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Introduction to Computers
Objective
Initial
Final
1. Identify the basic parts of a computer
 FORMCHECKBOX 

 FORMCHECKBOX 

2. Describe the options available by clicking on the Start Button
 FORMCHECKBOX 

 FORMCHECKBOX 

3. Explain when it is appropriate to single click vs. double click
 FORMCHECKBOX 

 FORMCHECKBOX 

4. Use the mouse to single click, double click and drag
 FORMCHECKBOX 

 FORMCHECKBOX 

5. Shut down the computer
 FORMCHECKBOX 

 FORMCHECKBOX 

6. Explain the proper way to set up computer equipment
 FORMCHECKBOX 

 FORMCHECKBOX 

7. Identify two ways to launch applications
 FORMCHECKBOX 

 FORMCHECKBOX 

8. Demonstrate proper keyboard fingering and posture
 FORMCHECKBOX 

 FORMCHECKBOX 

9. Demonstrate proper number keypad fingering
 FORMCHECKBOX 

 FORMCHECKBOX 

10. Navigate using the keyboard and/or mouse
 FORMCHECKBOX 

 FORMCHECKBOX 

11. Explain the difference between the shift key and caps lock key
 FORMCHECKBOX 

 FORMCHECKBOX 

12. Create a simple document in Word Pad
 FORMCHECKBOX 

 FORMCHECKBOX 

13. Use the Tab key to align text
 FORMCHECKBOX 

 FORMCHECKBOX 

14. Identify one or more correction techniques
 FORMCHECKBOX 

 FORMCHECKBOX 

15. Save a document
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