Lesson:
Operating the Microcomputer

Vocabulary Words and Definitions

1.
DOS (Disk Operating System):



Contains special instructions to the computer that tell it how to carry out the disk operations, such as reading a disk, formatting, erasing, or writing to another disk.

2.
"Shift" key:



Chooses upper/lower case.

3.
"Repeat" key:



When held down, it will repeat that character until released.

4.
"Space" bar:



Inserts space.

5.
"Return" or "enter" key:



Used to indicate the end of a line of instructions or end of a line in word processing.

6.
"Control" key:



This key changes the meaning of a key.

7.
"Function" key: 



A variety of keys used by some computers that perform specific functions.

8.
"Escape" key: 



This key cuts short an operation or may jump out of an entry before it is completed.

9.
"Delete" key (backspace):



Removes characters, spaces, and lines.

10.
"Insert" key:



Adds space for other characters, spaces, or lines.

11.
"Tab" key:



Advances the cursor from tab stop to tab stop in word processing or from field to field (cell to cell) in data base programs.

12.
"Arrow" key: 



Keys used to move the cursor up, down, left, or right.

13.
Write-protect tabs:



Prevents inadvertent writes to a disk which holds important information.









Notes to the Teacher
Title: Learning the Word Processing Menu
Lesson: Computers in Agriculture

Classroom Activity

Purpose:

The purpose of this activity is to introduce the students to the menu bar on the Macintosh (Microsoft Word) and IBM (Windows) computers.

Activity Directions:


On the Macintosh (Microsoft Word) and IBM (Windows) there is a menu bar on the screen that lists the following headings:


1. File
5. Format


2. Edit
6. Font


3. View
7. Tools


4. Insert
8. Windows (IBM)

Under each of these headings, there are many items that can be selected by the operator in order for certain controls to be started.  

In this activity, the above headings are posted at different stations around the classroom.   Your responsibility is to visit each station.   Locate the large piece of paper at each station and complete the following:

1.
Unfold or unravel the paper to expose the different items that are under the particular heading.  (This is very similar to what you would do on the computer screen in order to expose the items under a heading).

2.
For each item, write down what you think it does when it is selected by the operator.  Write this information on the activity worksheet on the next page.

Materials Needed:

1.  Pencil.

2.  The activity worksheet.

Teacher has prepared:

1. Large poster paper (Each piece of paper has its own heading and items)

Notes to the teacher: 

It is recommended that you prepare the posters before class starts.  On each poster write:

1.
A heading (File, Edit, View, Insert, Format, Font, Tools, Window (IBM))

2.
The items for each heading as they appear on the computer.  You may only want to list the most important items.

If possible, place the Macintosh headings in one classroom and the IBM commands in another classroom.

This activity can used for Microsoft Word or it may be adapted to any program with a menu.
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Title: Learning the Word Processing Menu
Lesson: Computers in Agriculture

Classroom Activity Worksheet

Directions:
In the space below, write the items that are beneath each heading and write what 
you think each item does when it is chosen by the operator.

For example:

Heading: View


Items under View: Ruler, header, footer


Ruler:
Places a bar on top of the screen in order for the operator to place margins 


and adjust line spacing.


Header:
Places a header on top of the page you are writing.


Footer:
Places a footnote at the bottom of each page.

1. Heading: Edit


Items under Edit:
2. Heading: View


Items under View:

3. Heading: Insert


Items under Insert:
4. Heading: Format


Items under Format:
5. Heading: Font


Items under Font:
6. Heading: Tools


Items under Tools:
From IBM (Windows): 

1. Heading: File


Items under File:
2. Heading: View


Items under View:
3. Heading: Format


Items under Format:
4. Heading: Window


Items under Window:
The remainder of the headings (Insert, etc.) on the IBM are similar to the Macintosh.

Lesson: Operating the Microcomputer

Bank of Questions

1.
Question:
What software is necessary in order to operate the IBM or Macintosh.


Answer:
1. 
IBM: DOS/Windows



2. 
Macintosh: The finder
2.
Question:
Computers have keys similar to a typewriter.  They also have a number of keys that are different and have special functions beyond typing.  List and describe at least SIX of these special keys.


Answer:
Eleven possible answers.


1.
"Shift" key: Chooses upper/lower case.


2.
"Repeat" key: When held down, it will repeat that character until released.


3.
"Space" bar: Inserts space.


4.
"Return" or "enter" key: Used to indicate the end of a line of instructions or end of a line in word processing.


5.
"Control" key: This key changes the meaning of a key.


6.
"Function" key: A variety of keys used by some computers that perform specific functions.


7.
"Escape" key: This key cuts short an operation or may jump out of an entry before it is completed.


8.
"Delete" key (backspace): Removes characters, spaces, and lines.


9.
"Insert" key: Adds space for other characters, spaces, or lines.


10.
"Tab" key: Advances the cursor from tab stop to tab stop in word processing or from field to field (cell to cell) in data base programs.


11.
"Arrow" key: Keys used to move the cursor up, down, left, or right.

3.
Question:
What are the most common types of diskettes?


Answer:
1. 5.25 and 3.5
4.
Question:
What are four things you can do to your diskette?


Answer:
1. Write on label.



2. Use only felt tip pens when writing on labels already on the diskette.



3. Put labels directly on jacket.




4. Keep diskettes dust-free and put them away properly everyday.
5.
Question:
What are at least six things you must not do to your diskette?


Answer:
Eight possible answers:



1. Erase labels already on diskettes.



2. Allow diskettes to get too hot.



3. Touch the surface of the diskette through the recording window.



4. Bend the diskette.



5. Smoke around the diskette.



6. Write on the diskette with a ball point pen.



7. Eat or drink around the diskette.



8. Expose the diskette to magnetic field.
6.
Question:
What are three operations you can complete in order to have a more secure file 

management?


Answer:
1. 
Save your files.



2. 
Back up your files onto another diskette.



3. 
Copy disks in order to copyright.
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