Terms and Pacing Planner for Computer 7 Keyboarding Classes

Use tekmom.com or techterms.com to locate terms and definitions/examples; students use copy/paste to create their lists for notes

	1st nine weeks
	2nd nine weeks
	3rd nine weeks
	4th nine weeks

	Byte

Binary

Icon

Screen layout:

Title Bar

Menu bar(s)

Close window

Minimize window

Maximize window

Ruler

Status bar

Scroll bars


	(input-output-processing-and storage devices)

hard drive

software

RAM

ROM

processor

CPU

Icon

cursor

mouse

network

LAN

WAN

operating system

monitor

peripheral devices

scanner

modem

laser disk

and others


	Review all terms (and add others?)

Reinforce AUP & Internet safety

	Review all terms (and add others?)

Reinforce AUP & Internet safety

	Line spacing (SS, DS, QS)

Spacing with punctuation

Lesson 11: Rough Draft (proofreader’s marks)


	More with proofreader’s marks

Format documents
	Parts of letters:

Return address Letterhead

Dateline 

Letter/mailing address

Salutation

Body

Complimentary Close

Signature line

Enclosure notation

Optional parts:

Subject line

Reference initials

Copy notation
	More with letters 

Tables (work with columns/rows; centering vertically/horizontally)

As time allows: Formatting Reports

DS

Headers

Page numbers

Indentation

Works Cited (with hanging indent)



	Keyboarding technique: alphabetic keys & alphanumeric keys

Straight, script, and rough draft copies (affect speed)
	Keyboarding technique; accuracy; speed

Correspondence:

Memos/emails

Spell check & thesaurus

Format text
	Keyboarding technique; accuracy; speed

Correspondence:

Personal-business letters; business letters


	Keyboarding technique; accuracy; speed

Finish letters 

Work with formatting data in Tables 

If time, Reports (MLA)


