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Housekeeping 

Website –all resources in one spot! 

www.arkansastechteachers.weebly.com 

Documents 

Links 

Presentations 

Contact Information 

 

http://www.arkansastechteachers.weebly.com/


Day 1 Day 2 Day 3 

Introduction Word Processing Spreadsheets 

Frameworks Presentations CTSO’s 

Lab Management Microsoft IT Academy 

Review Touch Typing Microsoft Certifications 

Online Living Resources 

Computer Basics Questions? 

Ownership/Ethics 

Digital Literacy Test 



Overview 

18 hours of PD for 419 Endorsement 

Teach business courses for grades 5/6 

Input Technologies (Grade 5) 

Technology Communications (Grade 6) 

Must have transition plan in place 

 

 

KeyboardingPresentation.pptx
Brookland.pdf


http://ace.arkansas.gov  

Keyboarding is a prerequisite! 

Workshop includes content for 

Input Technologies (5th grade) 

Technology Communications (6th grade) 

Required -40 minutes/week or equivalent/year 

 

 

http://ace.arkansas.gov/
355910_Input_Technologies.docx
366910_Technology_Communications.docx


Different rules/management 

Lab management software 

LanSchool Lite is FREE!! 

Behavior management software 

ClassDojo is FREE!! 

Classroom management software 

Edmodo is FREE!! 

http://www.lanschool.com/lanschool/guided-tour
http://www.lanschool.com/lanschool/guided-tour
http://www.lanschool.com/lanschool/guided-tour
http://www.lanschool.com/lanschool/guided-tour
https://www.youtube.com/watch?v=KaeNSYJvrn0
https://www.edmodo.com/


How? 

Prevention 

Monitor students 

Set expectations 

Teach plagiarism and ownership 

http://homeworktips.about.com/od/cheating/a/echeating.htm
http://homeworktips.about.com/od/cheating/a/echeating.htm


Web-based Touch Typing 

www.sense-lang.org/typing 

www.goodtyping.com 

www.typingweb.com 

www.bbc.co.uk/schools/typing  

Typing Games 

www.rapidtyping.com/online-typing-games-
puzzle.html 

http://www.sense-lang.org/typing
http://www.sense-lang.org/typing
http://www.sense-lang.org/typing
http://www.goodtyping.com/
http://www.typingweb.com/
http://www.bbc.co.uk/schools/typing
http://www.rapidtyping.com/online-typing-games-puzzle.html
http://www.rapidtyping.com/online-typing-games-puzzle.html
http://www.rapidtyping.com/online-typing-games-puzzle.html
http://www.rapidtyping.com/online-typing-games-puzzle.html
http://www.rapidtyping.com/online-typing-games-puzzle.html
http://www.rapidtyping.com/online-typing-games-puzzle.html
http://www.rapidtyping.com/online-typing-games-puzzle.html


Online Safety  

www.netsmartz.org  Good student info 

www.commonsensemedia.org General info 

http://www.isafe.org  School must register 

http://www.ag.arkansas.gov/Speakers available 

 

 

http://www.netsmartz.org/
http://www.commonsensemedia.org/
http://www.isafe.org/
http://www.ag.arkansas.gov/


Using the Internet 

www.computerhope.com -10 Tips 

www.teachingideas.co.uk/welcome - Awesome 
source for learning to use the Internet 

 

http://www.computerhope.com/
http://www.teachingideas.co.uk/welcome


Use www.gfclearnfree.org/computers  

Computer Parts-Use  Lessons 5-7 

Care of Storage Media –Use Lesson 14 

Start up/shut down of Computer 

Operating Systems – Use Lesson 2 

File Management  - Windows Lesson 6 

 

 

http://www.gfclearnfree.org/computers


Use http://www.gcflearnfree.org 

Lessons in Digital Skills/Use Information 
Correctly 

Copyright 

Fair Use 

Plagiarism 

Ethics 

http://www.gcflearnfree.org/


Microsoft IT Academy 

Can download onto computer 

Or log in to IT Academy 

Covers frameworks +++ 

Take Certification Test 

Print certificate IMMEDIATELY! 

 

Carlislebusiness.weebly.com  

http://www.microsoft.com/about/corporatecitizenship/citizenship/giving/programs/up/digitalliteracy/default.mspx


Microsoft Word, Google Docs, OpenOffice 

www.office.microsoft.com  

Has tutorials for all versions 

www.gfclearnfree.org  

Videos & tutorials for all versions 

www.fbla-pbl.org 

Document Format Guide 

 

http://office.microsoft.com/en-us/training-FX101782702.aspx
http://office.microsoft.com/en-us/training-FX101782702.aspx
http://www.gfclearnfree.org/
http://www.fbla-pbl.org/web/page/589/sectionid/587/pagelevel/2/fbla.asp
http://www.fbla-pbl.org/web/page/589/sectionid/587/pagelevel/2/fbla.asp
http://www.fbla-pbl.org/web/page/589/sectionid/587/pagelevel/2/fbla.asp


Word Workspace 

Character Formatting – Create Acrostic Poem 

Paragraph Formatting – Create Flyer 

Page Formatting 

Advanced Features– Revise Flyer 

Save , Preview, & Print 

 

 

Word Workspace/Word Workspace.ppt
Acrostic Poem Example.docx


Format Documents 

Memo/Email 

Unbound Report 

Personal/business Letter 

Column Document 

Table 

Rough Draft 

 

 



PowerPoint,  Google Docs, OpenOffice, Prezi, 
Animoto,  

PowerPoint Workspace 

Design template/theme 

Graphics 

Transitions 

Animations 

 

 



Create a presentation for first day of school, 
classroom rules, lab rules, etc. 

10 slides 

Theme 

Transition 

Animations 

Graphics 

 

 

Ten Commandments PowerPoint.ppt


Excel, Google Docs, Open Office 

Excel Workspace 

Spreadsheet Parts 

Data Formatting 

Spreadsheet Editing 

Charts/graphs 

View and print 

 



Information and Communications Technology 

Take in 7th grade 

One semester 

Expands on 5th/6th grade classes 

Requires secondary business certification 



Career Technical Student Organizations 

Future Business Leaders of America (FBLA) 

Business students – 5th-12th grades 

Middle Level State Adviser—Sandon Williams 

Distributive Clubs of America (DECA) 

Marketing students – 9th-12th grades 

http://www.fbla-pbl.org/
http://www.deca.org/


Free to ALL teachers in Arkansas 

Free curriculum/resources 

MOS Certification Tests available 

Digital Literacy Certification  

Free curriculum 

Free certification test 

https://login.live.com/login.srf?wa=wsignin1.0&wtrealm=http://corp.sts.microsoft.com&wctx=0f8d6d1a-e2a2-4784-8dfa-a0a52f0ab175&wct=2014-05-27T15:02:34Z&whr=uri:WindowsLiveID


Arkansas Department of Career Education 

Division of Business and Marketing 

501-682-1768 


