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	Learning Outcomes and Assessment Standards

	11.1.1
Report on relevant computer hardware, software and local area networks. 

11.2.1
Use essential procedures, techniques and operations in the accurate input of data.


	Details

	Content analysis
	· Change the setup and appearance of programs that are being used to suit the needs of the user.

· Effectively use the help functions provided with the programs.

	Scenario and context
	Theme 1: Expansion of the home office.

Topic 1: Learn to use software to its full potential.

	Lesson

Outcomes


	The learner will:

· identify the various parts of a typical Windows program such as the menu bar, icons and toolbars.
· list and identify various common forms of help that are provided in programs such as wizards, tutorials and FAQs.

· explain what FAQs are and then give a typical situation where there might be used.

· describe what is meant by context sensitive help.

· move a toolbar to another position on the screen.

· customise a toolbar by adding and removing buttons from the toolbar.

· determine which toolbars are active or selected in an application.

· effectively use various forms of help that are available in a program such as wizards, context sensitive help, tutorials and help indexes.
The following values and attitudes need to be emphasised and encouraged:

· I strive to work more productively by customising my programs to my own preferences so that I can work more efficiently and comfortably.

· I have developed the confidence to explore programs on my own and have learnt to help myself when stuck with a problem by consulting various sources of electronic help.

· I started to become an independent learner by exploring new concepts that I have not necessarily been taught in programs.


	LTSM 
	Textbook, PowerPoint presentation


	Learning activities

	Teacher activities
	Learner activities

	Revise basic components of a Windows-program.
	Participate in identification of components.

	Demonstrate how make toolbars visible or not and displaying them in different positions.
	Activity 1: Practical – Explore the displaying of toolbars.

	
	Activity 2: Practical – Place buttons that are frequently used on the Standard and Formatting toolbars.

	
	Activity 3: Practical– Practise skills in Word and test knowledge of the various options available in Word.

	
	Activity 4: 

4.1 – 4.3 Theoretical – test knowledge and insight in the use of Word. 

4.4 Practical– Create a table by only using buttons on the toolbar.

	Explain why it is necessary to be able to use the Help-function of a package.


	

	Show examples of a Wizard
	Activity 5 and 6: Practical – use the Resume Wizard to create own resume.

AND/OR

Activity 7: Practical– use the Calendar Wizard to create a calendar.

	Show examples of on-line help.
	Activity 8: Explore the use of the help functions in Word.

Activity 9: Explore the use of the help functions in Word.

Activity 10: Explore the use of the help functions in Excel..

	Show examples of FAQ’s.
	Activity 11: Explore the use of FAQ.

	Show examples of tutorials.
	Activity 12: Explore the use of Windows tutorials.

	Show examples of context-sensitive menus.
	Activity 13: Explore the use of context-sensitive menus.

	
	Activity 14: Theory – See if you understand. Revision of concepts handled in preceding chapter.


	Evidence of achievement / Daily assessment

	Task #:
	AS
	Nature of task
	Assessment

By whom?
	Method 

of assessment

	Activity 14
	11.1.1
	Task - Theory – Matching terms.
	Self / Peer
	Memorandum

	Activity 15 
	11.1.1

11.2.1
	Task – practical – apply skills to obtain new knowledge.
	Teacher
	Rubric

	Activity 16
	11.1.1
	Revision
	Self
	Control list 


	Reflection (What worked and what did not work.)

	


