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                                    Guidelines Expectations Proficiency Skills:  

  

Kindergarten Technology Proficiency Skills 

Student will:  
K-1 Identify and use the enter key, arrow keys, space bar, delete key, backspace key, Caps Lock  
K-2 Identify and use the numbers and letters keys  
K-3 Use the mouse to click and drag  
K-4 Open and close application programs  
K-5 Type name  
K-6 Save work  
K-7 Show responsible use of equipment  
K-8 Work independently and cooperatively using technology tools  
K-9 Use ergonomically correct posture at the computer  
K-10 Demonstrates acceptable behavior at the computer and in the lab  
K-11 Understands developmentally appropriate Internet use with respect to safety, manners, advertising, 

research, and technology  
 
 

1
st 

Grade Technology Proficiency Skills 
Student will have mastered K Proficiency Skills, plus:  
1-1 Identify the monitor, CPU, mouse, printer, keyboard, CD-Rom  
1-2 Demonstrate basic startup and shutdown procedures for computers and other electronic devices  
1-3 Use the enter key, arrow keys, space bar, delete key, backspace key, Caps Lock, Num Lock, escape 

key, Shift key  
1-4 Identify and read basic program commands such as “press space bar” and “continue”  
1-5 Use keyboarding skills to increase productivity and accuracy  

a. Use both the right and left hand to select appropriate keys  
b. Begin using correct posture, placing both hands on keyboard at all times  
c. Encourage use of more than one finger on each hand to stroke keys  
d. Reinforce recognition and use of special, letter and number keys  

1-6 Use word processing  
a. Enter text to compose simple sentence  
b. Edit text using arrow keys, delete, and backspace  
c. Save a file  

1-7 Use a graphics/paint program to create shapes, colors, and pictures using basic tools  
1-8 Understands developmentally appropriate Internet use with respect to safety, manners, advertising, 

research, and technology  
 

2
nd  

 Grade Technology Proficiency Skills 
Student will have mastered Grade 1 Proficiency Skills, plus:  
2-1 Use appropriate technology vocabulary, such as program, printer, menu bar, desktop, folder, keys, 

Internet, website, icon  
2-2 Demonstrate appropriate use of keyboard, control keys, disk drive/CD-Rom drive, mouse, and 

monitor  
2-3 Log in and out, start and exit programs  
2-4 Use keyboarding skills to increase productivity and accuracy  



a. Use correct posture with both hands on keyboard  
b. Introduce touch typing  

c. Reinforce use of special keys  
1. Master the space bar and enter keys  
2. Reinforce the enter key, arrow keys, space bar, delete key, backspace key, Caps Lock, Num Lock, 

escape key, Shift key  
3. Introduce the tab key  
2-5 Use word processing  

a. Understands the concepts of insertion point, cursor, and word wrap  
b. Can enter, delete, cut, copy and paste text  
c. Compose, edit, and publish a paragraph, story or poem  
d. Can save and retrieve a file  

e. Print a document  
2-6 Use multimedia program that incorporates text and graphics to demonstrate knowledge of a specific 

content area topic.  
a. Create single and multiple screen projects  
b. Plan and create a linear sequence which tells a story using text and graphics  

2-7 Use a graphics/paint program to create a graphic to illustrate an idea in a story  
2-8 Understands developmentally appropriate Internet use with respect to safety, manners, advertising, 

research, and technology. 
                       

3
rd 

Grade Technology Proficiency Skills 
 Student will have mastered Grade 2 Proficiency Skills, plus:  
3-1 Use technology resources for research on individual and collaborative projects and activities  

a. Navigate Internet toolbar independently  
b. Locate information in a teacher selected online resource  
c. Practice ethical use of technology (copyright, plagiarism)  
d. Exhibits safe online behavior  

3-2 Use mind/concept mapping program to define and refine information  
3-3 Use keyboarding skills to increase productivity and accuracy  

a. Use correct posture with both hands on keyboard and fingers on the Home Row  
b. Continue keyboarding practice with a process goal of 10 WPM, 70% accuracy  

3-4 Use Word Processing  
a. Introduce additional special character and punctuation keys  
b. Format a document using fonts, text size, styles, color and alignment  
c. Locate and insert a graphic into a document  
d. Use of spelling and grammar tools  

3-5 Use graphics/paint program to manipulate objects  
a. Select  
b. Move  
c. Rotate, stretch, shrink and flip  
d. Duplicate, cut, copy, and paste  

3-6 Use multimedia program that incorporates text and graphics to demonstrate knowledge of a specific 
content area topic.  

a. Plan scope and sequence of a project using storyboard  
b. Use color, text styles and sound to compliment project  



4
th 

Grade Technology Proficiency Skills 

Student will have mastered Grade 3 Proficiency Skills, plus:  
4-1 Use online and electronic resources to communicate, collaborate, and retrieve research and digital 

media retrieval.  
a. Access the Internet and use teacher-reviewed bookmarks and/or links.  
b. Enter a URL into the browser location to access a Web site.  
c. Make bookmarks in a browser.  
d. Respect the privacy of other students' work  
e. Efficiently use resources (time-manage)  

4-2 Use mind/concept mapping program  
a. Illustrate a process  
b. Brain storm  

4-3 Use keyboarding skills to increase productivity and accuracy  
a. Use correct posture with both hands on keyboard and fingers on the Home Row  
b. Continue keyboarding practice; goal of 15 WPM, 75% accuracy  

4-4 Use Word Processing  
a. Set columns  
b. Use numbering and bullets  
c. Insert symbols  
d. Use highlighting  
e. Can adjust line spacing  
f. Use tab keys  
g. Insert graphics  

4-5 Use graphics/paint program to create and manipulate objects  
a. Save in different formats  
b. Insert image into a student project  
4-6 Use multimedia program that incorporates text and graphics and sound to demonstrate knowledge of 

a specific content area topic.  
a. Use of transitions, looping, timing for presentation  

4-7 Use spreadsheet program to visually represent data  
a. Understands cell concept  
b. Can format cells (font, size, color, alignment)  
c. Can input data  
d. Can use chart wizard to graph data in a simple format  
e. Can save and retrieve a file  
 
 

5
th 

Grade Technology Proficiency Skills 
Student will have mastered Grade 4 Proficiency Skills, plus:  
5-1 Use online and electronic resources to communicate, collaborate, and retrieve research and digital 

media retrieval.  
a. Use search engines to locate information using keywords  
b. Use ‘find’ function to locate information on a webpage  
c. Use equipment for positive and productive functions.  
d. Apply the concept, and understand the consequences of plagiarism and copyright 
infringement.  
e. Identify and cite Internet and electronic references in a bibliography.  

5-2 Use mind/concept mapping program  
a. Organize, compare, contrast information  

5-3 Use keyboarding skills to increase productivity and accuracy  
a. Use correct posture with both hands on keyboard and fingers on the Home Row  
b. Continue keyboarding practice with a process goal of 20 WPM, 80% accuracy  

5-4 Use Word Processing  
a. Use thesaurus function  



b. Use header/footer  
c. Move objects and text within the document  

5-5 Use graphics/paint program to create and manipulate objects  
a. Utilize basic paint, text, and graphic tools.  

b. Select, crop, move and resize images.  
5-6 Use multimedia program that incorporates text and graphics and sound to demonstrate knowledge of 

a specific content area topic.  
a. Use of animations  
b. Use of hyperlinks  
c. Present to an audience  

5-7 Use spreadsheet program to visually represent data  
a. Can collect and input data  
b. Can create a graph/chart from collected data  

5-8 Integrate two or more applications  
a. Toggle between two or more applications.  
b. Copy and paste text, graphics, and/or other media resources from one application to 
another.  

5-9 Troubleshooting  
a. Know how to check cable and power connections.  
b. Know how to force quit applications.  
c. Know how to warm reboot a computer.  
d. Refill printer paper.  
 
 

Technology Proficiency Skills for 6th -8th Grades 

The middle school student literate in computer applications...  

1. Knows how to use a word processing program and applies it in a meaningful way as a tool in daily 
life.  

2. Knows how to create and select an appropriate graphic and demonstrates proper use when 
preparing materials for real life situations.  

3. Knows how to access sites on the Internet.  

4. Knows the value of keyboarding and demonstrates its proper use.  

5. Knows the impact of technology on society and understands how to be an ethical user of 
technology.  

6. Knows how to create and use a spreadsheet as a tool to present and graph real data.  

7. Knows how to use the computer to design a presentation and publication for disseminating 
information.  

8. Knows how to use management and systems features common to multiple platforms and 
applications.  

             

1. Knows how to use a word processing program and applies it in a meaningful way as a tool in daily 
life.  

a. Demonstrates the use of basic word processing functions (e.g., menu, tool bars, dialog 
boxes, spell checker, thesaurus, page layout, headers and footers, word count, tabs).  

b. Compose a class report using advanced text formatting and layout styles (e.g., single and 
double spacing, different size and style of fonts, indents, headers and footers, pagination, 
table of contents, bibliography).  

2. Knows how to create and select an appropriate graphic and demonstrates proper use when 
preparing materials for real life situations.  



a. Describe and convert different graph formats (i.e., pict, gif, tiff, jpeg, bmp, etc.)  
b. Describe and demonstrate different ways to acquire graphics (i.e., scanned images, digital 

images, etc.)  
c. Import and/or copy graphics from different sources (i.e., clipart, scanned or digital images, 

Internet graphics, screen shots, etc.)  
3. Knows how to access sites on the Internet.  

a. Define basic Internet terms  
b. Use an Internet browser to access and/or copy graphics, information and text for use in 

other projects  
c. Use the Menu options in an Internet browser to navigate to other sites, find information, 

print, etc.  
d. Properly site sources and applies copyright laws when using materials.  
 

4. Knows the value of keyboarding and demonstrates its proper use.  
a. Use proper keyboarding techniques  
b. Use correct fingering for alphabetic keys, numeric keypad, and common marks of 

punctuations.  
c. Identify the importance of accuracy before speed.  

5. Knows the impact of technology on society and understands how to be an ethical user of 
technology  

a. Describe ways in which technology has a global influence.  
b. Identify meaningful ways to use the Internet.  
c. Identify reasons why software can't be downloaded to District computers (legality/illegality, 

potential virus contamination, corrupting District hardware/software because of potential 
conflicts, etc.).  

d. Identify situations that would interfere with the ability of other users to make effective use 
of school computers and network resources (logging in with someone else's user id, 
deleting files, etc.).  

e. Describe a variety of current technological trends and devices and the usefulness of each.  
6. Knows how to create and use a spreadsheet as a tool to present and graph real data.  

a. Create a spreadsheet (enters data into cells).  

b. Use a spreadsheet to cut, copy and paste cell data, delete and insert cells/rows/columns.  

c. Format row height, column width, and numbers.  

d. Use basic formulas and function commands.  

e. Create, interpret, and modify graphs/charts in different formats (bar, pictograph, pie, etc.)  

f. Modify page layout including setting print range.  

g. Format and print a spreadsheet, including the text, text wrap, alignment, print range, 
colors, and fonts.  

h. Export graph or spreadsheet data to another environment  

7. Knows how to use the computer to design a presentation and publication for disseminating 
information.  

a. Describe different display media and their effective use in a production or presentation.  

b. Determine the purpose of a specific production or presentation.  

c. Design and produce a desktop published document.  

d. Plan a computer based multimedia presentation using an outline or storyboard.  

e. Design and produce a multimedia presentation with a combination of text, graphics, 
animation, audio, and/or video.  

f. Identify the criteria for judging the technical quality of a production or presentation and 
determine how well the presentation meets the criteria.  

g. Recommend ways to improve future productions or presentations.  



8. Knows how to use management and systems features common to multiple platforms and 
applications.  

a. Identify and use common features among software applications (print preview, cut, copy, 
paste, undo, help, etc.).  

b. Use page preview options to analyze work and make changes before printing.  

c. Select a specific printer and set print options.  

d. Use multiple applications simultaneously to copy and paste data.  

e. Use the Help function in any application.  

f. Use file/folder management to organize, store and access files on a computer disk, drive, 
server, or other storage device.  

g. Demonstrate troubleshooting strategies for hardware and software problems.  

h. Describe the operating and file management software of a computer (e.g., desktop, file, 
window, folder, directory, pull-down menu, dialog box, etc.).  

i. Identify common software packages or application suites and describe methods for 
determining the best tool for the intended purpose.  

 
 
 
 
 
 

Instructional Delivery 
 
 
K-2nd grades 
Abcya.com -Keyboarding Zoo          15 minutes twice weekly minimum 
learntotype.com 
 
 
                                     
3rd-- 8th grades                                     
Typing.com                               15 minutes three times weekly minimum               
TypingClub.com 

Type to learn  
 
 
Programs will track proficiency per student once entered in the 
system by trimester starting in the 2016 school year with only the 
winter and spring semesters. 


