
documentation purposes

e demonstrate use of screen capture/graphics
conversion:
— integrate all forms of graphic elements
including clip art design/merge/format/edit
page (text/data/graphics).

Pixel and vector graphics

are two basic software
approaches to the
production of images
and range from free
drawing screen
activities to computer
generated/controlled
graphic designed
elements. Graphics
software includes
toolboxes and palettes,
presentations, desktop
publishing, artistic
creations, space
exploration, weather
forecasting, computer
animation and
computer-aided design.

Introductory
©Alberta Education, Alberta, Canada
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MODULE INF1040: GRAPHICS TOOLS (continued)

Concept Specific Learner Expectations Notes
The student should:
Document e practise reproducing a variety of documents from
Production a variety of sources using paint/draw software
e apply basic design elements and principles when | For example: line, shape,
creating documents texture, colour, balance,
proportion, contrast,
harmony, unity.
* use three-dimensional effects to create depth in For example: use of
documents overlapping,
perspective, light and
dark images, small and
large images.
e design and create various documents using For example: letterheads,
paint/draw programs business cards,
advertisement, posters,
e use clip art to enhance document production title pages, logos,
) ) ) ) packaging, front view
e create own graphics using available paint and of home, floor plan,
draw tools to enhance document map to your home.
e preview and print documents.
Workstation e apply efficient workstation position and routines
Management that encourage:

— good health and safety (posture, positioning of
hardware and furniture)

— security for hardware, software, supplies and
personal work

demonstrate efficient and appropriate use of time
and resources:

— start-up procedures

— organization of work area

— closing procedures

apply effective decision-making strategies in
production assignments:

— plan activities

— organize data, information, resources

— consider alternatives

— evaluate activities/results

use related terminology to describe basic
processes, procedures and tools.
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‘ MODULE INF1050: DATABASE 1

Level: Introductory
Theme: Productivity Software
Prerequisite: INF1010 Computer Operations

Module Description: Students are introduced to the basic commands and functions of database
software, and demonstrate how this software can be used as a personal tool in
data and information management.

Module Parameters: Computer workstation, disk, database software, support resources.

Curriculum and Assessment Standards

Module Le:amer Assessment Criteria and Conditions SuggeSte.d
Expectations Emphasis
The student will: Assessment of student achievement should be based on:
e demonstrate basic
electronic database
software competence,
by:
’ — creating databases e creating database files/records to solve problems 45
using basic database software functions:
— define problem (e.g., manage information, make
decisions)
— plan, design and create databases to solve
problems
— enter data into database files
— display and print files
— use of appropriate software commands and
functions to create database files, enter data and
print.
Assessment Tool
Assessment Checklist: Databases (INFDB)
Standard
Rating of 1 in the creation of error-free, well-
designed database files
. BEST COPY AVAILABLE
Introductory N 9 CTS, Information Processing /D.19
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MODULE INF1050: DATABASE 1 (continued)

Module Le.arner Assessment Criteria and Conditions Suggested
Expectations Emphasis
The student will: Assessment of student achievement should be based on:
~ manipulating data e manipulating database files in the preparation of 45
and preparing reports reports:
~ search/query database files to retrieve selected
information

~ plan and present selected data visually through the
creation of reports

~ use appropriate software commands and functions
to query/search database files and create reports.

— analyze data to make recommendations and
conclusions.

Assessment Tool
Assessment Checklist: Databases (INFDB)

Standard
Rating of 1 in the creation of error-free, well-
designed reports

o apply, consistently, e demonstrating appropriate workstation routines. 10
approp riate workstgtio'n Assessment Tool
' rogtmes Assessment Checklist: Workstation Routines and
Management (INFWRKSTN)
Standard '
Rating of:

1 — Workstation Use

2 — File Management

1 — Time Management/Organization
2 — Professionalism

e demonstrate basic ©= ~ | e observations of individual effort and interpersonal Integrated
competencies. : interaction during the learning process. throughout

Assessment Tool
Basic Competencies Reference Guide and any
assessment tools noted above

40 ‘
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MODULE INF1050: DATABASE 1 (continued)

Concept

Specific Learner Expectations

Notes

Software Commands
and Functions

The student should:

describe key features of the database software:
— capabilities/applications

— system requirements

— platform options

— command structure

use help functions and references as appropriate

demonstrate appropriate commands and functions
to organize information in fields

demonstrate appropriate commands and functions
to input and process data:

— open, create and save database files

— enter text and values

— enter formulas to calculate and recalculate

— use number pad to enter values

— use keyboard to enter labels

demonstrate appropriate commands and functions
to format fields:

— alignment

— number format ($, %, decimals)

— text styles

— font type and size

— field length

— borders and shading

— formulas

demonstrate appropriate commands and functions
to edit and manipulate data:

— proofread, edit (cut, copy, paste, clear)

— search

— calculate

— change sequence

demonstrate appropriate commands and functions
to sort data (ascending and descending):

Check data input for
accuracy.

Highlighting to chan
Changing size.
Update files/records.

View files/split screen.

ge.

— alphabetic

— numeric

— subject
Introductory CTS, Information Processing /D.21
©Alberta Education, Alberta, Canada 4 H. (1997)



MODULE INF1050: DATABASE 1 (continued)

Concept Specific Learner Expectations Notes
The student should:

Software Commands | ¢ move through a database efficiently by using Move through record(s)
and Functions appropriate cursor movement tools and efﬁcc‘s;‘:::;'
(continued) commands movement/status

e demonstrate appropriate commands and functions _ iﬁ?{?:;:lmove
to create well-form‘fltted reports: between
— select and sort files for reports planes/remove split.
— title reports
— calculate statistics in a reports
— select text style, font type and size
— determine column sequence and size
- modify data for specific reports
e demonstrate appropriate commands and functions
to retrieve, display and print information:
— form view
— list view
— query view
— report view
— print files and reports in portrait and
landscape.

Document e access data and define problems (e.g., manage Update files as required to

Production information, make decisions) add, delete and edit

plan and design database files to solve problems:
— identify fields (location, name and size)

input and process data:
— create template file
— enter data into files
— update and edit data in files

output reports:
save files
manipulate data
preview records
print records

demonstrate appropriate format specifications and
layout to create appropriate reports

analyze data to draw conclusions and make
recommendations

cite references of data where appropriate.

records.

Topic sug