Wheeler, Judith







INST 5333

Assignment 9: Course Materials
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Course overview: 
This course offers an opportunity for fourth grade students to explore the world of technology.  Students will explore real life applications of technology plus integrate mathematics into their final product. At the conclusion of this course, students will be able:

· Create a word processing document

· Create a table

· Find and edit graphics

· Conduct a survey
· Enter data into a table

· Record personal observations

· Share results with their peers
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Teachers Guide for Tables and Graphics

Lesson overview:
 In this lesson, students will read and apply a written set of directions to operate a word processing application to create a document, enter and edit data and print the document. Students will use their prior knowledge of the iMac and Appleworks to complete this assignment.

Lesson objectives: 
1.0 Using a written set of directions, correctly create a blank word processing document.

1.1 Using a written set of directions, correctly choose one font for the document.

1.2 Using a written set of directions, correctly use keyboarding skills to type the title of the

document and center it on the page.

1.3 Using a written set of directions, correctly add two spaces following the title using the 

enter key.

2.0 Using a written set of directions, correctly navigate the menu bar to begin the creation of 

a table.

2.1 Using a written set of directions, correctly construct a table with five rows and three

columns.


2.1.1 Using a writing set of directions, correctly use keyboarding skills to label each row.


2.1.2 Using a written set of directions, correctly use keyboarding skills to label each


 column.

3.0 Using a written set of directions, correctly use the menu bar to begin a search for a graphic

 that relates to cars.

3.1 Using a written set of directions, correctly choose one graphic related to cars.

3.2 Using a written set of directions, correctly place and size the graphic into the document in

the upper right hand corner.

Delivery System: 
Face to Face 

Teaching tips:
 Some students become overwhelmed when faced with working independently on a computer in a software program other than a game.  On the other hand, some students are overly confident of their computer skills.  Both types of students can sink very quickly if properly attention is not paid to their continuing work efforts.  The teacher must consistently monitor the progress of all of the students work while this project is being completed.

Materials:
· PowerPoint Presentation: 


Tables and Graphics* 
· Handouts:


Learning Components (for teacher use)*




AppleWorks: Tables and Graphics (a copy for each student)*




Posttest: Appleworks: Tables and Graphics (a copy for each student)*
· Equipment needed for instruction: 


Computer with projection system to model work (optional)



Desktop or laptop computer for each student (can be used on a rotation basis)



Copyholder to hold directions



Printer

* Found in Appendices
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Student Guide for Tables and Graphics
Lesson overview:

 In this lesson, you will read and follow a set of directions written for you.  You will use AppleWorks (a word processing application) to create a new document.  You will enter data, and then later, edit data.  Finally, you will print your document. You will need to remember everything you have learned about the iMac and Appleworks to complete this assignment.

Lesson objectives: 
Using your written set of directions, you will:

· correctly create a blank word processing document.

· correctly choose one font for the document.

· type the title of the document and center it on the page.

· add two spaces following the title using the enter key.

· create of a table with five rows and three columns and label them.

· search for a graphic and place it into your document.

Delivery System: 
This lesson will be face to face (f2f).  Your teacher will demonstrate the steps of the lesson to you first and then you will complete the tasks independently.
Learning tips: 
Listen carefully.
Read carefully.

Work carefully.

Ask questions if you need help.

Materials:

· PowerPoint Presentation: 



Tables and Graphics – Your teacher will model this assignment.

· Handouts:


AppleWorks: Tables and Graphics – These are your written directions.



Posttest: Appleworks: Tables and Graphics – Yes, you will have a test




 when you have completed this project to assess what you have learned.

· Equipment needed for instruction: 


Desktop or laptop computer



Copyholder to hold directions



Printer

 Assessment for Tables and Graphics
Instructions for assessment: 
Student Assessment
During the initial project, although students will be working independently, the instructor should monitor the progress of their work closely.  After students have completed their project and printed it out, they will assess their own work with the instructor.  Using a completed project Xeroxed onto a transparency, the student will place the transparency over his/her work.  The printed work should match up to the transparency as far as text size and spacing. Students will conference with the teacher in regards to the size and placement of the graphics.  Students will record their assessment of the Tables and Graphics Student Score Form.*
Posttest – Final Assessment
The students will be given a posttest* after completing the final product detailed in the course overview and objectives.  Each student will be given a set of written directions similar to the first set to be completed independently. Although the instructor will be present, he/she should not be available to aid students with their work.  The students will have one hour to complete their posttest. Student will be scored on the Tables and Graphics Test Grading Form.*
The following items regarding assessment, grading and planning are located in the Appendix. 
· Technology Posttest- AppleWorks: Tables and Graphics 

· Grading Forms


Tables and Graphics Student Score Form


Tables and Graphics Test Grading Form
· Checklists (for recording all of the scores)
· Assessment Planning
· Assessment -Types of Questioning
· Course Map
*Located in Appendices
Appendices
A. Tables and Graphics: Power Point Presentation
B. AppleWorks: Tables and Graphics Student Directions
C. Technology Posttest- AppleWorks: Tables and Graphics 

D. Grading Forms

i. Tables and Graphics Student Score Form
ii. Tables and Graphics Test Grading Form
E. Checklists (for recording all of the scores)
F. Assessment Planning
G. Assessment -Type of Questioning 

H. Course Map
I. Learning Components
Appendix A:  Tables and Graphics: Power Point Presentation
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• Where do all these worksheets come 

from?

• How do they print stories and ads for the 

newspaper?  Magazines?

• How do you make a crossword puzzle?

• I thought computers were only good for 

playing games!?!?
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• Create worksheets

• Create letters and note cards

• Create puzzles and artwork

• Create reports and research papers

• Create poems and artwork

• Create and keep journals

• Creating drawings and artwork
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• Log onto campus server

• Open your teacher’s folder 

• Open AppleWorks

• Click on New

Any questions?????????
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• Create a document 

and save it as 

“Colors”.

• Choose your font.  

It must be size 12 

and 



!

• Add and center the 

title.

Colors, Cars and Computers
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• Add two spaces 

after the title.

• Change the 

justification back to 

left.

• Save your 

document.

• Get ready to create 

a table!

Colors, Cars and Computers
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• Use the menu bar to 

create a table.

• Your table needs 3 

columns and 9 rows.

• Label the columns: 

Color, Tally, Count.

• Make the labels 

BOLD

.

• Save your document.

Count Tally Color

Colors, Cars and Computers
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• Label the rows with 

the colors from the 

directions.

• Proofread your 

document.

• Save your document.

Yellow

White

Silver

Red

Green

Brown

Blue

Black

Count Tally Color

Colors, Cars and Computers
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• Search for a graphic.

• Open your red tool 

box.

• Choose your graphic.

• Click on the arrow 

icon and drag the icon 

to your page.

• Center the graphic at 

the bottom of the 

page.

Yellow

White

Silver

Red

Green

Brown

Blue

Black

Count Tally Color

Colors, Cars and Computers
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• Proofread your 

document.

• Make any changes 

you need to.

• Spll chck (Yes, spell 

check!)

• Save one last time.

• Print one copy in 

color.

Yellow

White

Silver

Red

Green

Brown

Blue

Black

Count Tally Color

Colors, Cars and Computers
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Student/Teacher 

Conference:

• Bring your final copy.

• Bring you Self-

Assessment Form.

• Conference with the 

teacher.

• Turn in your final 

copy.

• Practice your Mavis 

Beacon.

Yellow

White

Silver

Red

Green

Brown

Blue

Black

Count Tally Color

Colors, Cars and Computers



 Appendix B:
AppleWorks: Tables and Graphics Student Directions

Appleworks: Tables & Graphics

Read the directions carefully.  


Work independently and efficiently.  




Use your copyholder and ruler!






Ask questions if you need help!
1.
Create a new word processing document in AppleWorks.

2.
Save your new document as “Colors” in your folder.

3.
Choose any font that you wish. 

3.1
Check that the font is readable in font size 12.

4.
Change your justification to center.

5.
Add the title “Colors, Cars and Computers”

6.
Add two spaces after the title.

7.
Change your justification back to left justification.

8.
Create a table with three columns and nine rows.

9.
Label the columns: COLOR, TALLY, COUNT.

10.
Change each label to Bold Style.

11.
Under the COLOR column, type: Black, Blue,  Brown, Green,  Red, Silver, 
White, Yellow).

12.
Choose one graphic to add to your document at the bottom of the page. 


12.1
The graphic should be related to cars.


12.2
The graphics should be centered on the bottom of the page...  

13.
Proofread your document and make any changes needed.

14.
Spell check your document.

15.
Save your document again.

16.
Print your final copy ONE time from the Color Laser Printer.

17.
Bring your final copy to your conference with your teacher.


Bring your pencil for your Self-Assessment Form.


Turn in your final copy and assessment to the black basket on the file 
cabinet.

18.
Practice your keyboarding skills with Mavis Beacon while the other students 
finish their test.

Appendix C: 
Technology Posttest – AppleWorks: Tables and Graphics

Technology Posttest –Appleworks: Tables & Graphics

Read each step carefully and then follow those directions.  Work independently and efficiently.  You have one hour to complete your product.***Use your copyholder and ruler!***
1.
Create a new word processing document in AppleWorks.

2.
Save your new document as “Table Test” in your folder.

3.
Choose a font that is readable in size 12.

4.
Change your justification to center.

5.
Add the title “Technology Posttest - AppleWorks: Tables and Graphics”

6.
Add two spaces after the title.

7.
Change your justification back to left justification.

8.
Create a table with two columns and three rows.

9.
Label one column BOYS and the other column GIRLS.

10.
Change each label to Bold Style.

11.
Under the BOYS column, type number of boys in our class (11).

12.
Under the GIRLS column, type the number of girls in our class (10).

13.
Under the TEACHER column, type the number of teachers in our class (1).

14.
Choose two graphics to add to your document at the bottom of the page. 


14.1
One graphic will be an animal.


14.2
The second graphic will be a person.


14.3
The graphics should be in a horizontal line and of equal size.  

15.
Answer these questions at the bottom of your page:  


Compare this final document to your survey document. 

How are they alike and different? 


Which tasks were easy for you and which were difficult? 

Use complete sentences to explain your answers.

16.
Proofread your document and make any changes needed.

17.
Spell check your document.

17.
Save your document again.

18.
Print your final copy ONE time from the Color Laser Printer.

19.
Turn in your final copy to the black basket on the file cabinet.

20.
Practice your keyboarding skills with Mavis Beacon while the other students finish their test.

Appendix D (i):
Grading Forms:  Tables and Graphics Student Score Form

Tables and Graphics -Student Score Form

	Quality Item
	Possible Points
	Points Awarded

	New document created
	5
	

	Document saved correctly
	5
	

	Font is size 12 and readable
	10
	

	Title is center justified
	5
	

	Two spaces after title
	2
	

	Returned to left justification
	2
	

	Table has 2 rows & 3 columns
	5
	

	Columns are labeled correctly
	5
	

	Rows have correct data
	5
	

	Animal graphic included
	3
	

	Person graphic included
	3
	

	Graphics equal size
	5
	

	Graphics in horizontal line
	5
	

	Proofread: No errors
	10
	

	Spell check: No errors
	10
	

	Product printed once in color
	5
	

	Product turned in correctly
	5
	

	Conference with teacher
	10
	

	                         Total Possible Points
	100
	

	                              
	
	Final Grade




Appendix D (ii):
Grading Forms: Tables and Graphics Test Grading Form

Tables and Graphics -Test Grading Form

	Quality Item
	Mandatory

Y/N
	Possible Points
	Points Awarded

	New document created
	Y
	5
	

	Document saved correctly
	Y
	5
	

	Font is size 12 and readable
	Y
	10
	

	Title is center justified
	Y
	5
	

	Two spaces after title
	Y
	2
	

	Returned to left justification
	Y
	2
	

	Table has 2 rows & 3 columns
	Y
	5
	

	Columns are labeled correctly
	Y
	5
	

	Rows have correct data
	Y
	5
	

	Animal graphic included
	Y
	3
	

	Person graphic included
	Y
	3
	

	Graphics equal size
	Y
	5
	

	Graphics in horizontal line
	Y
	5
	

	Essay (7/10 terms used)**
	Y
	10
	

	Proofread: No errors
	Y
	10
	

	Spell check: No errors
	Y
	10
	

	Product printed once in color
	Y
	5
	

	Product turned in correctly
	Y
	5
	

	
	
	
	

	                    Total Possible Points
	
	100
	

	                              
	
	
	Final Grade




	**Keywords or Concepts to be used:

Comparison     Table     Document     Conclusion     Analysis     Data     Alike     Different     Compare     Contrast


Appendix E:

Checklist for Scores

	Student Name
	Self-Assessment Score
	Posttest Score
	Mastery

(Y/N)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Appendix F:
Assessment Planning

Assessment Planning Table 

	Bloom Level / Performance
	Essay
	Fill in the Blank
	Complete
	Multiple Choice
	Matching
	Product Checklist
	Performance Checklist
	Discussion

	Knowledge: Recognition
Recognizing previously learned material
	
	
	
	
	
	
	X
	

	Knowledge: Recall
Remembering previously learned material
	
	
	
	
	
	
	X
	

	Comprehension

Grasping the meaning of material
	
	
	
	
	
	X
	
	

	Application

Using information in new situations 
	
	
	
	
	
	X
	X
	

	Analysis

Breaking the whole into parts
	X
	
	
	
	
	X
	X
	

	Synthesis

Combining parts into a whole
	X
	
	
	
	
	X
	X
	

	Evaluation

Judging the value of a thing
	X
	
	
	
	
	X
	
	

	Perform a Task
	
	
	
	
	
	
	X
	


Appendix G:
Assessment - Types of Questioning

	Assessment Type

	E for Essay
	FB for Fill in the Blank
	C for Complete a Sentence
	MC for Multiple Choice
	M for Matching



	Objective No.
	Objective
	Assessment Type

	
	
	CRT
	Discussion
	Product Checklist
	Performance Checklist

	1.0
	Using a written set of directions, correctly create a blank word processing document.
	
	
	
	X

	1.1
	Using a written set of directions, correctly choose one font for the document.
	
	
	
	X

	1.2
	Using a written set of directions, correctly use keyboarding skills to type the title of the document and center it on the page.
	
	
	
	X

	1.3
	Using a written set of directions, correctly add two spaces following the title using the enter key.
	
	
	
	X

	2.0
	Using a written set of directions, correctly navigate the menu bar to begin the creation of a table
	
	
	
	X

	2.1
	Using a written set of directions, correctly construct a table with five rows and three columns.
	
	
	X
	X

	2.1.1
	Using a written set of directions, correctly use keyboarding skills 

to label each row.
	
	
	
	X

	2.1.2
	Using a written set of directions, correctly use keyboarding skills 

to label each column.
	
	
	
	X

	3.0
	Using a written set of directions, correctly use the menu bar to begin a search for a graphic that relates to cars.
	
	
	
	X

	3.1
	Using a written set of directions, correctly choose one graphic related to cars.
	
	
	
	X

	3.2
	Using a written set of directions, correctly place and size the graphic into the document in the upper right hand corner.
	
	
	
	X

	4.0
	Using a written set of directions, correctly use the shortcut keys to check the spelling in the document.
	
	
	
	X

	4.1
	Using prior knowledge, read over and correctly proofread the document to check for capitalization, usage, punctuation and spelling errors.
	
	
	
	X

	4.2
	Using prior knowledge, use correct keyboarding skills to make changes to reflect the proofreading.
	
	
	
	X

	5.0
	Using a written set of directions, correctly save the document using the given title.
	
	
	
	X

	6.0
	Using a written set of directions, correctly send the document to the black and white printer in the technology lab one time only.
	
	
	X
	X

	7.0
	Following the teacher’s directions, correctly complete the survey by collecting information.
	
	
	
	X

	7.1
	Following the teacher’s directions, correctly count twenty five cars that pass and record their colors with tally marks.
	
	
	X
	X

	7.2
	Following the teacher’s directions, correctly translate the tally marks into numeric form.
	
	
	X
	X

	8.0
	Using a written set of directions, correctly retrieve the saved document and open it for editing.
	
	
	
	X

	8.1
	Using a written set of directions, correctly add the numerals and tally marks from the collected data using keyboarding skills and the survey page.
	
	
	X
	X

	8.2
	Using a written set of directions, correctly use keyboarding skills to add an analysis of the data and reflection of the survey at the bottom of the document.
	ESSAY
	
	X
	X

	9.0
	Using a written set of directions, correctly print a final copy of the document one time using the color printer in the technology lab.
	
	
	
	X

	10.0
	Following the teacher’s directions, correctly state the results and share with the class using the reflections of the survey and analysis of the data.
	
	
	
	X


Essay Question

	Objective No.
	Objective
	Directions for Essay
	Keywords or Concepts
	Criteria

	8.2
	Using a written set of directions, correctly use keyboarding skills to add an analysis of the data and reflection of the survey at the bottom of the document.

	Compare this final document to your survey document. How are they alike and different? Which tasks were easy for you and which were difficult? Explain your answers.
	Comparison

Table

Document

Conclusion

Analysis

Data

Alike

Different

Compare

Contrast
	Passing

7 / 10

Terms Used


Appendix H:

Course Map
Course Map
	Objectives
	Activities
	Assessments

	1. (1.0) Using a written set of directions, correctly create a blank word processing document.


	KWL / Group discussion

Mini-lecture 

Teacher models (demonstrates) steps of assignment on computer with projector

Students begin working independently using written directions
	Performance Checklist (Posttest)

	2. (1.1) Using a written set of directions, correctly choose one font for the document.


	Students use teacher created directions independently

Students use correct keyboarding skills
	Performance Checklist (Posttest)

	3. (1.2) Using a written set of directions, correctly use keyboarding skills to type the title of the document and center it on the page.
	Students use teacher created directions independently

Students use correct keyboarding skills
	Performance Checklist (Posttest)

	4. (1.3) Using a written set of directions, correctly add two spaces following the title using the enter key.
	Students use teacher created directions independently

Students use correct keyboarding skills
	Performance Checklist (Posttest)

Printed copy of product

	5. (2.0) Using a written set of directions, correctly navigate the menu bar to begin the creation of a table.
	KWL / Group discussion

Mini-lecture 

Teacher models (demonstrates) steps of assignment on computer with projector

Students begin working independently using written directions
	Performance Checklist (Posttest)

	6. (2.1) Using a written set of directions, correctly construct a table with five rows and three columns.
	Students use teacher created directions independently

Students use correct keyboarding skills
	Performance Checklist (Posttest)

	7. (2.1.1) Using a writing set of directions, correctly use keyboarding skills to label each row.
	Students use teacher created directions independently

Students use correct keyboarding skills
	Performance Checklist (Posttest)

	8. (2.1.2) Using a written set of directions, correctly use keyboarding skills to label each column.
	Students use teacher created directions independently

Students use correct keyboarding skills
	Performance Checklist (Posttest)

Printed copy of product

	9. (3.0) Using a written set of directions, correctly use the menu bar to begin a search for a graphic that relates to cars.
	KWL / Group discussion

Mini-lecture 

Teacher models (demonstrates) steps of assignment on computer with projector

Students begin working independently using written directions
	Performance Checklist (Posttest)

	10. (3.1) Using a written set of directions, correctly choose one graphic related to cars.
	Students use teacher created directions independently

Students use correct keyboarding skills
	Performance Checklist (Posttest)

	11. (3.2) Using a written set of directions, correctly place and size the graphic into the document in the upper right hand corner.
	Students use teacher created directions independently

Students use correct keyboarding skills
	Performance Checklist (Posttest)

Printed copy of product


Appendix I:

Learning Components

Tables and Graphics
	Component
	Event
	Content / Teaching Points
	Activities
	Individual or Cooperative
	Transitions

	 Pre

Instructional

Activities


	Gaining attention/ Motivating
	Do you ever wonder how the teachers come up with your worksheets?

You will be able to create all types of documents with what you learn in this lesson.
	KWL

Discussion
	Large group
	“Let’s look at what you’re going to create today.  Watch as I go through the steps that you are going to follow.”

	
	Informing learner

of objective
	See terminal and enabling objectives
	Lecture and modeling using iMac and projector.


	Large group
	“Can you see how teachers create worksheets?  Can you see how you can create letters and all kinds of documents?”

	
	Stimulating recall

of prerequisite learning
	Model how to log onto server

Model how to find AppleWorks

Model how to create document
	Examples

KWL

Discussion
	Large group
	“As you can see, you will need to remember how to log onto the server and find AppleWorks to create a document.”

	Content Presentation
	Presenting stimulus material
	Review written instructions

Model how to create document, table and add graphic using iMac and projector.
	Mini Lecture

Discussion

Modeling

Examples

Posters in lab
	Large group
	“Does anyone have a question? Can you see where we are headed?”

	
	Providing learning guidance
	Use the ruler on the copy holder to follow directions

Proofread

Save often

Use posters on the walls for help
	Modeling

Examples

Posters 
	Large group
	

	Learning participation
	Eliciting the performance
	Written

set of directions for students 
	Directions

Teacher support
	Individual
	“I think that you are ready to get started on your own.  Let’s go!”

	
	Providing feedback about performance correctness
	Set expectations

Teacher support

Written directions
	Verbal praise or corrections by teacher
	Individual
	

	Assessment 
	Assessing performance
	Review assignment requirements

Use checklist for assessment
	Performance Checklist
	Individual
	“Before you turn in your assignment, proofread your work, edit it and spell check.”

“It’s time to end our technology class, please close your software and log off.”

	Foll1ow thru
	Enhancing retention and transfer
	Summarize concepts

Teacher feedback

Student practice

Review of when and how this skill can be used elsewhere
	Discussion

Practice
	Large group
	“Now that you have created your survey document, you will be conducting a survey.  You also have the skills to create any other document or table that you would like. We’ll practice these skills each week.”
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