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Diameter The distance across the middle of a circle; the diameter is twice the radius, i.e., 
d = 2r 

Difference The answer to a subtraction problem, e.g., the difference between 3 and 5 is 2 
(5 – 3 = 2). 

Digit One of the symbols of a number system, i.e., most commonly the symbols 0, 1, 2, 3, 4, 5, 6, 7, 8, 
and 9. For example, the number 38 is a two-digit number, but there are three digits in 3.75. The position 
of the digits conveys place value. 

Digital clock A 12-hour clock that displays time in hours past midnight and midday and uses a.m. and 
p.m. to differentiate. 

Direct proportion Two quantities or variables are in direct proportion when they increase or decrease in 
the same ratio. For example, if 3 apples cost $1.00 and 6 apples cost $2.00, then cost is in direct 
proportion to quantity, i.e., they both double, or both halve; expressed mathematically as y = kx where k 
is constant. 

Discrete data  Data resulting from a count of separate items or events, e.g., number of people 

Distribution  In recording data, the way values in a set of observations are arranged 

Distribution table  A statistical table showing the number of items in each group, 
sometimes called a frequency table 

Distributive property  Multiplication is distributive over addition and subtraction 

Dividend  The number being divided into equal parts 

Divisor  The number divided into the dividend 

Equal angles  Angles that have the exact same measure 

Equation A mathematical statement that says two or more expressions are equal 

Equilateral triangle  A triangle with three equal sides and three equal angles 

Equivalent fractions  Fractions of equal value. For example, 6/12, 3/6, and 1/2 are equivalent. 

Estimate  To arrive at a rough answer by calculating with suitable approximations for numbers 

Evaluate  To work out the value of an expression when numbers have been substituted 
for variables 

Even numbers  Any integer that can be divided exactly by 2 

Event Used in probability to describe the outcome of an action or happening 

Exponent The number of times a number is multiplied by itself 

Expression A mathematical statement involving variables and/or numbers written in 
words or symbols, e.g., length x width, a x b, or ab 

Face The flat part of the outside of a solid 

Factor A number that divides evenly into another, e.g., 24 = 3 x 8, so 3 and 8 are factors of 24. A prime 
factor is a factor that is a prime number. 

Factorial Denoted by n!, a factorial is the product of all positive integers less than or 
equal to n, e.g., 5!= 1 x 2 x 3 x 4 x 5= 120 

Factoring The process of expressing a given number (or expression) as the product of 
two or more numbers (or expressions). 
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Familiar Describes contexts, situations, numbers, measures, instruments, etc., of which the learner has 
some prior knowledge or experience. 

Formula  Any identity, general rule, or mathematical law; a sentence in which one variable is given in 
terms of other variables and/or numbers. 

Fraction A way of showing (expressing) parts of a whole 

Frequency table A statistical table that shows how many things are in each group, sometimes called a 
distribution table. 

Fundamental Counting Principle A method used to calculate all of the possible combinations of a 
given number of events 

Geometry  The ability to identify, describe, construct, and apply geometric shapes and figures; identify 
and use concepts of congruence and similarity; use coordinate geometry, right triangle trigonometry, and 
transformations; and apply geometric properties and relationships in realistic situations. 

Graph Visual representation comparing data from different sources over time 

Grouped data Observed information arising from counts and grouped into non-overlapping intervals, 
e.g., number of people in different age groups with intervals 0-9, 10-19, 20-29, 30-39, 40-49, etc. 

Hexagon A polygon with 6 sides 

Histogram A statistical diagram, like a bar graph with no gaps, for showing continuous information. 

Horizontal Straight across or parallel to the horizon 

Hypotenuse The longest side of a right triangle, the side opposite 
the right angle                                   

Improper fraction A fraction in which the numerator (top) is equal 
to or larger than the denominator (bottom) 

Imperial unit A unit of measure. Units include inch, foot, yard, 
mile, acre, ounce, pound, stone, ton, pint, quart, and gallon.  

Increase To make bigger 

Independent event When the result of one event is not affected 
by the result of another event, e.g., If A and B are independent events, the probability of both events 
occurring is the product of the probabilities of the individual events 

Inequality Two or more things that are not equal. The common signs for inequality are < (is less than), 
> (is more than or greater than), < (is less than or equal to), and > (is 
more than or equal to) 

Integer Any positive or negative whole number including zero. 

Interest The extra amount added to money that is being lent, 
borrowed, or saved. 

Intersection Where two or more lines meet or what two or more items 
have in common 

Inverse operations Operations that, when they are combined, leave the entity on which they operate 
unchanged. Inverse operations include addition and subtraction (3 + 4 – 4 = 3) and multiplication and 
division (3 x 4 ÷ 4 = 3). 

Inverse relationships When an equation is balanced or the same on either side of the equals (=) sign. 
Occurs in addition and subtraction, e.g., 7+3= 10 then 10-3=7 and 10-7=3 are also true and 
multiplication and division, e.g., 3x4=12 then 12÷3=4. 

 

<----intersection 
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Isosceles triangle A triangle with two equal sides and two equal angles (remember the 
angle that is between the two equal sides is NOT one of the equal angles).  

Latitude Is measured from the equator, with positive values going north and negative 
numbers going south 

L.C.M.  Lowest common multiple. The lowest number that two or more other numbers will divide into. 

Like fractions Fractions that have the same denominator 

Line graph A diagram showing a relationship between two variables 

Line symmetry Means the same as reflective symmetry. The property of a 
shape where one half is a reflection of the other; the ‘mirror line’ is the axis of 
symmetry or line of symmetry. 

Longitude Is measured from the Prime Meridian (which is the longitude that runs through Greenwich, 
England), with positive values going east and negative values going west 

Lowest terms A fraction is in lowest terms when no number will equally divide into both the numerator 
and denominator. 

Mass A fundamental characteristic of a body relating to the amount of matter within it. Mass differs from 
weight. Under certain conditions a body can become weightless, whereas mass is constant. 

Mathematical Connections The ability to make and use connections within mathematics and among 
mathematical ideas; and to recognize and apply mathematics in contexts drawn from other disciplines. 

Mean A measure of average. The arithmetic mean is the sum of quantities divided by the number of 
quantities. For example, the arithmetic mean of 5, 6, 14, 15, and 45 is (5 + 6 + 14 + 15 + 45) ÷ 5 = 17. 

Measurement  The ability to measure, estimate, and apply units of quantity and size including length, 
area, volume, mass, time, temperature, and angle measure. 

Measures of central tendencies A statistic describing a typical value of a numerical data set; i.e., 
mean, median, mode. 

Median A measure of average; the middle number or value when all are arranged in order of size. Ex., the 
median of 5, 6, 14, 15, and 45 is 14. Where there is an even number of values, the median is the mean 
(average) of the two middle values. For example, the median of 5, 7, 7, 8, 14 and 45 is (7 + 8) ÷ 2 = 7.5. 

Mental math Strategy for finding an answer without writing or using a calculator 

Metric Relating to the decimal system of measurement based on the meter, 
kilogram, mile, and second 

Metric unit  Unit of measurement in the decimal system. Metric units include meter, 
centimeter, millimeter, kilometer, gram, and kilogram.  

Mixed fraction A whole number and a fractional part expressed as a common 
fraction, e.g., 1 2/3 is a mixed fraction; also known as a mixed number 

Mixed number  A whole number and a fractional part expressed as a common fraction, e.g., 1 2/3 is a 
mixed number; also known as a mixed fraction. 

Mode A measure of average. The most frequently occurring number in a set of data, for example, the 
mode of 5, 6, 6, 6, 7, 8 and, 10 is 6. 

Monomials An expression with one term 

Multiple Any number that has a given number as a factor is called a multiple of that factor, e.g., 12=6 x 
2, 36=6 x 6 and 60=6 x 10; so 12, 36, and 60 are all multiples of 6. 

Natural number A positive integer; a positive whole number 
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Negative number A number less than 0 

Non-standard unit Unit of measure which is not fixed or widely agreed upon, e.g., pace—each person 
has a different pace. 

Number bond A pair of numbers with a particular total, e.g., number bonds to ten mean all pairs of 
numbers with the total 10. 

Number sense  The ability to count; round numbers; represent and apply whole numbers, fractions, 
decimals, and percents using place value, pictures, equivalent forms, and properties; order numbers and 
identify their relative magnitude; and use number properties and proportional reasoning. 

Numeral A symbol used to denote a number. The Roman numerals I, V, X, L, C, D and M represent the 
numbers one, five, ten, fifty, one hundred, five hundred, and one thousand. The 
Arabic numerals 0, 1, 2, 3, 4, 5, 6, 7, 8, and 9 are used in the Hindu-Arabic 
system giving numbers in the form that is widely used today. 

Numerator The top number of a fraction; it tells how many parts of the whole 
were used. 

Obtuse angle An angle that measures more than 90° but less than 
180° 

Octagon A polygon with 8 equal sides 

Odd numbers Any integer that cannot be divided 
exactly by 2 

Operations The ability to use mathematical operations to compute and estimate sums, differences, 
products, and quotients; use powers, roots, and proportions; and apply numbers and operations in 
realistic situations. 

Order of operations The set of rules for finding the value of mathematical expressions. 

Ordinal number A term that describes a position within an order, e.g., first, second, third, fourth … 
twentieth, etc. 

Origin The point (0, 0) where the x axis crosses the y axis. 

Parallel Always the same distance apart, e.g., parallel lines are always the same distance apart; they do 
not meet. 

Pattern A systematic arrangement of numbers, shapes, or other elements according to a rule. 

Patterns The ability to recognize, describe, and generalize a relationship and to create and extend a 
sequence.  

Pentagon A plane figure with 5 sides 

Percent  Out of 100, written %. 

Percentage A fraction expressed as the number of parts per hundred and recorded using the notation 
#%, e.g., one-half can be expressed as 50%, the whole can be expressed as 100%. 

Perimeter The complete distance around the outside of a figure 

Permutation An arrangement is called a permutation. It is the rearrangement of objects or symbols into 
distinguishable sequences. When we set things in order, we say we have made an arrangement. When 
we change the order, we say we have changed the arrangement. Each of the arrangements that can be 
made by taking some or all of a number of things is known as permutation. 

Perpendicular At right angles 
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Pi ( )  The symbol used to denote the ratio of the circumference of a circle to its diameter, stands for 
3.14 or 22/7. 

Pictogram A statistical diagram made up of pictures. Suitable 
pictures/symbols/icons are used to represent objects.  

Pictograph A representation of numerical data, as on a graph, where each 
value is represented by a proportional number of pictures. For large numbers, 
one symbol may represent a number of objects (one apple may represent 100 
bushels); a part symbol then represents a rough proportion of the number (1/2 
an apple represents 50 bushels).  

Pie chart A statistical diagram shaped like a circular pie, with slices of pie 
showing amounts. The frequency or amount of each quantity is proportional to 
the angle at the center of the circle.  

Place value The value of a digit that relates to its position or place in a number, 
e.g., in 1,321 the digits represent thousands, hundreds, tens, and ones 
respectively. The value of the 1 on the left is one thousand while the value of the 1 
on the right is one. 

Plot To represent graphically on a chart 

Polygon A plane figure with many sides. Examples include triangle (3 sides), 
quadrilateral (4 sides), pentagon (5 sides), hexagon (6 sides), heptagon (7 sides), 
octagon (8 sides), nonagon (9 sides), and decagon (10 sides). 

Prime number A prime number has exactly two factors, itself and 1. For 
example, 2 has factors 2 and 1, 3 has factors 3 and 1; however 6 is not a 
prime number because it has factors 2 and 3 in addition to 1 and 6. 

Probability (1) The likelihood of an event happening; a measure of 
certainty. Probability is expressed on a scale from 0 to 1 either as a 
fraction, decimal, or percent. Where an event cannot happen, its 
probability is 0 and where it is certain, its probability is 1. The probability of 
scoring 1 with a fair die is 1/6 or about .167 or 16.7%. 

Probability (2)  The ability to apply measures of chance and likelihood 
including identifying possible outcomes, using simulations to calculate 
experimental probability, calculating theoretical probability of independent, 
dependent and compound events, and comparing experimental and 
theoretical probabilities. 

Problem solving The ability to apply strategies to the solution of problems that arise in mathematics 
and other contexts; build new mathematical understanding through problem solving; and monitor, adapt, 
and reflect on the process of mathematical problem solving. 

Product The answer to a multiplication problem, e.g., the product of 2, 3, and 4 is 
24 (2 x 3 x 4). 

Property Any attribute, e.g., one property of a square is that all sides are equal 

Proportions An equation made up of two equal ratios. 

Pythagorean Theorem Measure of the hypotenuse in a right triangle, the sum of 
the measure of the legs = the sum of the square of the hypotenuse, e.g., leg2 + leg2 
= hypotenuse2 most often written as a2 + b2 = c2. 

Quadratic equation An equation with a square term in it. 

Quadrilateral A polygon with four sides and four interior angles. 
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Qualitative Descriptions or distinctions based on quality 

Quantitative A measurement based on some quantity or number rather than on 
some quality  

Quotient Answer to a division problem 

Radius The distance from the center of a circle to the circumference; half the diameter. 

Range A measure of spread in statistics; the difference between the least and greatest in a set of 
numerical data. 

Ratio A comparison of quantities of the same kind, written a:b. For example, a mixture made up of two 
ingredients in the ratio 3:1 is 3 parts of the first ingredient to 1 part of the second; the first ingredient 
makes up 3/4 of the total mixture and the second makes up 1/4 of the total. 

Reasoning The ability to make and investigate mathematical conjectures, develop and evaluate 
mathematical arguments and proofs, and apply deductive and inductive reasoning to logical arguments. 

Reciprocal The reversal of a fraction, to turn upside down, e.g., the reciprocal of 2/3 is 3/2. 

Rectangle A quadrilateral (four-sided polygon) with four right angles. The pairs of opposite sides are 
equal. Adjective: rectangular. 

Reflex angle An angle that is more than 180 degrees but less than 360 degrees 

Regular A polygon is a regular polygon if all the sides are equal and all the internal angles are equal, 
e.g., a regular quadrilateral is a square. When referring to a shape, the adjective ‘regular’ refers to 
common 2-D and 3-D shapes whose areas can be found using a formula, e.g., rectangle, circle, cylinder. 

Remainder The number that is left in division problems, e.g., 18 ÷ 4=4 with a remainder of 2 since 4 
does not divide into 18 equally. 

Revolution All the way around, i.e., 360° 

Right angle An angle of exactly 90°; one-quarter of a complete turn. 

Roman Numerals Most common ones used today are I-1, V=5, X=10, L=50, 
C=100, D=500, and M=1000. 

Rotation Turning a figure about a point, the point is called the center of 
rotation. 

Rotational symmetry Where the shape or image can be rotated any number of times and it still looks 
the same 

Round (verb) To express a number or measurement to a required degree of accuracy, e.g., 764 rounded 
to the nearest ten is 760. 

Scale A measuring device usually consisting of points on a line with equal intervals. 

Scalene triangle A triangle with no equal sides and no equal angles 

Scientific notation A way of writing very large numbers and very small decimals 
in which the numbers are expressed as the product of a number between 1 and 10 
and a power of 10. 

Sequence A succession of terms formed according to a rule in which there is a definite relation between 
one term and the next and between each term and its position in the sequence, e.g., 1, 4, 9, 16, 25, etc. 

Sign A symbol used to denote an operation, e.g., addition sign +, subtraction sign –, multiplication sign 
x, division sign ÷. In the case of directed numbers, the positive + or negative – sign indicates the 
direction in which the number is measured from the origin along the number line. 

Simplify Work out to give the shortest possible answer 
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Speed Speed = distance ÷ time 

Spread The difference between highest and lowest observed values in a set of data; range 

Square number A number that can be expressed as the product of two equal numbers, e.g., 25 = 5 x 
5, so 25 is a square number. 

Square unit Unit used to measure the area of a two-dimensional figure; units needed to cover a 
surface. 

Standard unit Units that are agreed upon throughout a community, e.g., the foot is a standard measure 
of length. Non-standard units are not widely agreed upon. 

Straight angle An angle that measures 180 degrees 

Substitute To assign a value to a variable 

Sum Answer to an addition problem 

Supplementary angles Angles which add up to 180 degrees 

Symbol A letter, numeral, or other mark that represents a number, an 
operation or another mathematical idea. For example, V is the Roman symbol 
for 5 and > is the symbol for “is greater than.” 

Symmetry A figure has symmetry if parts can be interchanged without changing the whole. A geometric 
figure may have reflective symmetry or rotational symmetry. Adjective: symmetrical. 

Table An orderly arrangement of information, numbers, or letters usually in rows and columns. 

Tally To make marks to represent objects counted. 

Technology use The ability to effectively use calculators and computers to support the development of 
mathematical understanding, to solve mathematical problems, and to prepare students for the 
technologically-driven workplace. 

Term One of the parts of an expression, e.g., 3a – 2 has two terms: 3a and -2 

Translation Moving the position of an object so that it looks the same but is in a different place. It does 
not rotate, only moves left or right or up or down. 

Transversal A line that intersects two or more lines in the same plane 

Triangle A polygon with 3 sides 

Trinomial An expression containing three terms, e.g., 3x2 – 4x + 5 has three terms: 3x2, -4x, and +5. 

Unit One; a standard used in measuring, e.g., a meter is a metric unit of length. 

Unit fraction A fraction that has 1 as the numerator and whose denominator is a non-zero integer, e.g., 
1/2, 1/3. 

Unit price The cost of one item. 

Unlike fractions Fractions with different denominators 

Variable A letter or symbol used to represent an unknown number 

Venn diagram A picture showing sets. The elements of each set are put 
into a circle or oval shape. 

Vertex Common endpoint of two rays that form an angle 

Vertical Straight up and down 

Volume The amount of space inside a solid; measured in cubes, e.g., cubic 
inches (in3), cubic centimeters (cm3). 
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Weight The force with which a body is attracted towards the earth’s center. In non-scientific contexts, 
weight is often used synonymously with mass (though technically different). Units of weight include 
pounds (lbs), ounces (oz), kilograms (kg), and grams (g). 

X axis The horizontal (across) axis 

X intercept The point at which a line crosses the x-axis on a coordinate 
graph; the ordered pair (x, 0) 

Y axis The vertical (up/down) axis 

Y intercept  The point at which a line crosses the y-axis on a coordinate 
graph; the ordered pair (0, y) 
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Mathematics Internet Resources 
 

Adults Learning Math Newsletter 
http://www.alm-online.org/Newsletters/ALM-Newsletter.htm 
 
Adult Numeracy Network   
http://www.literacynet.org/ann/  
 
Aplus Math 
http://www.aplusmath.com 
 
Cool Math Games 
http://www.coolmath-games.com/ 
 
Fun Brain 
http://www.funbrain.com 
 
Math in Daily Life 
http://www.learner.org/exhibits/dailymath/ 
 
Math Forum 
http://forum.swarthmore.edu 
 
Math Goodies 
http://www.Mathgoodies.com 
 
Math Playground 
http://www.mathplayground.com/games.html 
 
National Council of Teachers of Mathematics 
http://www.nctm.org 
  
NC Online Math Library 
http://www.ncccs.cc.nc.us/basic_skills/NCOnline/virtual%20library/library/math.htm 
 
Science and Numeracy Special Collection, National Institute for Literacy LINCS 
http://literacynet.org/sciencelincs/ or http://www.nifl.gov/lincs/collections/collections.html 
 
The Math Forum 
http://www.mathforum.org/ 
  
The Numeracy List (electronic discussion list sponsored by the Adult Numeracy Network)  
http://www.nifl.gov/lincs/discussions/numeracy/numeracy.html 
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Standard 1 - Technology/Computer Literacy Verification Checklist 

Student Instructor Date Enrolled 

   

Standard 1.  The student will demonstrate knowledge of important issues of a technology-based society and 
exhibit ethical behaviors related to the use of computers, digital resources, and other technologies. 

Benchmark Date Initials 

T.1.1.1 Identify the computer as a machine that helps people communicate, work, and play.    

T.1.1.2 Recognize, discuss, and model correct use of common computer terms.   

T.1.1.3 Identify and discuss common features and functions of computer software and devices.    

T.1.1.4 Identify and discuss correct and responsible use and care of technology resources.    

T.1.1.5 Identify and discuss the uses of and changes in technology devices and the impact 
technological changes have had on business, transportation, communications, industry, and 
agriculture in the student’s local community and in society in general.  

  

T.1.1.6 Investigate computer/technology-related careers and occupations from the past, present, 
and future.  

  

T.1.1.7 Identify and discuss technology skills needed for the workplace now and in the future and 
how they impact the student as an adult learner today. 

  

T.1.2.1 Recognize and discuss the rights of ownership of computer-created and online work.   

T.1.2.2 Recognize, discuss, and model appropriate, responsible, ethical, and safe use of computers, 
mobile phones, wireless networks, LANs, and digital information (e.g., security, privacy, 
passwords, personal information), and recognize possible consequences of unethical 
behavior.  

  

T.1.2.3 Recognize and discuss how Copyright Laws and Fair Use Guidelines protect ownership of 
individual’s, group’s, and companies’ intellectual property and creative works and the 
importance of citing sources.  

  

T.1.2.4 Recognize and discuss consequences of misuse of copyrighted property and establish ethical 
guidelines for use of personal and copyrighted media (e.g., images, music, video, content, 
language), especially as related to use during class and for class projects and assignments. 

  

T.1.3.1 Recognize, discuss, and use terms and concepts related to networks (e.g., stand alone, 
network, file server, LANs, WANs, network resources) and protection of computers, networks, 
and information (virus protection, network security, passwords, firewalls, privacy laws). 

  

T.1.3.2 Investigate, recognize and discuss why computers, networks, and information must be 
protected from viruses, vandalism, and intrusion, both malicious and mischievous; discuss 
appropriate technology tools (virus software) used to protect them. 

  

T.1.3.3 Identify and discuss the benefits of non-networked and networked computers.    

T.1.4.1 Recognize, discuss, and use multi-tasking concepts (e.g., windows, toggle between two 
windows on the desktop, copy and paste data between two windows on the desktop).  

  

T.1.4.2 Recognize and discuss strategies for identifying, solving, and preventing minor hardware and 
software problems. 
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 Standard 2 - Technology/Computer Literacy Verification Checklist 

Student Instructor Date Enrolled 

   

Standard 2.  The student will demonstrate an understanding of databases and ability to create databases. 

Benchmark Date Initials 

T.2.1.1 Identify and discuss print (e.g., phone book) and electronic databases (e.g., automated 
circulation system, CD-ROM encyclopedias) as a way to collect, organize, and display data. 

  

T.2.1.2 Identify and discuss how and why databases are used in an information-intensive society 
(e.g., in education, government, business, community (grocery, pharmacy), and home). 

  

T.2.1.3 Identify and discuss database terms and concepts (e.g., sort, search, filter, keyword, data 
entry, field, record, list) using print and/or electronic databases to demonstrate.  

  

 T.2.2.1 Plan, discuss, and use keyword searches or filters using one criterion in prepared electronic 
databases (e.g., automated circulation, encyclopedia, etc.).  

  

T.2.2.2 Use prepared databases to sort alphabetically/numerically in ascending/descending order.   

T.2.2.3 Modify prepared databases to enter/edit additional information and cite the source.   

T.2.2.4 Modify databases to organize, analyze, interpret data, and create reports (e.g., documents, 
multimedia project, and web pages). 

  

T.2.3.1 Use simple databases to locate, organize, analyze, evaluate, compare, and present 
information, citing sources of information. 

  

T.2.3.2 Using a prepared database, apply sort and search/filter functions to organize, analyze, 
interpret, and evaluate findings. 

  

T.2.4.1 Develop and use search strategies with two or more criteria to solve problems, make 
decisions, and report findings.  

  

T.2.4.2 Plan and develop a simple database to enter, edit, collect, organize, and display data.   

T.2.4.3 Use knowledge of database terms, concepts, functions, and operations to explain strategies 
used to plan and develop a simple database. 

  

T.2.4.4 Plan and develop database reports to organize data, create reports, and present findings, 
citing sources. 

  

T.2.4.5 Select and use appropriate database features and functions to collect, organize information, 
and create reports for use in other projects or media (e.g., documents, multimedia project, 
web pages), citing sources.  
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Standard 3 – Technology/Computer Literacy Verification Checklist 

Student Instructor Date Enrolled 

   

Standard 3.  The student will demonstrate an understanding of the ability to create, extract information 
from, and interpret spreadsheets. 

Benchmark Date Initials 

T.3.1.1 Identify spreadsheets as a tool for organizing information.    

T.3.1.2 Recognize, discuss, and investigate how spreadsheets are used to process information (e.g., 
organize, calculate, graph data, solve problems, make predictions, and present data) in a 
variety of settings (e.g., schools, government, business, industry, communications, 
transportation, mathematics, science). 

  

T.3.1.3 Identify and discuss spreadsheet terms and concepts (e.g., collect, organize, classify, graph, 
display, cell, column, row, values, labels, chart, formula, sort, classify, bar graphs, line 
graphs, pie charts).  

  

T.3.2.1 Modify data in a prepared spreadsheet and observe the changes that occur to make 
predictions. 

  

T.3.2.2 Use spreadsheet software to enter, display, and identify types (text and numeric) of data.    

T.3.2.3 Recognize, discuss, and use graphs to display and interpret data in prepared spreadsheets.   

T.3.3.1 Modify or create and use spreadsheets to solve problems by performing calculations using 
simple formulas and functions (e.g., +, -, *, /, sum, average) and display data graphically. 

  

T.3.3.2 Use spreadsheet concepts and functions (e.g., median, range, mode) to calculate, represent, 
and explain data.  

  

T.3.4.1 Modify or create a spreadsheet by using the features and functions previously learned to 
analyze and interpret information, solve problems, make decisions, and support, display, and 
present findings, citing sources. 

  

T.3.4.2 Modify or create and use spreadsheets to calculate and graph data to incorporate into other 
documents or projects (e.g., word processing, multimedia, and web pages), citing sources. 

  

 



GPS for Success, Part 2                                                   -202-                                                  11/2010 Revision 

  

Standard 4 – Technology/Computer Literacy Verification Checklist 

Student Instructor Date Enrolled 

   

Standard 4.  The student will demonstrate knowledge and skills in keyboarding, word processing, and desktop 
publishing. 

Benchmark Date Initials 

T.4.1.1 Identify basic word processing terms.   

T.4.1.2 Identify, locate, and use letters, numbers, and special keys (e.g., arrow keys, space bar, shift, 
insert, enter/return, backspace, delete) on the keyboard.  

  

T.4.1.3 Identify, discuss, and use word processing as a tool to enter letters, numbers, words, and phrases.    

T.4.1.4 With a simple document, identify, discuss, and use menu/tool bar functions in word processing 
applications.  

  

T.4.1.5 Demonstrate correct finger placement for home row keys.    

T.4.2.1 Recognize and explain the advantages and disadvantages of using word processing to create 
documents.  

  

T.4.2.2 Identify, discuss, and use word processing as a tool to open, edit, print, and save documents.    

T.4.2.3 Identify and use basic word processing terms and concepts (e.g., desktop, menu, tool bar, 
document, text, line spacing, margins, spell check).  

  

T.4.2.4 Use the formatting toolbar to format and change the appearance of word processing documents.   

T.4.2.5 Use word processing as a tool to write, edit, and publish sentences, paragraphs, and stories.    

T.4.3.1 Use published documents (e.g., letter, memo, newspaper) to identify and discuss document design 
and layout as a class.  

  

T.4.3.2 Recognize and use menu and tool bar features to edit and make corrections to documents.    

T.4.3.3 Demonstrate knowledge of WP/DTP tools to develop documents, which include data imported from 
a spreadsheet or database.  

  

T.4.3.4 Identify, discuss, and use WP/DTP menu and tool bar terms and concepts to describe documents.    

T.4.3.5 Select and use WP/DTP menu and tool bar features to revise and change existing documents.    

T.4.4.1 Recognize, discuss, select, and use WP/DTP terms, concepts, features, and functions to develop 
edit/revise, and publish documents for a specific audience and purpose.  

  

T.4.4.2 Demonstrate knowledge of the advantages and disadvantages of using word processing to develop, 
publish, and present information to a variety of audiences.  

  

T.4.4.3 Demonstrate appropriate use of copyrighted materials in word processing documents.    

T.4.4.4 Use instructor prepared rubrics to evaluate the quality of published documents/projects for content, 
design, and appropriate use of resources. 

  

T.4.4.5 Use proper keyboarding techniques to improve accuracy, speed, and general efficiency in computer 
operation.  
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 Standard 5 – Technology/Computer Literacy Verification Checklist 

Student Instructor Date Enrolled 

   

Standard 5.  The student will demonstrate an understanding of multimedia and ability to create multimedia 
presentations. 

Benchmark Date Initials 

T.5.1.1 Identify and discuss components of multimedia.   

T.5.1.2 Use multimedia software to illustrate words, phrases, concepts, numbers, and symbols.   

T.5.1.3 Recognize and explain the advantages and disadvantages of using multimedia to develop 
products. 

  

T.5.2.1 Identify, discuss, and use common multimedia terms and concepts.   

T.5.2.2 Identify and discuss issues (e.g., personal information, images, content, language, and 
appropriateness and accuracy of information) and guidelines to consider in selection and 
use of materials for multimedia projects.  

  

T.5.2.3 Identify, discuss, and use multimedia tools (e.g., insert, import, create, edit, publish) to 
combine text and graphics. 

  

T.5.2.4 Demonstrate knowledge of multimedia tools and concepts used by media (e.g., games, 
video, radio/TV broadcasts, websites) to entertain, sell, and influence ideas and opinions. 

  

T.5.3.1 Identify, discuss, and cite various types of resources.   

T.5.3.2 Modify an existing multimedia story to include student narration.   

T.5.3.3 Use storyboard, menus, and branching to modify or create non-linear products, citing 
sources.  

  

T.5.4.1 Demonstrate knowledge of the advantages and disadvantages of using multimedia to 
develop, publish, and present information to a variety of audiences. 

  

T.5.4.2 Use menu and tool bar features to edit, modify, and revise multimedia projects to present 
information for a different audience or purpose than the original document intended.  

  

T.5.4.3 Plan, design, and develop a multimedia product using data (e.g., graphs, charts, database 
reports) to present information in the most effective way, citing sources.  

  

T.5.4.4 Create or modify and use rubrics to evaluate multimedia presentations for elements (e.g., 
organization, content, design, accuracy, purpose, appropriateness for target audience, 
presentation, effectiveness, ethical use of resources, citation).  
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Standard 6 – Technology/Computer Literacy Verification Checklist 

Student Instructor Date Enrolled 

   

Standard 6.  The student will demonstrate ability to utilize Internet and other telecommunications resources. 

Benchmark Date Initials 

T.6.1.1 Identify and discuss the Internet as a source of information at school and home.    

T.6.1.2 Discuss the origin of the Internet.   

T.6.1.3 Explore Internet resources and information and discuss the variety and types of information 
found.  

  

T.6.1.4 Identify, discuss, and chart elements that make an online resource useful, appropriate, and safe.     

T.6.2.1 Identify, discuss, and use common terms/concepts used with the Internet, e.g., online, browser, 
World Wide Web, digital information, URL, keyword, search engine, navigation, resources, web 
address, web page, hyperlinks/links, bookmarks/favorites, webmaster, etc.  

  

T.6.2.2 Identify online resources as the work of individuals/groups/companies and discuss why citing 
resources is necessary.  

  

T.6.2.3 Identify and discuss Internet telecommunications as a tool for communication and collaboration 
(e.g., email, messaging, and videoconferencing).  

  

T.6.2.4 Use Internet resources to locate information then discuss and compare findings for usefulness.   

T.6.2.5 Cite sources of information (print and non-print) for a project.    

T.6.3.1 Plan, discuss, and use search strategies with two or more criteria to find information online.    

T.6.3.2 Identify, discuss, and use online collaborative tools (e.g., email, surveys, videoconferencing, 
wikis, documents) to collect and present data.  

  

T.6.3.3 Locate, select, organize, and present information from the Internet for a specific purpose and 
audience, citing sources.  

  

T.6.3.4 Recognize, discuss, and use email, videoconferencing, and/or web conferencing as a means of 
interactive communications. 

  

T.6.4.1 Recognize, discuss, and use terms and concepts associated with safe, effective, and efficient use 
of telecommunications, Internet, and networks (e.g., password, firewalls, spam, security, Fair 
Use, AUP/IUP's, IP address, Intranet, private networks, discussion forum, threaded discussion, 
LANS, WANs, netiquette, child predators, scammers, hackers).  

  

T.6.4.2 Select and justify use of appropriate collaborative tools (e.g., surveys, email, discussion forums, 
web pages, wikis, online videoconferencing, documents, etc.) to survey, collect, share, present, 
and communicate information for the intended audience and purpose.  

  

T.6.4.3 Plan, select, evaluate, interpret, and use information from a variety of digital resources to 
develop assignment, project, or presentation.  

  

T.6.4.4 Use evaluation tools as a guide to select and evaluate Internet resources and information for 
content and usefulness for intended audience and purpose. 
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Standard 1 - Technology/Computer Literacy Self-Assessment  

Student Instructor Date Enrolled 

   

Please rate yourself on each of the following. Check only one box in each row.  

Standard 1.  The student will demonstrate knowledge of important issues of a technology-based society and exhibit 
ethical behaviors related to the use of computers, digital resources, and other technologies. 

Benchmark 
Don’t 
know 

Know 
a little 

Know 
well 

Can 
teach 

T.1.1.1 Identify the computer as a machine that helps people communicate, work, and play.      

T.1.1.2 Recognize, discuss, and model correct use of common computer terms.     

T.1.1.3 Identify and discuss common features and functions of computer software and 
devices.  

    

T.1.1.4 Identify and discuss correct and responsible use and care of technology resources.      

T.1.1.5 Identify and discuss the uses of and changes in technology devices and the impact 
technological changes have had on business, transportation, communications, 
industry, and agriculture in the student’s local community and in society in general.  

    

T.1.1.6 Investigate computer/technology-related careers and occupations from the past, 
present, and future.  

    

T.1.1.7 Identify and discuss technology skills needed for the workplace now and in the future 
and how they impact the student as an adult learner today. 

    

T.1.2.1 Recognize and discuss the rights of ownership of computer-created and online work.     

T.1.2.2 Recognize, discuss, and model appropriate, responsible, ethical, and safe use of 
computers, mobile phones, wireless networks, LANs, and digital information (e.g., 
security, privacy, passwords, personal information), and recognize possible 
consequences of unethical behavior.  

    

T.1.2.3 Recognize and discuss how Copyright Laws and Fair Use Guidelines protect ownership 
of individual’s, group’s, and companies’ intellectual property and creative works and the 
importance of citing sources.  

    

T.1.2.4 Recognize and discuss consequences of misuse of copyrighted property and establish 
ethical guidelines for use of personal and copyrighted media (e.g., images, music, 
video, content, language), especially as related to use during class and for class 
projects and assignments. 

    

T.1.3.1 Recognize, discuss, and use terms and concepts related to networks (e.g., stand alone, 
network, file server, LANs, WANs, network resources) and protection of computers, 
networks, and information (virus protection, network security, passwords, firewalls, 
privacy laws). 

    

T.1.3.2 Investigate, recognize and discuss why computers, networks, and information must be 
protected from viruses, vandalism, and intrusion, both malicious and mischievous; 
discuss appropriate technology tools (virus software) used to protect them. 

    

T.1.3.3 Identify and discuss the benefits of non-networked and networked computers.      

T.1.4.1 Recognize, discuss, and use multi-tasking concepts (e.g., windows, toggle or copy and 
paste data between two windows on the desktop).  

    

T.1.4.2 Recognize and discuss strategies for identifying, solving, and preventing minor 
hardware and software problems. 
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Standard 2 - Technology/Computer Literacy Self-Assessment 

Student Instructor Date Enrolled 

   

Please rate yourself on each of the following. Check only one box in each row. 

Standard 2.  The student will demonstrate an understanding of databases and ability to create databases. 

Benchmark Don’t 
know 

Know 
a little 

Know 
well 

Can 
teach 

T.2.1.1 Identify and discuss print (e.g., phone book) and electronic databases (e.g., 
automated circulation system, CD-ROM encyclopedias) as a way to collect, organize, 
and display data. 

    

T.2.1.2 Identify and discuss how and why databases are used in an information-intensive 
society (e.g., in education, government, business, community (grocery, pharmacy) 
and home). 

    

T.2.1.3 Identify and discuss database terms and concepts (e.g., sort, search, filter, 
keyword, data entry, field, record, list) using print and/or electronic databases to 
demonstrate.  

    

 T.2.2.1 Plan, discuss, and use keyword searches or filters using one criterion in prepared 
electronic databases (e.g., automated circulation, encyclopedia, etc.).  

    

T.2.2.2 Use prepared databases to sort alphabetically/numerically in ascending/descending 
order. 

    

T.2.2.3 Modify prepared databases to enter/edit additional information and cite the source.     

T.2.2.4 Modify databases to organize, analyze, interpret data, and create reports (e.g., 
documents, multimedia project, web pages). 

    

T.2.3.1 Use simple databases to locate, organize, analyze, evaluate, compare, and present 
information, citing sources of information. 

    

T.2.3.2 Using a prepared database, apply sort and search/filter functions to organize, 
analyze, interpret, and evaluate findings. 

    

T.2.4.1 Develop and use search strategies with two or more criteria to solve problems, 
make decisions, and report findings.  

    

T.2.4.2 Plan and develop a simple database to enter, edit, collect, organize, and display 
data. 

    

T.2.4.3 Use knowledge of database terms, concepts, functions, and operations to explain 
strategies used to plan and develop a simple database. 

    

T.2.4.4 Plan and develop database reports to organize data, create reports, and present 
findings, citing sources. 

    

T.2.4.5 Select and use appropriate database features and functions to collect, organize 
information, and create reports for use in other projects or media (e.g., documents, 
multimedia project, web pages), citing sources.  
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Standard 3 - Technology/Computer Literacy Self-Assessment 

Student Instructor Date Enrolled 

   

Please rate yourself on each of the following. Check only one box in each row. 

Standard 3.  The student will demonstrate an understanding of the ability to create, extract information from, 
and interpret spreadsheets. 

Benchmark Don’t 
know 

Know 
a little 

Know 
well 

Can 
teach 

T.3.1.1 Identify spreadsheets as a tool for organizing information.      

T.3.1.2 Recognize, discuss, and investigate how spreadsheets are used to process 
information (e.g., organize, calculate, graph data, solve problems, make predictions, 
and present data) in a variety of settings (e.g., schools, government, business, 
industry, communications, transportation, mathematics, science). 

    

T.3.1.3 Identify and discuss spreadsheet terms and concepts (e.g., collect, organize, 
classify, graph, display, cell, column, row, values, labels, chart, formula, sort, 
classify, bar graphs, line graphs, pie charts).  

    

T.3.2.1 Modify data in a prepared spreadsheet and observe the changes that occur to make 
predictions. 

    

T.3.2.2 Use spreadsheet software to enter, display, and identify types (text and numeric) of 
data.  

    

T.3.2.3 Recognize, discuss, and use graphs to display and interpret data in prepared 
spreadsheets. 

    

T.3.3.1 Modify or create and use spreadsheets to solve problems by performing calculations 
using simple formulas and functions (e.g., +, -, *, /, sum, average) and display data 
graphically. 

    

T.3.3.2 Use spreadsheet concepts and functions (e.g., median, range, mode) to calculate, 
represent, and explain data.  

    

T.3.4.1 Modify or create a spreadsheet by using the features and functions previously 
learned to analyze and interpret information, solve problems, make decisions, and 
support, display, and present findings, citing sources. 

    

T.3.4.2 Modify or create and use spreadsheets to calculate and graph data to incorporate 
into other documents or projects (e.g., word processing, multimedia, web pages), 
citing sources. 
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Standard 4 - Technology/Computer Literacy Self-Assessment 

Student Instructor Date Enrolled 

   

Please rate yourself on each of the following. Check only one box in each row. 

Standard 4.  The student will demonstrate knowledge and skills in keyboarding, word processing, and desktop 
publishing. 

Benchmark Don’t 
know 

Know 
a little 

Know 
well 

Can 
teach 

T.4.1.1 Identify basic word processing terms.     

T.4.1.2 Identify, locate, and use letters, numbers, and special keys (e.g., arrow keys, space 
bar, shift, insert enter/return, backspace, delete) on the keyboard.  

    

T.4.1.3 Identify, discuss, and use word processing as a tool to enter letters, numbers, words, 
and phrases.  

    

T.4.1.4 With a simple document, identify, discuss, and use menu/tool bar functions in word 
processing applications.  

    

T.4.1.5 Demonstrate correct finger placement for home row keys.      

T.4.2.1 Recognize and explain the advantages and disadvantages of using word processing 
to create documents.  

    

T.4.2.2 Identify, discuss, & use word processing as a tool to open, edit, print, & save.      

T.4.2.3 Identify and use basic word processing terms and concepts (e.g., desktop, menu, 
tool bar, document, text, line spacing, margins, spell check).  

    

T.4.2.4 Use the formatting toolbar to format and change the appearance of word processing 
documents. 

    

T.4.2.5 Use WP as a tool to write, edit, & publish sentences, paragraphs, & stories.      

T.4.3.1 Use published documents (e.g., letter, memo, newspaper) to identify and discuss 
document design and layout as a class.  

    

T.4.3.2 Recognize & use menu & tool bar features to edit & make corrections to documents.      

T.4.3.3 Demonstrate knowledge of WP/DTP tools to develop documents, which include data 
imported from a spreadsheet or database.  

    

T.4.3.4 Identify, discuss, and use WP/DTP menu and tool bar terms and concepts (e.g., 
import, portrait, landscape, copy and paste between two documents, clipboard) to 
describe documents.  

    

T.4.3.5 Select & use WP/DTP menu & tool bar features to revise & change existing documents.      

T.4.4.1 Recognize, discuss, select, and use WP/DTP terms, concepts, features, and functions 
to develop, edit/revise, & publish documents for a specific audience & purpose.  

    

T.4.4.2 Demonstrate knowledge of the advantages and disadvantages of using word 
processing to develop, publish, and present information to a variety of audiences.  

    

T.4.4.3 Demonstrate appropriate use of copyrighted materials in word documents.      

T.4.4.4 Use instructor prepared rubrics to evaluate the quality of published 
documents/projects for content, design, and appropriate use of resources. 

    

T.4.4.5 Use proper keyboarding techniques to improve accuracy, speed, and general 
efficiency in computer operation.  
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Standard 5 - Technology/Computer Literacy Self-Assessment 

Student Instructor Date Enrolled 

   

Please rate yourself on each of the following. Check only one box in each row. 

Standard 5.  The student will demonstrate an understanding of multimedia and ability to create multimedia 
presentations. 

Benchmark Don’t 
know 

Know 
a little 

Know 
well 

Can 
teach 

T.5.1.1 Identify and discuss components of multimedia.     

T.5.1.2 Use multimedia software to illustrate words, phrases, concepts, numbers, and 
symbols. 

    

T.5.1.3 Recognize and explain the advantages and disadvantages of using multimedia to 
develop products. 

    

T.5.2.1 Identify, discuss, and use common multimedia terms and concepts.     

T.5.2.2 Identify and discuss issues (e.g., personal information, images, content, language, 
and, appropriateness and accuracy of information) and guidelines to consider in 
selection and use of materials for multimedia projects.  

    

T.5.2.3 Identify, discuss, and use multimedia tools (e.g., insert, import, create, edit, 
publish) to combine text and graphics. 

    

T.5.2.4 Demonstrate knowledge of multimedia tools and concepts used by media (e.g., 
games, video, radio/TV broadcasts, and websites) to entertain, sell, and influence 
ideas and opinions. 

    

T.5.3.1 Identify, discuss, and cite various types of resources.     

T.5.3.2 Modify an existing multimedia story to include student narration.     

T.5.3.3 Use storyboard, menus, and branching to modify or create non-linear products, 
citing sources.  

    

T.5.4.1 Demonstrate knowledge of the advantages and disadvantages of using multimedia 
to develop, publish, and present information to a variety of audiences. 

    

T.5.4.2 Use menu and tool bar features to edit, modify, and revise multimedia projects to 
present information for a different audience or purpose than the original document 
intended.  

    

T.5.4.3 Plan, design, and develop a multimedia product using data (e.g., graphs, charts, 
database reports) to present information in the most effective way, citing sources.  

    

T.5.4.4 Create or modify and use rubrics to evaluate multimedia presentations for elements 
(e.g., organization, content, design, accuracy, purpose, appropriateness for target 
audience, presentation, effectiveness, ethical use of resources, citation).  
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Standard 6 - Technology/Computer Literacy Self-Assessment 

Student Instructor Date Enrolled 

   

Please rate yourself on each of the following. Check only one box in each row. 

Standard 6.  The student will demonstrate ability to utilize Internet and other telecommunications resources. 

Benchmark Don’t 
know 

Know 
a little 

Know 
well 

Can 
teach 

T.6.1.1 Identify and discuss the Internet as a source of information at school and home.      

T.6.1.2 Discuss the origin of the Internet.     

T.6.1.3 Explore Internet resources and information and discuss the variety and types of 
information found.  

    

T.6.1.4 Identify, discuss, and chart elements that make an online resource useful, 
appropriate, and safe.   

    

T.6.2.1 Identify, discuss, and use common terms/concepts used with the Internet, e.g., 
online, browser, World Wide Web, digital information, URL, keyword, search engine, 
navigation, resources, web address, web page, hyperlinks/links, 
bookmarks/favorites, webmaster, etc.  

    

T.6.2.2 Identify online resources as the work of individuals/groups/companies and discuss 
why citing resources is necessary.  

    

T.6.2.3 Identify and discuss Internet telecommunications as a tool for communication and 
collaboration (e.g., email, messaging, and videoconferencing).  

    

T.6.2.4 Use Internet resources to locate information then discuss & compare findings.     

T.6.2.5 Cite sources of information (print and non-print) for a project.      

T.6.3.1 Plan, discuss, & use search strategies with two or more criteria to find information 
online.  

    

T.6.3.2 Identify, discuss, and use online collaborative tools (e.g., email, surveys, 
videoconferencing, wikis, documents) to collect and present data.  

    

T.6.3.3 Locate, select, organize, and present information from the Internet for a specific 
purpose and audience, citing sources.  

    

T.6.3.4 Recognize, discuss, and use email, videoconferencing, and/or web conferencing as 
a means of interactive communications. 

    

T.6.4.1 Recognize, discuss, and use terms and concepts associated with safe, effective, and 
efficient use of telecommunications, Internet, and networks (e.g., password, 
firewalls, spam, security, Fair Use, AUP/IUP's, IP address, Intranet, private 
networks, discussion forum, threaded discussion, LANS, WANs, netiquette, child 
predators, scammers, hackers).  

    

T.6.4.2 Select and justify use of appropriate collaborative tools (e.g., surveys, email, 
discussion forums, web pages, wikis, online videoconferencing, documents, etc.) to 
survey, collect, share, present, and communicate information for the intended 
audience and purpose.  

    

T.6.4.3 Plan, select, evaluate, interpret, and use information from a variety of digital 
resources to develop assignment, project, or presentation.  

    

T.6.4.4 Use evaluation tools as a guide to select and evaluate Internet resources and 
information for content and usefulness for intended audience and purpose. 
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Technology/Computer Literacy Sample Activities  
Standard 1, Levels 1-4, Grade Levels 0.0 – 8.9 

T.1 Technology & Society: The student will demonstrate knowledge of important issues of a technology-
based society and exhibit ethical behaviors related to the use of computers, digital resources, and other 
technologies. 
Level Benchmark Sample Activities 

T.1.1.1 Identify the computer as a machine that helps 
people communicate, work, and play.  

Display pictures (from magazines or newspapers) to get 
students to think about how computers are used in everyday 
life.   

T.1.1.2 Recognize, discuss, and model correct use of 
common computer terms. 

Have students make a glossary of computer terms; this can 
be done using a database such as Microsoft Works (each 
student can add 1 or more records) or with a word processor 
(each student can contribute to a common document).  Print 
the final product for each student to have as a reference of 
computer terms. 

T.1.1.3 Identify and discuss common features and 
functions of computer software and devices.  

Have students add these terms to the glossary mentioned in 
standard T.1.1.2. 

Have students word process a paragraph about themselves.  
Have them give their file a name, save, print, close the file, 
rename it, make a backup copy, open the file again. 

After performing these tasks, have students identify which 
processes involved input and which involved output. 

Note: This paragraph can be a good beginning of the year 
activity for students to get to know each other and the 
instructor if students share their paragraphs.  The paragraphs 
can be displayed on a bulletin board; later when digital 
camera skills are covered, students can add a photo of 
themselves to their paragraphs. 

T.1.1.4 Identify and discuss correct and responsible 
use and care of technology resources.  

Make a list of actions a person can take to care for technology 
resources.  Beside each action, list consequences that might 
occur if the resource is mistreated. 

T.1.1.5 Identify and discuss the uses of and changes 
in technology devices and the impact 
technological changes have had on business, 
transportation, communications, industry, and 
agriculture in the student’s local community 
and society in general.  

Have students make a chart (either on a word processor, paper, 
or blackboard) with 2 sections: 1950 to 1980 and Present Day.  
List technology common in each time period, attempting to 
compare like technologies (i.e., a map versus a GPS). 

Next, add a third column labeled “Impact on Society” and list 
how present day technology has been influenced by each of the 
items. 

T.1.1.6 Investigate computer/technology-related 
careers and occupations from the past, 
present, and future.  

The instructor can show 3 segments from videos (i.e., tv shows) 
of 3 time periods (past, present, and future) and have students 
identify technology used and how that technology has evolved.  
For example: in a video from the past, the teacher could show a 
few minutes from the Andy Griffith Show when phones were 
attached to a wall and an operator dialed the phone number.  If 
a futuristic video is not available, have students brainstorm 
what they think could make devices function better. 

Have students list careers that are now obsolete due to 
technological changes, i.e., telephone operators. 
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T.1.1.7 Identify and discuss technology skills needed 
for the workplace now and in the future and 
how they impact the student as an adult 
learner today. 

Have each student identify a career he/she would like to have 
and investigate (either through the Internet or personal 
interview) what technology skills are needed for that career.  
Allow students to work with a partner if there are common 
career goals in the class. 

T.1.2.1 Recognize and discuss the rights of ownership 
of computer-created and online work. 

Give students a scenario where they are a writer who has 
poems posted online; ask them how they would feel if 
someone copied their poems and claimed that he/she wrote 
them. 

T.1.2.2 Recognize, discuss, and model appropriate, 
responsible, ethical, and safe use of 
computers, mobile phones, wireless networks, 
LANs, and digital information (e.g., security, 
privacy, passwords, personal information), and 
recognize possible consequences of unethical 
behavior.  

Have students read articles about how bullying affects a 
person (e.g., depression, suicide, anger). 

Show students “mock” emails and have students decide if 
they follow Internet etiquette guidelines. 

T.1.2.3 Recognize and discuss how Copyright Laws and 
Fair Use Guidelines protect ownership of 
individual’s, group’s, and companies’ intellectual 
property and creative works and the importance 
of citing sources.  

Have students correctly cite online sources with a project they 
complete (i.e., a PowerPoint or web page); show examples of 
MLA and APA citations. 

T.1.2.4 Recognize and discuss consequences of misuse 
of copyrighted property and establish ethical 
guidelines for use of personal and copyrighted 
media (e.g., images, music, video, content, and 
language), especially as related to use during 
class and for class projects and assignments. 

When creating projects, direct students to sites that are public 
domain (i.e., freeplaymusic.com). 

T.1.3.1 Recognize, discuss, and use terms and concepts 
related to networks (e.g., stand alone, network, 
file server, LANs, WANs, network resources) 
and protection of computers, networks, and 
information (virus protection, network security, 
passwords, firewalls, privacy laws). 

Have students draw a diagram of a network, including a file 
server.  Have them explain how software is distributed and 
how a site license works. 

T.1.3.2 Investigate, recognize, and discuss why 
computers, networks, and information must be 
protected from viruses, vandalism, and 
intrusion, both malicious and mischievous; 
discuss appropriate technology tools (virus 
software) used to protect them. 

Have students discuss the different kinds of antivirus software 
available and what they would choose for their own computer. 

T.1.3.3 Identify and discuss the benefits of non-
networked and networked computers.  

Have students brainstorm the benefits of networked 
computers versus non-networked computers and vice versa 
(i.e., your computer at work may be connected to email and 
the Internet whereas your computer at home may not be 
connected to anything).  

T.1.4.1 Recognize, discuss, and use multi-tasking 
concepts (e.g., windows, toggle between two 
windows on the desktop, and copy and paste 
data between two windows on the desktop).  

Provide students with 2 word processed documents (2 poems) 
then have them cut and paste and copy and paste from 1 
document to another. 

T.1.4.2 Recognize and discuss strategies for 
identifying, solving, and preventing minor 
hardware and software problems.  

Present students with scenarios where there is a hypothetical 
problem and have students give suggestions of the origin of 
the problem (e.g., light off on printer may mean that it is not 
plugged in or the power button is off). 
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 Technology/Computer Literacy Sample Activities 
Standard 2, Levels 1-4, Grade Levels 0.0 – 8.9 

T.2 Databases: The student will demonstrate an understanding of databases and ability to create 
databases. 

Level Benchmark Sample Activities 

T.2.1.1 Identify and discuss print (e.g., phone book) 
and electronic databases (e.g., automated 
circulation system, CD-ROM encyclopedias) as 
a way to collect, organize, and display data. 

(1) Ask students to consider what might happen if a library 
had no catalog system. (2) Ask students to consider a 
common database that they use (cookbook, phone book) and 
brainstorm reasons why it might be better in print form then 
why it might be better in electronic form. 

T.2.1.2 Identify and discuss how and why databases 
are used in an information-intensive society 
(e.g., in education, government, business, 
community (grocery, pharmacy, and home). 

As a whole class activity, have students list places in the 
community they commonly go then tell how databases are 
used or might be used at that place.  Give an example to 
begin. 

T.2.1.3 Identify and discuss database terms and 
concepts (e.g., sort, search, filter, keyword, 
data entry, field, record, list) using print and/or 
electronic databases to demonstrate.  

Using index cards, have students create a database about an 
interest of theirs, i.e., a movie collection, the cars they drive, 
music they collect, books read, etc.  Each student will fill out 1 
record/index card. This can be done collectively as a class, 
thus building a large database students can use as a 
reference. Solicit ideas on what fields will be needed. Discuss 
definitions of fields, records, and files. Have students choose a 
field to manually sort the database by then choose a criterion 
and manually filter the database. 

 T.2.2.1 Plan, discuss, and use keyword searches or 
filters using one criterion in prepared electronic 
databases (e.g., automated circulation, 
encyclopedia, etc.).  

Give students a prepared electronic database (e.g., dinosaurs, 
waterfalls, U.S. presidents, etc.) and have them do a search 
then a filter. 

T.2.2.2 Use prepared databases to sort 
alphabetically/numerically in 
ascending/descending order. 

After performing the search in standard T.2.2.1, have 
students sort the data to alphabetize or put in numerical order 
and then do the same for the filter. 

T.2.2.3 Modify prepared databases to enter/edit 
additional information and cite the source. 

Have students add a record to the database used in standard 
T.2.2.1 OR have students add a field to an existing record.  
Have students add another field to cite the source of their 
information. 

T.2.2.4 Modify databases to organize, analyze, 
interpret data, and create reports (e.g., 
documents, multimedia project, web pages). 

After adding a record as started in standard T.2.2.1, sort the 
database.  Insert the database into a word processed 
document. 

T.2.3.1 Use simple databases to locate, organize, 
analyze, evaluate, compare, and present 
information, citing sources of information. 

Have students create an address book of their family and 
friends. 

T.2.3.2 Using a prepared database, apply sort and 
search/filter functions to organize, analyze, 
interpret, and evaluate findings. 

Have students use a prepared database to answer questions 
given by the instructor that use the sort and search functions 
to organize, analyze, interpret and evaluate their findings. 

T.2.4.1 Develop and use search strategies with two or 
more criteria to solve problems, make 
decisions, and report findings.  

Have students answer Who Am I? questions by giving them 2 
or 3 questions that require them to search and/or filter.  For 
example, if they are creating a musician database, you could 
ask, “I am famous for rock and roll.  I am deceased.  I was 
born in South Carolina.” 

T.2.4.2 Plan and develop a simple database to enter, 
edit, collect, organize, and display data. 

Have students create an electronic database from the print 
database completed in standard T.2.2.4.  Sort the database 
by various fields and draw conclusions from the sort. 
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T.2.4.3 Use knowledge of database terms, concepts, 
functions, and operations to explain strategies 
used to plan and develop a simple database. 

Have students create a simple database then share with the 
class how they created it, using terminology learned in class. 

T.2.4.4 Plan and develop database reports to organize 
data, create reports, and present findings, 
citing sources. 

After answering the Who Am I? questions described in 
T.2.4.1, have students show their search or filter to the class 
while explaining how they arrived at their answer(s). 

T.2.4.5 Select and use appropriate database features 
and functions to collect, organize information, 
and create reports for use in other projects or 
media (e.g., documents, multimedia project, 
web pages), citing sources.  

Copy and paste the electronic database started in standard 
T.2.2.4 into a word-processed document.  Students can make 
a “wanted” poster with their Who Am I questions listed. Have 
students insert a photo from the Internet onto the poster and 
cite the source. 
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 Technology/Computer Literacy Sample Activities 
Standard 3, Levels 1-4, Grade Levels 0.0 – 8.9 

T.3 Spreadsheets: The student will demonstrate an understanding of the ability to create, extract information 
from, and interpret spreadsheets. 

Level Benchmark Sample Activities 

T.3.1.1 Identify spreadsheets as a tool for organizing 
information.  

Have students brainstorm ways that using a spreadsheet is 
more efficient than using a calculator or paper and pencil. 

T.3.1.2 Recognize, discuss, and investigate how 
spreadsheets are used to process information 
(e.g., organize, calculate, graph data, solve 
problems, make predictions, and present data) 
in a variety of settings (e.g., schools, 
government, business, industry, 
communications, transportation, mathematics, 
science). 

Give students examples of places where spreadsheets are 
used (e.g., bank or hospital) and have them discuss how a 
spreadsheet might be used at that location. 

T.3.1.3 Identify and discuss spreadsheet terms and 
concepts (e.g., collect, organize, classify, 
graph, display, cell, column, row, values, 
labels, chart, formula, sort, classify, bar 
graphs, line graphs, pie charts).  

Have students open a prepared spreadsheet and identify the 
rows, columns, cells, and formula bar.  Perform a sort to 
alphabetize or numerically arrange a column. 

T.3.2.1 Modify data in a prepared spreadsheet and 
observe the changes that occur to make 
predictions. 

Using the spreadsheet in T.3.1.3, predict what would happen 
if a value in a numerical cell were increased or decreased then 
enter the value to check predictions.  Identify which cells 
changed and why. 

T.3.2.2 Use spreadsheet software to enter, display, 
and identify types (text and numeric) of data.  

Have students identify text and numbers in a prepared 
spreadsheet then enter their own text and numbers and 
discuss any changes. 

T.3.2.3 Recognize, discuss, and use graphs to display 
and interpret data in prepared spreadsheets. 

With the spreadsheet used in T.3.1.3, make an appropriate 
chart. 

T.3.3.1 Modify or create and use spreadsheets to solve 
problems by performing calculations using 
simple formulas and functions (e.g., +, -, *, /, 
sum, average) and display data graphically. 

Using the spreadsheet in T.3.1.3, have students add a row or 
column and change formulas as needed then make a chart 
from the revised data. 

T.3.3.2 Use spreadsheet concepts and functions (e.g., 
median, range, mode) to calculate, represent, 
and explain data.  

Show students a spreadsheet (e.g., baseball batting averages) 
and have them calculate the median, range, and mode and 
explain the differences among the three values. 

T.3.4.1 Modify or create a spreadsheet by using the 
features and functions previously learned to 
analyze and interpret information, solve 
problems, make decisions, and support, 
display, and present findings, citing sources. 

Give students (can be done in groups if the class is large) 
M&Ms candy and have them count the number of M&Ms they 
have for each color.  Make a spreadsheet of their data.  From 
the data, predict the percentages of each color.  Are some 
colors more common than others?  Use the F11 key on the 
keyboard to make a bar chart, either of all the data or a 
particular color. 

T.3.4.2 Modify or create and use spreadsheets to 
calculate and graph data to incorporate into 
other documents or projects (e.g., word 
processing, multimedia, and web pages), citing 
sources. 

Using the chart made in standard T.3.4.1, copy and paste it 
into an imaginary letter to the president of the M&M company. 
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Technology/Computer Literacy Sample Activities 
Standard 4, Levels 1-4, Grade Levels 0.0 – 8.9 

T.4 Desktop Publishing: The student will demonstrate knowledge and skills in keyboarding, word 
processing, and desktop publishing. 

Level Benchmark Sample Activities 

T.4.1.1 Identify basic word processing terms. Open a blank word document.   Show students parts of the 
word processing window, menus, etc. 

T.4.1.2 Identify, locate, and use letters, numbers, and 
special keys (e.g., arrow keys, space bar, shift, 
insert, enter/return, backspace, delete) on the 
keyboard.  

Have students enter their name, address, and telephone 
number on separate lines using a word processor. 

T.4.1.3 Identify, discuss, and use word processing as a 
tool to enter letters, numbers, words, and 
phrases.  

Adding to the document started in standard T.4.1.2, have 
students type a paragraph about themselves, perhaps telling 
where they are from, what hobbies they have, likes, and 
dislikes, etc. 

T.4.1.4 With a simple document, identify, discuss, and 
use menu/tool bar functions in word 
processing applications.  

Have students type a sentence that includes their name and 
favorite hobby.  From the formatting toolbar, have them 
change the font type, font color, font size, choose a word to 
boldface and italicize, underline a word, add clip art, do a spell 
check, save, print, and make a back-up copy. 

T.4.1.5 Demonstrate correct finger placement for 
home row keys.  

Have students type a few lines that contain only home row 
keys (won’t be complete words).  Example: asdfjkl; then type 
it backwards). 

T.4.2.1 Recognize and explain the advantages and 
disadvantages of using word processing to 
create documents.  

Show students several examples of non-print word processed 
documents, i.e., newspaper article, magazine article, book.  
Have them discuss ways that these non-print documents can 
be created electronically. 

T.4.2.2 Identify, discuss, and use word processing as a 
tool to open, edit, print, and save documents.  

Have students open a word-processed document that is easily 
recognized and you have put out of order (e.g., a children’s 
poem or song such as Row, Row, Row Your Boat).  Have 
students cut and paste lines into the correct order then have 
them copy and paste the entire poem or song so that they 
have 2 copies.  Save, make a backup copy, and print. 

T.4.2.3 Identify and use basic word processing terms 
and concepts (e.g., desktop, menu, tool bar, 
document, text, line spacing, margins, and 
spell check).  

From the song or poem in standard T.4.2.2, add a title, 
double space the body of the document, decrease the top, 
bottom, and side margins, and check the document for correct 
spelling. 

T.4.2.4 Use the formatting toolbar to format and 
change the appearance of word processing 
documents. 

From the song or poem in standard T.4.2.2, enlarge the font 
of the title, boldface, center, and underline the title, change 
the font of the entire document, and choose a line to italicize. 

T.4.2.5 Use word processing as a tool to write, edit, 
and publish sentences, paragraphs, and 
stories.  

Add On Story Activity: Give students a “story starter” to type 
as the first sentence in a story that they write.  Give them a 
few minutes to type on the story then have them stand up 
and go to another computer and add on to that story.  
Students rotate several times before going back to finish their 
story.  Print and display stories if desired. 

T.4.3.1 Use published documents (e.g., letter, memo, 
newspaper) to identify and discuss document 
design and layout as a class.  

Show students examples of magazine articles, advertisements, 
and newspaper articles and have them discuss how the layout 
and choice of graphics influences the viewer. 
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T.4.3.2 Recognize and use menu and tool bar features 
to edit and make corrections to documents.  

From the Add On Story started in standard T.4.2.5, add a clip 
art picture, change the orientation to landscape, insert a 
header with student’s name, do a spell check, and change a 
word using the thesaurus for ideas. 

T.4.3.3 Demonstrate knowledge of WP/DTP tools to 
develop documents, which include data 
imported from a spreadsheet or database.  

From the database made in standard T.2.4.2, copy and paste 
part or the entire database into a word document. 

T.4.3.4 Identify, discuss, and use WP/DTP menu and 
tool bar terms and concepts (e.g., import, 
portrait, landscape, copy and paste between 
two documents, clipboard) to describe 
documents.  

From the word document made in standard T.4.1.2, have 
students put the document in landscape orientation and 
explain the process of copying and pasting from the 
spreadsheet to the word document. 

T.4.3.5 Select and use WP/DTP menu and tool bar 
features to revise and change existing 
documents.  

Give students a word processed file that is typed in a small, 
plain font.  The document can be a poem they will recognize 
or lyrics to a popular song to edit.  If possible, use a desktop 
publishing program such as Microsoft Publisher.  Have 
students enhance the layout by changing the font, double 
spacing, adding a title, etc.  

T.4.4.1 Recognize, discuss, select, and use WP/DTP 
terms, concepts, features, and functions (e.g., 
minimize document, resize document, toggle 
between two open documents on the desktop, 
columns, tables, headers/footers, and using 
multiple files and/or applications) to develop 
(e.g., design, format, layout), edit/revise, and 
publish documents for a specific audience and 
purpose.  

Using a desktop publishing program such as Microsoft 
Publisher, have students create a brochure or newsletter 
based on a project they are doing.  An example might be a 
newsletter written from the point of view of a character in a 
book.   

T.4.4.2 Demonstrate knowledge of the advantages 
and disadvantages of using word processing to 
develop, publish, and present information to a 
variety of audiences.  

Have students contrast the process of doing their newsletter 
or brochure in standard T.4.4.1 using paper and pen versus 
desktop publishing and desktop publishing versus word 
processing.  Have them identify the target audience for their 
newsletter or brochure. 

T.4.4.3 Demonstrate appropriate use of copyrighted 
materials in word processing documents.  

With the newsletter or brochure made in standard T.4.4.1, 
have students cite sources (information, images, etc.) 

T.4.4.4 Use instructor- prepared rubrics to evaluate 
the quality of published documents/projects for 
content, design, and appropriate use of 
resources. 

Provide students with a rubric to evaluate various websites. 

T.4.4.5 Use proper keyboarding techniques to improve 
accuracy, speed, and general efficiency in 
computer operation.  

Have students keep a journal to practice keyboarding skills.  
You can have them turn it in or keep for personal reference.  
If students don’t know how to begin, give them a question to 
start with such as, “If you could go on any trip for free, where 
would you go?” or “If you could trade places with anyone, 
who would you trade with?” or “What was the best day of 
your life?”  Advanced students might even want to start an 
online personal blog. 
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 Technology/Computer Literacy Sample Activities 
Standard 5, Levels 1-4, Grade Levels 0.0 – 8.9 

T.5 Multimedia: The student will demonstrate an understanding of multimedia and the ability to create 
multimedia presentations. 

Level Benchmark Sample Activities 

T.5.1.1 Identify and discuss components of 
multimedia. 

Show students an advertisement from a printed medium such 
as a magazine or newspaper. Point out the components in the 
ad such as text, color, photos, clip art.  Show students a TV or 
Internet commercial advertising the same product and 
compare/contrast print media with multimedia.   

T.5.1.2 Use multimedia software to illustrate words, 
phrases, concepts, numbers, and symbols. 

Have students come up with an idea for an invention and then 
create an advertisement. For example, they might create a 
boat that can also function as transportation on land.  Have 
them identify their target audience and point of view.  Have 
students use a program such as Paint to illustrate their 
products then insert their drawings into multimedia software 
such as PowerPoint, Hypermedia, or Photo Story. 

T.5.1.3 Recognize and explain the advantages and 
disadvantages of using multimedia to develop 
products. 

With the 2 forms of advertising (print and multimedia) viewed 
in standard T.5.1.1, have students identify the advantages 
and disadvantages to both forms of advertising. 

T.5.2.1 Identify, discuss, and use common multimedia 
terms and concepts. 

As students create their advertisement in standard T.5.1.2, 
check for understanding of multimedia terms.  Discuss if their 
product is more effective in a sequential or nonlinear format. 

T.5.2.2 Identify and discuss issues (e.g., personal 
information, images, content, language, and, 
appropriateness and accuracy of information) 
and guidelines to consider in selection and use 
of materials for multimedia projects.  

With their advertisement started in standard T.5.1.2, ask 
students to justify their choices of images, sounds, persuasive 
language, etc.  What do they hope to accomplish with each 
component? 

T.5.2.3 Identify, discuss, and use multimedia tools 
(e.g., insert, import, create, edit, publish) to 
combine text and graphics. 

Using a document created without graphics, have students 
add text boxes, clip art, and photos. 

T.5.2.4 Demonstrate knowledge of multimedia tools 
and concepts used by media (e.g., games, 
video, radio/TV broadcasts, and websites) to 
entertain, sell, and influence ideas and 
opinions. 

Show a 30 second commercial to students (can be from TV or 
the Internet).  Have students list visuals used to portray a 
message. Show the commercial to students again but have 
them close their eyes.  Have students list ways the creators 
used audio to portray a message.  From whose point of view 
is the commercial told?  Who is the target audience? 

T.5.3.1 Identify, discuss, and cite various types of 
resources. 

Have students make a section (e.g., a slide) in their 
multimedia advertisement citing any music, images, videos, or 
information they used. 

T.5.3.2 Modify an existing multimedia story to include 
student narration. 

Have students narrate their advertisement for the product 
they created.  Have them first make a script then target ways 
they can use their voice and sound effects to “sell” their 
product. 

T.5.3.3 Use storyboards, menus, and branching to 
modify or create non-linear products, citing 
sources.  

Have students write a storyboard for a digital story that they 
will create with multimedia software.  The storyboard can be 
done using index cards, a word processor, or pencil and 
paper.  The “story” does not have to be a traditional story; it 
might be a belief, dream, or idea that they want to digitally 
share. 
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T.5.4.1 Demonstrate knowledge of the advantages 
and disadvantages of using multimedia to 
develop, publish, and present information to a 
variety of audiences. 

Using software such as Photo Story, iMovie, or Movie Maker, 
have students use the storyboard they created in standard 
T.5.3.3 to make a digital story.  Have students brainstorm 
non-multimedia methods to create the story; discuss 
advantages and disadvantages of each method. 

T.5.4.2 Use menu and tool bar features to edit, 
modify, and revise multimedia projects to 
present information for a different audience or 
purpose than the original document intended.  

Have students share their digital stories with classmates, 
ideally using a projector.  Choose a different audience (e.g., 
city council or elementary school children) and discuss how 
you might adapt your project. 

T.5.4.3 Plan, design, and develop a multimedia 
product using data (e.g., graphs, charts, 
database reports) to present information in the 
most effective way, citing sources.  

With their digital story, have students correctly cite their 
resources (information, images, sounds, videos, etc.).  
Students might also survey classmates about a topic 
interesting to the group (e.g., favorite genre of music), insert 
data into a spreadsheet, make a chart from the data, and 
then import the chart into a multimedia product. 

T.5.4.4 Create or modify and use rubrics to evaluate 
multimedia presentations for elements (e.g., 
organization, content, design, accuracy, 
purpose, appropriateness for target audience, 
presentation, effectiveness, ethical use of 
resources, citation).  

Give rubrics to students to review or grade digital photo 
stories presented by their classmates (standard T.5.4.2). 
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Technology/Computer Literacy Sample Activities 
Standard 6, Levels 1-4, Grade Levels 0.0-8.9 

Standard 6.  Internet and Telecommunications: The student will demonstrate an ability to utilize Internet 
and other telecommunications resources. 

Level Benchmark Sample Activities 

T.6.1.1 Identify and discuss the Internet as a source of 
information at school and home.  

Have students list ways to get information other than the 
Internet.  Next, have them list everyday uses of the Internet 
(e.g., libraries, email, commerce, etc.) 

T.6.1.2 Discuss the origin of the Internet. Have students use the Internet to discover who started the 
Internet.  Have them make a timeline of major advances and 
changes in the Internet (e.g., when the World Wide Web 
began). 

T.6.1.3 Explore Internet resources and information 
and discuss the variety and types of 
information found.  

Have students examine and discuss 2 or more different types 
of websites such as a shopping site and a library or 
government site. 

T.6.1.4 Identify, discuss, and chart elements that 
make an online resource useful, appropriate, 
and safe.   

Have students look at examples of web pages where 
information is reliable and other web pages where information 
is unreliable.  Make a chart to pinpoint characteristics of 
reliable and unreliable web pages. 

T.6.2.1 Identify, discuss, and use common 
terms/concepts used with the Internet, e.g., 
online, browser, World Wide Web, digital 
information, URL, keyword, search engine, 
navigation, resources, web address, web page, 
hyperlinks/links, bookmarks/favorites, 
webmaster, etc.  

Give students a list of the terms listed in this standard.  Play 
the game, What Am I?, where students say 3 sentences in 
first person to describe their term without using the term 
itself, then ask their classmates, What Am I? 

T.6.2.2 Identify online resources as the work of 
individuals/groups/companies and discuss why 
citing resources is necessary.  

Choose a variety of websites for students to examine and 
determine who the author is and discuss how they might cite 
resources from these pages. 

T.6.2.3 Identify and discuss Internet 
telecommunications as a tool for 
communication and collaboration (e.g., email, 
messaging, and videoconferencing).  

Have students list ways of communicating with others, i.e., 
telephone, postal service, etc. and compare/contrast with 
online methods of communication, i.e., email, instant 
messaging, etc.  

T.6.2.4 Use Internet resources to locate information, 
then discuss and compare findings for 
usefulness. 

In groups, assign students a search engine (ex. Yahoo, 
AltaVista) and have them look up a topic the class decides on 
(e.g., baseball or movies).  Compare results from various 
search engines.  

T.6.2.5 Cite sources of information (print and non-
print) for a project.  

Have students make a bibliography from information gathered 
in standard T.6.2.4. 

T.6.3.1 Plan, discuss, and use search strategies with 
two or more criteria to find information online.  

Have students use the advanced search to find more 
information for standard T.6.2.4 and then compare/contrast 
using simple versus advanced searches. 

T.6.3.2 Identify, discuss, and use online collaborative 
tools (e.g., email, surveys, videoconferencing, 
wikis, documents) to collect and present data.  

Have students, in pairs or small groups, enter a page in a wiki 
such as Wetpaint to share information about a topic that they 
choose in standard T.6.4.1. 

T.6.3.3 Locate, select, organize, and present 
information from the Internet for a specific 
purpose and audience, citing sources.  

Have students present their wiki page from standard T.6.3.2.  
Have them cite their information at the bottom of the wiki 
page. 
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T.6.3.4 Recognize, discuss, and use email, 
videoconferencing, and/or web conferencing 
as a means of interactive communication. 

If possible, have students Skype another group of students.  
Choose a topic to discuss and have them prepare questions to 
ask the other group.  This activity could easily be integrated 
with other subjects.  Compare and contrast email and web 
conferencing. 

T.6.4.1 Recognize, discuss, and use terms and 
concepts associated with safe, effective, and 
efficient use of telecommunications, Internet, 
and networks (e.g., password, firewalls, Spam, 
security, Fair Use, AUP/IUP's, IP address, 
Intranet, private networks, discussion forum, 
threaded discussion, LANS, WANs, netiquette, 
child predators, scammers, hackers.  

Divide topics into areas (e.g., personal safety or Internet 
etiquette) and have students choose a topic in pairs or groups 
(groups may already have been chosen from standard 
T.6.3.2).  Have students create an infomercial using a product 
(e.g., newsletter, video, brochure, PowerPoint) to teach their 
classmates how to use the Internet safely. 

T.6.4.2 Select and justify use of appropriate 
collaborative tools (e.g., surveys, email, 
discussion forums, web pages, wikis, online 
videoconferencing, documents, etc.) to survey, 
collect, share, present, and communicate 
information for the intended audience and 
purpose.  

Using the infomercial from T.6.4.1, have students set up a 
discussion forum to get feedback on their product. 

T.6.4.3 Plan, select, evaluate, interpret, and use 
information from a variety of digital resources 
to develop assignment, project, or 
presentation.  

When students create their infomercial in standard T.6.4.1, 
require them to have a variety of types of resources (primary 
sources, secondary sources, commercial sites, non-profit sites, 
government sites, encyclopedias, forums, discussion boards, 
etc.) 

T.6.4.4 Use evaluation tools as a guide to select and 
evaluate Internet resources and information 
for content and usefulness for intended 
audience and purpose. 

With the infomercials created in standard T.6.4.1 or with the 
wiki pages created in standard T.6.3.2, have students use a 
prepared rubric to evaluate each other’s work. 

 
 
 



GPS for Success, Part 2                                                   -223-                                                  11/2010 Revision 

 Technology/Computer Glossary 
 
Active cell The thick-bordered cell where you can enter numbers or formulas in a 

spreadsheet. 

Adobe Acrobat A free software product from Adobe designed to view .pdf (portable 
document format) documents downloaded from the World Wide Web. 

Adobe Photoshop Software used to edit digital images and save them in a highly compressed 
format for the World Wide Web, PowerPoint presentations, or word 
processing documents. 

Alignment How your text conforms to the left and right margins of a page. The text 
can be right-aligned, centered, left-aligned, or fully-aligned/justified. 

AND A way to search for information using the words AND, OR, and NOT. 
Boolean logic was created by English mathematician George Boole 150 
years ago. 

Animated clip art A moving clip art graphic. 

Anti-Virus An application designed to search for viruses and repair files on a computer. 
Norton and McAfee make anti-virus software. 

Application/ 
Software 

Programs that allow you to accomplish certain tasks such as write letters, 
analyze numbers, sort files, manage finances, draw pictures, and play 
games. 

Arrow keys The keys on computer keyboard used to move the cursor up, down, left, or 
right on the screen. 

Ascending order Organizing or sorting information in order from smallest to largest, or A-Z or 
1-9. 

Asynchronous Literally not at the same time. Online courses, email, discussion lists, online 
bulletin boards, or wikis are examples of asynchronous communication. 

AUP 
(Acceptable Use 
Policy) 

A set of rules and guidelines that are set up to regulate Internet use and to 
protect the user. 

Axis A feature of a chart on which you can plot numbers. The horizontal line is 
called the X-axis and the vertical line is called the Y-axis. 

Bar graph One type of graph developed from spreadsheet data that uses parallel bars 
to compare data and changes in data over time. 

Blog Blog is short for web log. A web log is a journal that is frequently updated 
and intended for the general public. Blogs represent the personality of the 
individual author or sponsor. 

Bold A style of text that makes a letter or word darker and thicker to stand out in 
a document. 

Bookmark When you bookmark a page, you tell your web browser to remember that 
page’s address (URL, uniform resource locator) so that you can go back to 
it easily without having to type in the URL again. Bookmarks are called 
“favorites” in MS Internet Explorer. 
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Browser Software which lets you view material designed for the World Wide Web. A 
browser usually displays documents created in Hypertext Markup Language 
(HTML), the language used for creating web pages. 

Button bar A box or strip of buttons on the screen that you click on with your mouse to 
accomplish a task. It provides shortcuts for commonly used commands. 
Most buttons contain small pictures (icons) that display what they do, such 
as a small printer that can be clicked on to print a document. Some 
programs let you choose to hide or display the button bar and mix and 
match buttons to customize the bar. Also known as a toolbar. 

Buttons A hot spot used in multimedia applications to navigate from one place to 
another or to activate elements (e.g., sound, movies, animation). 

Calculate The working of mathematical equations. Formulas that are usually used in 
spreadsheets allow the computer to automatically perform calculations. 

Cell The space at the intersection of a row and column in a spreadsheet. 

Chart A way to present information from a spreadsheet in the form of graphs or 
tables. 

Circle graph A picture showing the relationship of two or more sets of data using a 
circle. 

Clip art Drawings you can add to your documents or presentations. Clip art includes 
items such as cartoons, maps, symbols, and flags. Some software packages 
include clip art. Clip art can be purchased separately. 

Column The vertical divisions in a spreadsheet that are named with an alphabetical 
letter. 

Compression Reduction in the size of data in order to save space and time spent 
transferring the file. 

Copy To make an exact copy of information in your document so you can 
duplicate it in a new location. 

CPU 
(Central Processing 
Unit) 

The main chip that allows computers to do millions of calculations per 
second and makes it possible for users to write letters and balance a 
checkbook. 

Credits To give reference to the creator and source of the information used in a 
presentation. 

Cursor This is where the action is located on your screen, represented by a flashing 
line. When you type on the keyboard, the information appears at the 
cursor. 

Database Software application that manages large collections of information. A simple 
database might be a single file containing many records, with the same set 
of fields. Data can be sorted and searched by one or more criteria. 

Delete A key used to erase characters or text. 

Descending order Organizing or sorting information in order from largest to smallest, Z-A or 9-
1. 

Desktop The background for the windows, menus, and dialog boxes on a PC. It is 
supposed to represent a desk. 
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Desktop publishing 
(DTP) 

Using features of word processing/DTP software to format and produce 
documents, letters, reports, flyers, and newsletters with graphics. 

Dialog Box Also known as pop-up windows, these are small windows that appear when 
you perform an action, select an option, or need information. For example, 
dialog boxes ask questions like “Do you want to save this document?” or 
“Are you sure that you want to exit this program?” 

Digital Subscriber 
Line (DSL) 

Technology that provides digital data transmission over the local telephone 
network using high frequency lines. Download speeds range from 256 to 
24,000 kilobits per second. 

Digital Versatile Disc 
(DVD) 

An optical disc storage media format mainly used for video and data 
storage. DVDs are the same size as a CD but can store six times more data. 

Digital Video 
Recorder (DVR) 

A device that records video in a digital format to a disk drive or other 
memory within a device. 

 

Distance 
Education/Learning 

Distance education or learning is planned learning that normally occurs in a 
different place from teaching and as a result requires special techniques of 
course design, special instructional techniques, special methods or 
communication by electronic and other technology as well as special 
organizational and administrative arrangements. 

Domain The part of an Internet address that identifies where a person’s account is 
located. For example, in the address jdoe@newcc.edu the domain is 
everything after the @ symbol. 

Dots Per Inch Computers can only fit a certain amount of information on to a monitor 
screen. This is measured in how many dots can be shown in one inch of 
screen space. PC monitors range from 60-120 dots per inch but usually 
cannot display more than 72 dpi. Because of this limitation, images over 72 
dpi should not be posted to a web page. Viewers will not be able to see any 
difference and the larger file size will slow the download time. 

Download Transferring files or information from a remote computer to your computer. 

Drop Down Menu A menu showing a list of choices on a web page. When you click on or roll 
the mouse over a down menu, other choices appear and you can select 
your choice. 

Email Sending and receiving messages through a computer network. This process 
requires a computer, modem, or network connection, and an e-mail 
address. It is convenient because all messages are sent and received 
immediately over short or long distances. 

Edit To make changes in a document or presentation. 

E-learning A broad term that suggests any type of technology-mediated learning, from 
independent research to email conversations that contribute to personal or 
professional development. 

Electronic Discussion A way for topical discussions to continue outside of the classroom. Students 
can post messages to one another and the instructor electronically. 
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Email Attachments Documents can be added to email messages. These attachments are not 
part of the message and must be read or viewed separately. Attachments 
do not have to be text documents; any computer file (images, programs, 
spreadsheets, etc.) can be attached to email. Most email programs allow 
you to attach information in this way. 

Email Newsgroups A method to facilitate discussion outside of class. Students subscribe to a 
group and send messages to other students in the group. The list is like an 
electronic bulletin board so students need to check it periodically to read 
the new messages. 

Enter/Return The key used to begin a new line in a word processor or to enter 
information into a spreadsheet. It is the same as clicking OK in a dialog box. 

Entry bar The field where information is entered in a spreadsheet. 

Excel A program in the Microsoft Office Suite that creates spreadsheets. 

Export To convert a file into a format other than the original format, e.g., export 
database files into Excel spreadsheets. 

Facebook A free-access social networking website that is operated and owned by 
Facebook, Inc. Users can join networks, add friends, send messages, 
update their profile, post pictures, and videos and is an interactive way to 
connect with other people. 

Fetch This is Macintosh’s method of moving files from one computer to another, 
similar to file transfer protocol (FTP). It is used to copy files from a personal 
computer to a server so they can be accessed by others. 

Field A place in a database record where a category of information can be 
entered or located. 

File 1. Any document on a computer, e.g., movie, sound, or word files 

2. A set of related records in a database 

File Extension These are the three letters which come after the dot in the name of a file 
and tell the computer what kind of file it is. Examples are .jpg (image file), 
.doc (Microsoft Word document), .txt (text file). 

File Size The size of the file is the amount of disk storage space taken up by a file 
(measured in bytes). 

File Transfer Protocol 
(FTP) 

A method of transferring files from one computer to another or 
downloading files from Internet sites. 

Firewall Technology that prevents users from visiting inappropriate websites and 
protects the network from unauthorized users. 

Firewire A collection of wires that support data transfer from one part of a computer 
to another at a very high speed. Firewire is intended for devices that 
contain large amounts of data such as camcorders, disk drives, and DVD 
players. 

Font The shape and style of text. 

Format To set the margins, tabs, font, or line spacing in the layout of a document. 

Freeware Software written and then donated to the public, so anyone is free to copy 
and share it with their friends. This is not the same as shareware or 
commercial software, which is supposed to be purchased. 
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Gif 
(Graphic Interchange 
Format) 

(Pronounced "jiff.") A file format for pictures, photographs, and drawings 
that are compressed so that they can be sent across telephone lines 
quickly. This format is widely used on electronic bulletin boards and the 
Internet. It is limited to 256 colors so it cannot be used for high-end 
desktop publishing. 

Gigabyte (GB) A unit of measure of hard disks and flash drives, the more gigabytes the 
more storage space. 

Google Search The most popular search engine on the Internet and owned by Google, Inc. 

Graph A picture that shows the relationship of one or more sets of numbers to 
each other. Some graph types are line, bar, area, and pie graphs. 

Graphic Images/pictures created, edited, and/or published using a computer. 

Hacker An unauthorized person who secretly gains access to computer files. 

Hardware A physical part of the computer system such as the keyboard, monitor, 
mouse, joystick, printer, speakers, etc. 

Hard drive A data storage device consisting of a drive and one or more hard disks, 
such as a tape drive and its tape or a CD/DVD disk drive and its CD or DVD 
disk. 

Highlight or Select To choose part of a document by clicking and dragging over it with the 
mouse to highlight the text. 

Home page The first page of a web address. The home page serves as a gateway to the 
rest of the website by providing links to other pages. 

Home row Keys on the keyboard with fingers of the left hand are A-S-D-F and fingers 
on the right hand are J-K-L-;. 

Host The name given to a computer directly connected to the Internet. Host 
computers are associated with computer networks, online services, or 
bulletin board systems. 

HTML Hypertext Markup Language is the code used to write most documents on 
the World Wide Web. HTML codes tell your browser how to arrange text 
and images on the computer screen. 

HTTP Hyper Text Transfer Protocol is the standard method used to transfer data 
from a server to a remote computer. Web addresses often begin with 
http:// indicating that the documents are written in html. The Internet relies 
on http to perform tasks, without it you would not be able to view web 
pages or check email. 

Hyperlink or 
Hypertext 

Special text or images on a web page that when clicked cause your browser 
to load another page of html. Text links are usually underlined in blue and 
image links often take the form of buttons. 

Icon A small graphic symbol that represents a program, file, or folder on a 
computer. Clicking on an icon causes the program to run, a folder to open, 
or the file to be displayed. 

Illustration Clip art, graphics, or drawings on a computer. 

Import To convert a file into another format usually within a new file, e.g., import 
html files into pdf documents. 
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Indent To set the first line of a paragraph in from the margin in a word processing 
document. 

Input/output or I/O The communication between an information processing system (a 
computer) and the outside world (a human or another computer). Inputs 
are the signals or data received by the system and outputs are the signals 
or data sent from it. Keyboards and the mouse are input devices of a 
computer whereas monitors and printers are output devices of a computer. 
Modems and network cards can serve as both input and output devices. 

Interactive 
Whiteboard 

A whiteboard connected to a computer where the board can be used as a 
touch screen, handwriting can be converted to text, and words and pictures 
can be dragged around with your finger. Pages can also be saved, 
reordered, and printed. 

Internet Term given to the network of computers that provide information 
worldwide. 

Internet Explorer A web browser created by Microsoft used to view pages on the web. 

Java Script A scripting language developed by Netscape. Java Script can make web 
pages interactive by telling users whether they’ve filled out a form correctly, 
displaying animated images, or allowing images to change when users 
touch them with the mouse. 

Jpeg 
(Joint Photographic 
Experts Group) 

JPEGs are the most commonly used digital image. It is a standard for 
shrinking graphics so they can be sent faster between modems and take up 
less space on the hard drive. These graphics can be reduced to 5 percent of 
their original size but the image quality deteriorates. However, compressing 
graphics to 30 or 40 percent of their original size results in minimal loss of 
quality. 

Keyboard The hardware device used to enter letters into the computer. 

Keyword A word or reference point used to describe content on a web page that 
search engines use to properly index the page. 

Label The term given to the words entered on a spreadsheet usually naming a 
column. 

Landscape The page setup that permits a document to be printed in a horizontal 
position. 

Line graph A graph used to display trends and compare data. 

Line spacing The space between lines of text. 

Linear Moving in a straight line or path; a multimedia presentation that moves in a 
straight line from image to image. 

Links Connections that bridge one image, page, or word to another by clicking on 
a highlighted word or phrase. 

Listserv A generic term for an electronic mailing list or e-list. 

Math Symbols to Use 
When Searching 

Symbols used in a search. <>= ≠ Greater than, Less than, Greater than or 
equal to, Less than or equal to, Not equal or equal. 

Monitor The device with a screen used to show computer images. 

Mouse A tool used to move the cursor and pointer around the screen. 
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Multimedia To use a combination of text, pictures, sounds, movies, and/ or animation 
in a presentation. 

Network A system of connected computers that allows the sharing of files and 
equipment. There are two types of networks: local area network (LAN) and 
wide area network (WAN). 

Non-linear 

 

 

Not moving in a straight line or path; a multimedia presentation that 
transitions from one image to another in an order that is preset but not 
necessarily in a straight path - Example: a non-linear presentation can 
transition from image 1 to image 3 and back to image 1 using 
menus/branching. 

NOT A way to search for information using the words AND, OR, and NOT. 
Boolean logic was created by English mathematician George Boole 150 
years ago. 

Numeric Keypad The portion of a keyboard, set up like an adding machine or calculator, 
used to enter numbers and equations quickly into the computer. 

Online resources Internet information available to a computer user. 

Online safety Precautions taken to protect personal information and images from being 
misused by others. 

Online training Web-based course, simulations, and/or learning interactions that are 
intentionally structured for training/skill development. 

OR A way to search for information using the words AND, OR, and NOT. 
Boolean logic was created by English mathematician George Boole 150 
years ago. 

Page Set Up The term in reference to the way a document is formatted to print. 

Password A code for security purposes that allow access to a computer or the 
computer programs. 

Paste To insert the last information that was cut or copied into a document. Cut 
and paste can be used to move information within or between documents. 

Pictogram Pictures used to create a bar graph chart. 

Pie graph Circle graph divided into pieces that look like portions of a pie. 

Plug-in Software that allows you to use a variety of media. Some work within the 
browser and some require you to play a file outside the browser depending 
upon how your system is configured and what operating system you are 
using. A popular plug-in is Flash Player. 

Pop-ups A form of online advertising on the Internet intended to attract web traffic 
or capture email addresses. It works when Websites open a new web 
browser window to display advertisements. Pop-ups are usually generated 
by JavaScript. Certain types of downloaded content like images and free 
music can cause pop-ups. Your computer may already have pop-up 
blockers installed and will let you know when content is being blocked and 
how to allow it to be downloaded. 

Portable keyboard A small keyboard that students can use for any writing activity. Files are 
saved automatically and may be downloaded to a computer for formatting 
and saving or sent directly to a printer. 
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Portrait The default page setup that prints the document vertically. 

PowerPoint A Microsoft Office program that allows the user to create visually appealing 
presentations. 

Print To put what is on the computer screen onto paper. It creates a paper copy 
of the document created on the computer. 

Printer A hardware device used to make a paper copy of what is created on the 
computer. 

Probeware Computer-assisted data collection tools. 

Public Domain Software written then donated to the public. Anyone can use and copy 
public domain software free of charge but it is not always the same quality 
as commercial software. 

QuickTime A multimedia framework capable of handling various formats of digital 
video, media clips, sound, text, animation, music, and interactive images. It 
is available for Mac OS, Mac OS X, and Microsoft Windows operating 
systems. 

Record A collection of related fields and entries. 

Retrieve Open a saved document. 

Row The horizontal divisions in a spreadsheet named with a number. 

RSS (Really Simple 
Syndication) 

Web feed formats used to publish frequently updated works such as blog 
entries, news headlines, audio, and video in a standardized format. An RSS 
document, also called a “feed” or “channel”, includes full or summarized 
text plus publishing dates and authorship. RSS formats are specified using 
XML. 

Save To store information on a disk, hard drive, flash drive, or CD for later use. 
Work should be saved often, every 5 or 10 minutes, to make sure your 
latest changes are safely recorded. 

Save As To save a document with a new name. 

Search To look for specific information on the Internet or computer. 

Search Engines A tool on the web that searches, gathers, and identifies information from a 
database based on keywords, indices, titles, and text. 

Search strategies There are 3 basic ways to begin a search: 

1. Try to guess the URL. 

2. Use Subject directories provided by some search engines. The selected 
resources are grouped by subject, categories, and subcategories that can 
be used for keyword search or to browse the categories. 

3. Use a search engine for large searches using unique keywords or 
combinations of keywords to narrow the search. 

Security Protection of computer, computer files, or a computer network from use 
without permission of the owner or owners. 

Server A special computer used to store programs and files, and then sends the 
information out to other computers one or all at a time. 

Shareware Software that can be tried before being purchase. 
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Short Message 
Service 

A communication service standardized in the mobile communication system 
allowing the exchange of short text messages between mobile phone 
devices. SMS text messaging is the most widely used data application. 

Software/Application Programs that allow you to accomplish certain tasks such as write letters, 
analyze numbers, sort files, manage finances, draw pictures, and play 
games. 

Sort Arranging information in a specific order (usually ascending and 
descending). 

Spreadsheets Applications that can be used to calculate, analyze, and present data. Excel, 
in the Microsoft Office Suite, includes tools for organizing, managing, 
sorting, and retrieving data and testing "what if” statements. It also has a 
chart feature that displays numerical data as a graph. 

Stand Alone 
Computer 

A computer that does not rely upon any other computer or server to work. 

Storyboard A graphic organizer used for planning and developing a multimedia 
report/presentation. The contents, layout, and formatting of each card/slide 
and the linking together of the cards/slides. 

Streaming A method for transferring data continuously. Streaming allows you to 
display the data on your browser before the entire file is transmitted. For 
streaming to work, data must be received and sent to an application called 
a plug-in that processes the data and converts it to audio or video. 

Synchronous Learners are required to participate in a particular learning activity at the 
exact same time. For example, chat rooms, videoconferencing, and audio 
conferencing are designed to be synchronous. 

Table Columns and rows of cells that can be filled with text that are used to 
organize information. 

Telecommunication 

 

The act of sending and receiving information such as data, text, pictures, 
voice, and video. The exchange of information can be within a building or 
around the globe. 

Text Words on a page, screen, or within a document. 

Text Messaging or 
Texting 

A common term for the sending of short text messages from mobile phones 
or personal data assistants using English language slang, e.g., instead of 
saying “great!”, the user would text “gr8t” or “brb” for “be right back”. 
Texting uses SMS. 

Thesaurus A feature in most word processors used to replace a word in a document 
with one that is more suitable and adds variety to your writing. 

Thumbnail A tiny copy of a larger image used to give a general idea of what the image 
looks like before it is downloaded. 

Twitter Another free social networking website and micro-blogging service that 
enables users to send and read other users’ updates known as tweets. 
Tweets are text-based posts of up to 140 bytes in length. Users may have 
to pay SMS fees through their phone service. 

Upload The process of transferring a file from a personal computer to a server. It 
makes the file available to others. 
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URL Address 
(Uniform Resource 
Locator) 

An address for documents on the World Wide Web. For example, 
http://www.abspd.appstate.edu is a URL. 

USB Flash Drive A memory data storage device integrated with a universal serial bus (USB) 
interface. Most flash drives are removable, rewritable, and weigh less than 
an ounce. Flash drives are replacing floppy disks as the storage device of 
choice. 

User name First part of an email address. Example: barberdb is the user name of the 
following email address: barberdb@newcc.edu 

Value The term for a number in a spreadsheet that can be added, subtracted, 
multiplied, or divided. 

Vandalism The intentional act of destroying computer files or computer networks. 

Virtual Occurring or existing primarily online. Examples include virtual community, 
virtual world, and virtual reality. 

Virus A computer program designed to damage computer files. 

Wallpaper Refers to an image used as a background on a computer screen, may also 
be called desktop picture or desktop background. 

Web address Universal Resource Locator (URL). Example: 
http://www.abspd.appstate.edu 

Webcast Allows many people in different locations to see, hear, and participate in a 
meeting or event as it is happening. A webcast should be used when there 
will be more than eight receiving sites or a large audience. 

Wiki A page or collection of web pages designed to allow anyone to contribute or 
modify the content. 

Windows A software operating system produced by Microsoft and is the most widely 
used operating system used on computers. 

Word processing Using keyboarding skills to produce documents such as letters, reports, 
manuals, and newsletters. 

Word wrap This occurs when you get to the end of a line and continue typing allowing 
the text to go to the next line. 

Worm A computer file designed to do damage that goes through a computer and 
possibly a network. 

WWW 
(World Wide Web) 

The section of the Internet that allows access to text, graphics, sound, and 
even video. A lot of free information can be found on the WWW. 

WYSIWYG WYSIWYG is an acronym for "What You See Is What You Get" and is 
pronounced "wizzy wig." WYSIWYG simply means that the text and 
graphics shown on your screen exactly match what is printed. 
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Technology/Computer Literacy Internet Resources 
 
Balliro, L., & Kamiya, A. (2007). Spotlight: Akira kamiya keeps the big picture in mind. Fieldnotes 17(1), 
11. Retrieved August 25, 2008, from http://sabes.org/resources/publications/fieldnotes/vol17/fn171.pdf  
 This article discusses one man’s perspective on when and how to use technology in the 
classroom. He suggests starting with a teaching goal or something the student wants to learn then 
discuss what types of technology can be used to reach that goal. He also shares some safety tips to avoid 
being scammed on the Internet. 
 
Carter, J., & Quann, S. (2003). Under construction, building web sites as a project-based learning activity 
for abe/esol classes: Tips for teachers. Retrieved July 30, 2008, from  
http://tech.worlded.org/wei_under.pdf  
 This document describes how to build Web sites in ABE/ESOL classrooms by both teacher and 
student involvement. There is a chapter on getting started, planning the site, sample sites, building the 
site, reflection and assessment of the process and site, and final tips.   
 
 Carter, J., & Titzel, J. (2003, July). Technology in today’s abe classroom: A look at the technology 
practices and preferences of adult basic education teachers. Retrieved July 30, 2008, from 
http://tech.worlded.org/weitechreport.pdf  
 This document discusses the findings of a regional survey given to ABE programs across the 
northeastern U.S. The purpose was to find out how technology was being used in the classroom, what 
teachers want to use technology for , and what kinds of support or professional development are out 
there to help teachers achieve their goals. 
 
Cohn, E. R., & Hibbitts, B. J. (2004, November). Beyond the electronic portfolio: A lifetime personal web 
space. Retrieved August 28, 2008, from http://net.educause.edu/ir/library/pdf/EQM0441.pdf  
 This article discusses the differences between electronic portfolios and lifetime personal Web 
spaces. It also offers legitimate reasons to choose a LPWS instead of the ePortfolio. 
 
Cromley, J.G. (2000, December). Learning with computers: The theory behind the practice. Focus on 
Basics, 4(C). Retrieved July 19, 2008, from  
http://www.ncsall.net/?id=303  
 This is an article discussing the theory behind the use of learning with computers especially 
geared toward Adult Basic Education (ABE) teachers. It discusses the limitations, effective uses, 
increased interest, interactivity, collaboration, accommodations, memorization, thinking tools, and 
implications of technology in the classroom.  
 
International Society for Technology in Education (ISTE). (2007). Retrieved August 25, 2008, from 
http://www.iste.org/Content/NavigationMenu/NETS/ForStudents/2007Standards/NETS_for_Students_200
7.htm  

International Society for Technology in Education is a nonprofit organization advancing the 
effective use of technology in schools and teacher education. It serves as the home of the National 
Educational Technology Standards (NETS). These standards measure proficiency and goals for the 
knowledge, skills and attitudes needed to succeed in the Digital Age.  
 
Kotrlik, J. W., & Redmann, D. H. (2005). Extent of technology integration in instruction by adult basic 
education teachers. Adult Education Quarterly, 55(3), 200-219. Retrieved September 3, 2008, from 
http://aeq.sagepub.com/cgi/reprint/55/3/200  
 This document discusses the integration of technology into the ABE classroom, the barriers and 
anxiety many ABE instructors encounter, and how to incorporate technology into their lesson plans 
despite their limited resources. 
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Manohar, U. (2008, May). Why is internet safety important? Retrieved March 26, 2009, from 
http://www.buzzle.com/articles/why-is-internet-safety-important.html  
 This article discusses the importance of Internet safety including common dangers and risks. 
 
Manohar, U. (2008, February). Internet safety. Retrieved March 26, 2009, from 
http://www.buzzle.com/articles/internet-safety.html  
 Another article discusses the dangerous people waiting to prey upon unsuspecting victims on the 
Internet. It also discusses ways to achieve Internet safety. 
 
Maran, R. (2003, September). 3D dictionary. MaranGraphics, Inc. Retrieved February 3, 2009, from 
http://www.maran.com/dictionary/index.html 
 
NCOnline. (2009). Retrieved February 2, 2009, from http://ncbsonline.net/main.htm  
 The Website was created by the North Carolina Community College System Office. It is designed 
to provide Basic Skills educators with quick and easy access to a variety of state and national resources 
including a virtual library, online professional development, and information exchange. 
 
Northwest Lincs Resource Site. Retrieved February 26, 2009, from 

http://www.nwlincs.org/CompTech/Glossary.htm  
 
Oak, M. (2008, July). Ethical issues of internet privacy. (2009). Retrieved March 25, 2009, from 
http://www.buzzle.com/articles/ethical-issues-of-internet-privacy.html  
 This article focuses on Internet privacy and the ethical issues it raises. It discusses whether third 
parties should be allowed to track visitors and how information is stored. 
 
Oak, M. (2008, October). Rules for internet safety. Retrieved March 25, 2009, from 
http://www.buzzle.com/articles/rules-for-internet-safety.html  
 This article discusses Internet safety and how to implement safety measures for Internet use.  
 
Oregon Technology ABS Advisory Group. (2005). Oregon adult basic skills technology plan 2005-2008. 
Retrieved August 20, 2008, from http://www.oregon.gov/CCWD/pdf/ORABSTechPlan.pdf 
 This document describes the technology plan for the state of Oregon through 2008. With the 
support of the governor, the Oregon Technology ABS Advisory Group (OTAAG) and Oregon Council of 
Adult Basic Skills Development (OCABSD) put together a comprehensive plan to integrate technology and 
increase educational opportunities in all adult basic skills programs.  
 
Stewart, D. (2003, December). Kaleidoscope. NC Wise OWL, North Carolina Department of Public 
Instruction. Retrieved February 26, 2009, from 
http://www.ncpublicschools.org/curriculum/computerskills/scos/20glossary  
 
Taylor, J. (2006, September). Techglossary. The Adult Literacy Education Wiki. Retrieved February 20, 

2009, from http://wiki.literacytent.org/index.php/TechGlossary  
 
Using technology in basic skills: A bibliography of resources available from North Carolina Community 
College Literacy Resource Center. (2002). Retrieved September 3, 2008, from 
http://www.ncccs.cc.nc.us/basic_skills/docs/pdf_documents/TechnologyBibliography.PDF  
 This is a list of resources from the NCCC Literacy Resource Center. It is divided into resources for 
teachers and learners as well as some theory and policy resources.  
 
Warlick, D. (2009, March). The art & technique of personal learning networks. Retrieved May 30, 2009, from 
http://davidwarlick.com/wiki/pmwiki.php/Main/TheArtAmpTechniqueOfCultivatingYourPersonalLearningNetwork 
 This is an on-going blog from David Warlick’s CoLearners Wiki. It discusses how to develop 
personal learning networks. There are web links, tools, and other blogs.  
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Appendix A: The Development Process 

Reading and Writing Content Standards 

Phase 1: First Draft (October – November, 2007) 

Teams of adult educators met to write the first draft of the reading and writing content standards, and 
then continued to provide review, feedback, and comments for continuous improvement of the original 
draft. These teams consulted a variety of resources including the following states’ existing standards: 
Arizona, Florida, Massachusetts, Nevada, Ohio, Washington, and West Virginia. These content standards 
were developed in part from those states’ existing standards. 

The writing team for Phase 1 included ABS Directors; Instructors and Coordinators for ABE, GED, AHS, 
ESL, CED, Family Literacy, and Distance Learning; Specialists in Assessment, Curriculum, Retention, and 
AHS; Trainers; and Certified Resource Specialists. Team members included: 
 

Yvonne Alston – Vance Granville 
Ian Brailsford – South Piedmont 
Shari Brown – Caldwell CC & TI 
Judith Byrd – Coastal Carolina 
Peggy Campbell – Mitchell 
Tammy Chavis – Robeson 
Sherry Clarke – Mitchell 
Dawn Cook – Sampson 
Doris Creech – Vance Granville 
Durwood Fisher – James Sprunt 
Jackie Futrell – Durham Technical  
Maurie Gabbert-Cole – Central Piedmont 
Anita Green – Central Carolina 
Curtis Hildt – Coastal Carolina 
Katrina Hinson – Lenoir 
Kim Hinton – Caldwell CC & TI 
Janis Holden-Toruño – Fayetteville Tech 
Libby Kisseih – Robeson 
Velma Leavens – James Sprunt 
Kristi Marlowe – Catawba Valley 

Linda Monroe – Catawba Valley 
Geraldine Nicholson – Vance Granville 
Ellen Overington – Wake Technical 
Loria Payne – Central Carolina 
Delores Payseur – Gaston 
Charles Pickett – James Sprunt 
Amanda Powers – Pamlico 
Carol Propst – Catawba Valley 
Tammy Quick – Central Carolina 
Maria Robles – Catawba Valley 
Becky Sanders – Sandhills 
Lynn Stevens – Central Piedmont 
Candace Taylor – Sampson 
Mary Tucker – Catawba Valley 
Hazel Tysor – Central Carolina 
Misty Wiggins – Lenoir  
Mandy Williams – Caldwell CC & TI 
Lisa Woodall, Gaston  
Joyce Wooten – Catawba Valley

Phase 2: Review of First Draft (December, 2007 – February, 2008) 
A review team of adult educators met at the NCCCS in Raleigh to refine the first draft. Those present 
were Ian Brailsford (South Piedmont), Sherry Clarke (Mitchell), Anita Green (Central Carolina), Janis 
Holden-Toruño (Fayetteville Tech), Ellen Overington (Wake Tech), Becky Sanders (Sandhills), and Misty 
Wiggins (Lenoir). 

The edits and comments from this group were emailed to all writing team members for comments during 
January 2008. The edits/comments received were integrated into a second draft. 

Phase 3: Content Standards Forums (March-April, 2008) 
Content standards forums were held at three sites across the state the first week of March for review and 
feedback. During this process, the content standards document was reviewed by a total of 36 adult 
educators including part-time and full-time instructors, program coordinators, and directors. Each 
participant was given review forms and a draft copy of the standards document so that adult educators 
from their program could also complete reviews and mail them to the Adult Basic Skills Professional 
Development Project. The edits and suggestions received during this phase were integrated into a third 
draft. 
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Phase 4: Planning Training, Piloting, Field Testing, and Reviews (2008-2010) 
In early 2008 all Adult Basic Skills program and Community-based Literacy organization directors were 
invited to send a Certified Resource Specialist to Advance Institute in May to begin the piloting process 
for the NC ABE Reading and Writing Content Standards. The following attended the Institute and 
developed additional real-life applications and an implementation plan for their programs. 

Laurie Weston – Beaufort Community College (Coastal Region) 
Mandy Williams – Caldwell Community College and Tech. Institute (Western Region) 
Lauri Stilwell – Caldwell Community College and Tech. Institute (Western Region) 
Anita Green – Central Carolina Community College (Southern Region) 
Maurie Gabbert-Cole - Central Piedmont Community College (Piedmont Region) 
Lynn Stevens – Central Piedmont Community College (Piedmont Region) 
Jacqueline Futrell – Durham Technical Community College (Piedmont Region) 
Amanda Powers - Pamlico Community College (Coastal Region) 
Libby Kisseih – Robeson Community College (Southern Region) 
Becky Sanders – Sandhills Community College (Southern Region) 
Ellen Overington – Wake Technical Community College (Central Region) 

A total of nine (9) Adult Basic Skills programs representing each region, eleven (11) facilitators, 
approximately 20 instructors, and about 100 students participated in the piloting process.  

On November 3, 2008 a revised draft was sent to those piloting the content standards as well as other 
program throughout the state for review. 

In September 2010 minor revisions were made to the content standards to allow alignment with the 
Student Achievement in Reading evidence-based reading program. 

Phase 5: Statewide Implementation Training (Fall 2010, Spring 2011). 
NC ABE Content Standards Implementation Training of Trainers was held in September. Revisions were 
made to the supplemental material. Online and face-to-face training was designed and deliver to the 
trainers. Implementation training is planned for Spring 2011. The NC ABE Reading and Writing Content 
Standards are housed on the ABSPD website and the NCOnline website for easy access.  
  

Mathematics Content Standards 

Phase 1: First Draft (August – November 2008) 
Teams of adult educators met to write the first draft of content standards in mathematics, and then 
continued to provided review, feedback and comments for continuous improvement of the original draft. 
These teams consulted a variety of resources including the CASAS and the following states’ existing 
standards: Louisiana, Massachusetts, Nevada, Texas, Washington, West Virginia, Wisconsin, and 
Wyoming. These content standards were developed in part from those states’ existing standards. 

The writing team for Phase 1 included ABS Directors, Instructors, and Coordinators for ABE, GED, AHS, 
ESL, CED, Family Literacy, and Distance Learning; Specialists in Assessment, Curriculum, Retention, and 
AHS; as well as Trainers and Certified Resource Specialists. Team members included: 
 

Debra Armstrong- Martin  
Catina Blake- Martin 
Mary Bonner- Martin 
Ian Brailsford- South Piedmont 
Shari Brown- Caldwell CC & TI 
Geraldine Bryant- James Sprunt 
Sujatha Chittilla- Wayne 
Synthia Cooper- Durham Tech 
Joey Crotts- Alamance 
Maurie Gabbert-Cole- Central Piedmont 

Shannon Newlin- Alamance 
Ellen Overington- Wake Tech 
Delores Payseur- Gaston 
Gardy Perard- Durham Literacy Council 
Joe Phipps- Martin 
Amanda Powers-Bennett- Pamlico  
James Purnell- Wake Tech 
Dick Robbins- Cape Fear Literacy Council 
Yaneta Sanchez-Brown- Durham Tech 
Becky Sanders- Sandhills  
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Judy Gordon- Isothermal 
Phil Gowins- Durham Tech 
Rebecca Graham- Sandhills 
Mary Ann Head- Isothermal 
Elizabeth Hembree- Haywood 
Curtis Hildt- Coastal Carolina 
Ruth Hils- Isothermal 
Floyd Hinshaw- Alamance 
Kim Hinton- Caldwell CC & TI 
Bill Johnson- Johnston  
Kristi Marlow- Catawba Valley 
Michelle Meischeid- Roanoke- Chowan 
Dale Miller- Lenoir 

Donna Shea- Sandhills 
Judith Smith- Beaufort County 
Lynn Stevens- Central Piedmont  
Wanda Sweeney- Sandhills 
Stephanie Taylor- Vance Granville 
Lynne Toepke- Coastal Carolina 
Mary Tucker- Catawba Valley 
Laurie Weston- Beaufort County 
Mandy Williams- Caldwell CC & TI 
Shelly Williams- Wayne 
Lisa Woodall- Gaston 
Shirl Woods- Durham Tech 

 
Phase 2:  Content Standards Review (February 2009 – March 2009) 
ABE educators in North Carolina were asked to review the NC ABE Mathematics Content Standards and 
respond online to a Review Survey. The respondents represented 33 community college ABS programs 
and 2 community-based organizations. Reviewers included program directors, program coordinators, 
part-time instructors, and full-time instructors. The edits and comments received were integrated into the 
document. 
 
Phase 3: Field Testing/Piloting Project (March – December 2009) 
The NC ABE Mathematics Content Standards were piloted in ABE classes and/or labs at Caldwell 
Community College, Haywood Community College, Central Piedmont Community College, Sandhills 
Community College, Beaufort Community College and Central Carolina Community College. 
 
Phase 4: Development of Teaching Activities (January –September 2010) 
Development of teaching activities to correspond to each benchmark was begun in January 2010. The 
Adult Basic Skills Professional Development Project at Appalachian State University facilitated the writing 
of these activities and continues to add additional activities. The following NC adult educators contributed 
to these activities: Dianne Barber (Appalachian State University), Barbara Carman (Fayetteville Tech CC), 
Karen Davenport (College of the Albemarle), Janet Derick (Wilkes CC), Jermaine Jones (Durham Tech 
CC), Elizabeth King (Central Carolina CC), Lynne Kreiser (Fayetteville Tech CC), Steve Schmidt 
(Appalachian State University), and Pat Warren (Piedmont CC).  
 
Phase 4: State-wide Dissemination/Implementation (Fall 2010 – Spring 2011)  
NC ABE Content Standards Implementation Training of Trainers was held in September. Revisions were 
made to the supplemental material. Online and face-to-face training was designed and deliver to the 
trainers. Implementation training is planned for Spring 2011. The NC ABE Mathematics Content 
Standards are housed on the ABSPD website and the NCOnline website for easy access.  
 

Technology/Computer Literacy Content Standards 

Phase 1: First Draft (Fall 2008) 
Teams of adult educators met to write the first draft of content standards in Technology/Computer, and 
then continued to provided feedback and comments for continuous improvement of the original draft. 
These teams consulted a variety of resources including the NC Department of Public Instruction and West 
Virginia ABE Computer Literacy content standards. These content standards were developed in part from 
those existing standards. 

The writing team for Phase 1 included ABS Directors, Instructors, and Coordinators for ABE, GED, AHS, 
ESL, CED, Family Literacy, and Distance Learning; Specialists in Assessment, Curriculum, Retention, and 
AHS; as well as Trainers and Certified Resource Specialists. Team members included: 
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Debra Armstrong- Martin  
Catina Blake- Martin 
Mary Bonner- Martin 
Ian Brailsford- South Piedmont 
Shari Brown- Caldwell CC & TI 
Geraldine Bryant- James Sprunt 
Sujatha Chittilla- Wayne 
Synthia Cooper- Durham Tech 
Joey Crotts- Alamance 
Maurie Gabbert-Cole- Central Piedmont 
Judy Gordon- Isothermal 
Phil Gowins- Durham Tech 
Rebecca Graham- Sandhills 
Mary Ann Head- Isothermal 
Elizabeth Hembree- Haywood 
Curtis Hildt- Coastal Carolina 
Ruth Hils- Isothermal 
Floyd Hinshaw- Alamance 
Kim Hinton- Caldwell CC & TI 
Bill Johnson- Johnston  
Kristi Marlow- Catawba Valley 
Michelle Meischeid- Roanoke- Chowan 

Dale Miller- Lenoir 
Shannon Newlin- Alamance 
Ellen Overington- Wake Tech 
Delores Payseur- Gaston 
Gardy Perard- Durham Literacy Council 
Joe Phipps- Martin 
Amanda Powers-Bennett- Pamlico  
James Purnell- Wake Tech 
Dick Robbins- Cape Fear Literacy Council 
Yaneta Sanchez-Brown- Durham Tech 
Becky Sanders- Sandhills  
Donna Shea- Sandhills 
Judith Smith- Beaufort County 
Lynn Stevens- Central Piedmont  
Wanda Sweeney- Sandhills 
Stephanie Taylor- Vance Granville 
Lynne Toepke- Coastal Carolina 
Mary Tucker- Catawba Valley 
Laurie Weston- Beaufort County 
Mandy Williams- Caldwell CC & TI 
Shelly Williams- Wayne 
Lisa Woodall- Gaston 
Shirl Woods- Durham Tech 

 
 
Phase 2:  Content Standards Review (Spring 2009) 
ABE educators reviewed the NC ABE Technology/Computer Content Standards and respond online to a 
Review Survey. The reviewers represented 9 community college ABS programs, and included 
coordinators, instructors, and program directors with 60% teaching and 40% not teaching. Of the 
reviewers who teach, 90% currently integrate computer literacy or technology skills into their classes.  
 
Phase 3: State-wide Dissemination/Implementation (Fall 2010, Spring 2011) 
NC ABE Content Standards Implementation Training of Trainers was held in September with local 
program implementation training taking place in Spring 2011 
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Appendix B: Suggested Reading 

Reading and Writing 

This section is a list of publications related to teaching reading and/or writing. These resources were 
selected for those professionals who want additional research-based information to enhance their 
teaching, learning, and training endeavors. All listed websites were functional as of November 2010. 
 
Aftel, M. (1996). The story of your life.  New York, NY: Simon & Schuster. 
 
Alamprese, J. A. (2001, August). Teaching reading to first-level adults. Focus on Basics, 5(A). 
 
Appleyard, J. A. (1994). Becoming a reader. Cambridge, UK: Cambridge University Press. 
 
Assessment. (1992). Boone, NC: Adult Basic Skills Professional Development Project, Appalachian State 

University. [VHS Video/DVD]. 
 
Atwell, N. (1998). In the middle: New understanding about writing, reading and learning. Portsmouth, 

NH: Heinemann. 
 
Bassoff, T. (n.d.). How to adjust your teaching styles for english language learners (ELL) in ESL/bilingual classrooms. 

Retrieved September 7, 2007, from http://teachersnetwork.org/ntol/howto/eslclass/   
 
Beck, I. L., McKeown, M. G., & Kucan, L. (2002). Bringing words to life: Robust vocabulary instruction. 

New York, NY: Guilford. 
 
Beckman, D., & Nowotny, W. (1995). The adult basic education teacher’s toolkit. Austin, TX: The Adult 

Education Professional Development and Curriculum Consortium.   
 
Bender, S. (1995). Writing personal essays.  Cincinnati, OH: Writer’s Digest Books. 
 
Bleich, D. (1988). The double perspective.  Urbana, IL: NCTE (National Council of Teachers of English). 
 
Brown, O. M. (1996). Tips at your fingertips: Teaching strategies for adult literacy tutors. Newark, DE: 

International Reading Association.  
 
Brown, R. (1993). Schools of thought.  San Francisco, CA: Jossey-Bass Publishers. 
 
Brueggeman, M. A. (1986, December). React first, analyze second: Using editorials to teach the writing 

process. Journal of Reading, 30(3), 234-239. (ERIC Document Reproduction Service No. 
EJ343683) 

 
Cameron, J. (1998). The right to write.  New York, NY: Jeremy P. Tarcher/Putnam. 
 
Cheyney, A. B. (1984). Teaching reading skills through the newspaper (2nd ed.). Newark, DE: 

International Reading Association.  
 
Coles, R. (1989). The call of stories.  Boston, MA: Houghton Mifflin Company. 
 
Colorado Department of Education. (2004). Community service tools.  

Retrieved October 25, 2007, from 
http://www.cde.state.co.us/cdeadult/IGLA/pdf/CommServiceTHtools.pdf  

 
Connelly, M. F., and Clandinin, D. J. (1988). Teachers as curriculum planners.   

New York, NY: Teacher’s College Press. 
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Conversations with beginning readers. (1995). Boone, NC: Adult Basic Skills Professional Development 

Project, Appalachian State University. [VHS Video/DVD]. 
 
Cooper, J. D. (1997). Literacy: Helping children construct meaning. Boston, MA: Houghton Mifflin 

Company.  
 
Crystal, D., ed. (1995). The cambridge encyclopedia of the english language.   

Cambridge, UK: Cambridge University Press. 
 
Curtis, M. (2006). The role of vocabulary instruction in adult basic education. Review of adult learning 

and literacy. 6(3), 43-69. 
 
Curtis, M., & Kruidenier, J. (2005). Teaching adults to read.  Retrieved July 11, 2007, from 

http://www.nifl.gov/partnershipforreading/publications/teach_adults.pdf  
 
Curtis, M. E., & Longo, A. M. (1999). When adolescents can’t read: Methods and materials that work. 

Cambridge, MA: Brookline Books. 
 
Davidson, J. L., Padak, N. D., & Padak, G. M. (1989). Reading, writing, thinking for life (Teachers’ 

manual, level 1, set 1). Monroe, NY: Trillium.  
 
Delpit, L. (1995). Other people’s children.  New York, NY: The New Press. 
 
Denby, D. (1996). Great books.  New York, NY: Simon & Schuster. 

Department of Educational Psychology, University of Illinois, Urbana-Champaign. Reciprocal teaching. 
Retrieved  October 14, 2007, from http://moodle.ed.uiuc.edu/wiked/index.php/Reciprocal_teaching  

Devine, T. G. (1987, January 1). Teaching study skills. Boston, MA: Allyn & Bacon.  

Dunbar, R. (1996). Grooming, gossi and the evolution of language. Cambridge, MA: 
 Harvard University Press. 
 
Forrester, A. (1988, April). Learning to read and write at 26. Journal of Reading. 31(7), 604-13. (ERIC 

Document Reproduction Service No. EJ368676) 
 
Fouler, C., Pacifici, L., & Zacher, A. (2007, August 17). Content area teaching methods for the English 

language learner.  Unpublished manuscript. 
 
Fried, R. L. (1995). The passionate teacher.  Boston, MA: Beacon Press. 
 
Fry, E. B. (2004, April). The vocabulary teacher’s book of lists. Hoboken, NJ: John Wiley & Sons, Inc. 
 
Fry, E. B. (2006, April). The reading teacher’s book of lists (5th ed.). Hoboken, NJ: John Wiley & Sons, 

Inc. 
 
Frye, P. (1999). Litstart: Strategies for adult literacy and esl tutors. Okemos, MI: Michigan Literacy, Inc.  
 
Gardner, H. (1983). Frames of mind.  New York, NY: Basic Books. 
 
Gates, Jr., H. L. (1992). Loose canons.  New York, NY: Oxford University Press. 
 
Gilligan, C. (1982). In a different voice.  Cambridge, MA: Harvard University Press. 
 
Goldberg, B. (1996). Room to write.  New York, NY: Jeremy P. Tracher/Putnam. 
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Goldberg, N. (1986). Writing down the bones.  Boston, MA: Shambhala. 
 
Goldberger, N, et al. (1996). Knowledge, difference and power.  New York, NY:  

Basic Books. 
 
Goleman, D. (1995). Emotional intelligence.  New York, NY: Bantam Books. 
 
Graves, D. H. (1983). Writing: Teachers and children at work.  Portsmouth, NH: Heinemann. 
 
Graves, M. F., & Watts-Taffe, S. M. (2002). The place of word consciousness in a research-based 

vocabulary program. In A. E. Farstrup & S. J. Samuels (Eds), What research has to say about 
reading instruction (3rd ed., pp. 140-165). Newark, DE: International Reading Association. 

 
Griffin, G. (1992). Calling: Essays on teaching in the mother tongue.  Pasadena, CA:  

Trilogy Books.   
 
Hager, A. (2001, August). Techniques for teaching beginning-level reading to adults. Focus on Basics, 

5(A). 
 
Haggard, M. (1982, December). The vocabulary self-collection strategy: An active approach to word 

learning. Journal of Reading, 29(7), 634-42. (ERIC Document Reproduction Service No. 
EJ331216) 

 
Heath, S. (1983). Ways with words.  Cambridge, UK: Cambridge University Press. 
 
Henk, W., & Helteldt, J. (1987, April). How to develop independence in following written directions. 

Journal of Reading, 30(7), 602-07. (ERIC Document Reproduction Service No. EJ350556) 
 
Hicks, K., & Wadlington, G. (1994, February). Bigger is better: Shared book experience with adults. 

Journal of Reading, 37(5), 422-23. (ERIC Document Reproduction Service No. EJ480997) 
 
Howell, R. P. (1989). Beyond literacy.  New York, NY: Saybrook Publishing Company. 
 
Informal reading inventory. (1992). Boone, NC: Adult Basic Skills Professional Development Project, 

Appalachian State University. [VHS Video/DVD]. 
 
Jacobowitz, T. (1988, November). Using theory to modify practice: An illustration with SQ3R. Journal of 

Reading, 32(2), 126-31. (ERIC Document Reproduction Service No. EJ378628) 
 
Jameson, J.  (1995, August). Sixteen tips for working with adult beginning readers.  Retrieved July 26, 

2007, from http://www.tfn.net/palc/resources/16tips.htm     
 
Jeremiah, M. (1988, November). Summaries improve comprehension (Open to suggestion). Journal of 

Reading 32(2), 170-73. (ERIC Document Reproduction Service No. EJ378636) 
 
Jones, J., & Wilson, W. eds. (1987). An incomplete education.  New York, NY: Ballantine Books. 
 
Kendle, A. (2005, June 10). How to teach adults – three principles for successful (and fun) classes.  

Retrieved July 23, 2007, from http://www.googobits.com/articles/628-how-to-teach-adults--
three-principles-for-successful-and-fun-classes.html 

 
Knight, C. (2005). Adult basic skills instructor training manual. Inspire a life of reading: Lesson plans to 

engage adult beginning readers. Boone, NC: Adult Basic Skills Professional Development Project, 
Appalachian State University. 
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Knight, C. (2005). Beginning reading for adults. Boone, NC: Adult Basic Skills Professional Development 
Project, Appalachian State University. [CD-Rom]. 

 
Kohl, H. (1994). “I won’t learn from you” and other thoughts on creative maladjustment.  New York, NY: 

The New Press. (Based on Kohl’s 1991 book, “I won’t learn from you:” The role of assent in 
learning (Milkweed edition)).  

 
Kossack, S., & Hoffman, E. (1987, November). Use the news: A picture’s worth a thousand words: 

Comprehension processing via the comics. Journal of Reading, 31(2), 174-76. (ERIC Document 
Reproduction Service No. EJ359224) 

 
Kozol, J. (1985). Illiterate america.  New York, NY: New American Library. 
 
Kruidenier, J. (2002, September). Research-based principles for adult basic education reading instruction. 

Washington, DC: National Institute for Literacy, Partnership for Reading. Retrieved July 27, 2010, 
from http://www.nifl.gov/partnershipforreading/publications/adult.html  

 
Lamott, A. (1994). Bird by bird.  New York, NY: Doubleday. 
 
Langer, E. (1989). Mindfulness.  Reading, MA: Addison-Wesley Publishing Co., Inc. 
 
LaSasso, C. (1983, March). Using the national enquirer with unmotivated or language-handicapped 

readers. Journal of Reading, 26(6), 546-48. (ERIC Document Reproduction Service No. 
EJ276217) 

 
Lawrence-Lightfoot, S. (1999). Respect.  Reading, MA: Perseus Books. 
 
Lie, A. (1993, May). Open to suggestion. Journal of Reading 36(8), 656-61. (ERIC Document 

Reproduction Service No. EJ378636) 
 
Mallon, T. (1984). A book of one’s own: People and their diaries.  New York, NY:  Ticknor and Fields. 
 
Manguel, A. (1996). A history of reading.  New York, NY: Penguin Books. 
 
McEwan, H., & Egan, K., eds. (1995). Narrative in teaching, learning and research.  New York, NY: 

Teachers College Press. 
 
McShane, S. (2005, December). Applying research in reading instruction for adults: First steps for 

teachers. Retrieved July 11, 2010, from 
http://www.nifl.gov/partnershipforreading/publications/applyingresearch.pdf  

 
Meier, D. (1995). The power of their ideas.  Boston, MA: Beacon Press. 
 
Methods in reading. (1992). Boone, NC: Adult Basic Skills Professional Development Project, Appalachian 

State University. [VHS Video/DVD]. 
 
Meyer, V., Estes, S., Harris, V., & Daniels, D. (1991, September). Case study–norman:  

Literate at age 44. Journal of Reading, 35(1), 38-42. (ERIC Document Reproduction Service No. 
EJ431148) 

 
Miller, P. (1988, October). Using annual reports for adult literacy improvement. Journal of Reading, 32(1), 

25-29. (ERIC Document Reproduction No. EJ377351) 
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Appendix C: Templates for Mathematics Teaching Activities 
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M.1.1.1 
 

Template for flash cards with 
numerals on one side and 
names of those numbers on 
the other side for numbers  
1-20. 

 
To prepare decks of cards:  
1. Copy pages 1 and 2 back 

and front, then pages 3 
and 4 back and front. 

2. Cut cards apart. You will 
need to trim around the 
outer edges of each page 
so that cards will be the 
same size. 

3. Make enough decks for 
each pair of students. 
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M.1.1.3 

Template for flash cards with 
numerals on one side and 
names of those numbers on 
the other side for numbers  
0-100. 

To prepare decks of cards:  
1. Copy pages 1 and 2 back 

and front, then pages 3 
and 4 back and front, 
etc.. 

2. Cut cards apart. You will 
need to trim around the 
outer edges of each page 
so that cards will be the 
same size. 

3. Make 1 deck for every 10 
students. 
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M.1.1.3 Spiral Board Game 
 
 Rules: Players take turns moving a counter forward at each throw of the dice. The winner is the one who 
reaches 100 first. As students’ gain additional math skills make your own rules; for example if you land on a 
multiple of 7 you miss a turn, or you could multiply the numbers on the dice by 2 to make the game shorter.  
 
 

 
Adapted from: Vorderman, C. (1996). How math works. London: Dorling Kindersley, p. 26. 

73 74 75 76 77 78 79 80 81 82 
72 43 44 45 46 47 48 49 50 83 
71 42 21 22 23 24 25 26 51 84 
70 41 20 7 8 9 10 27 52 85 
69 40 19 6 1 

Start 
2 11 28 53 86 

68 39 18 5 4 3 12 29 54 87 
67 38 17 16 15 14 13 30 55 88 
66 37 36 35 34 33 32 31 56 89 
65 64 63 62 61 60 59 58 57 90 
100 99 98 97 96 95 94 93 92 91 



M.1.1.12 – I have…Who Has…Place Value for Ones, Tens, Hundreds 
 
Preparation: Print each page one sided on card stock. Cut on the dotted lines to make one 
deck of 34 cards. If you have more than 17 students, you may want to prepare two decks 
and have the class split into two groups. Also, as students increase their place value skills, 
you may want to have them work in smaller groups so they have more cards which will result 
in them having more turns. 
 
Model how to play this game for the students prior to the students playing. 
 
To Play:  
 

1. Shuffle the deck of cards.  
2. Deal the cards to each student until all the cards have been dealt. It doesn’t matter if 

some students have more cards than others. 
3. The students who has the card that begins with, “I have the first card.” begins the 

game by reading the remainder of their card. 
4. The student who has the card that answers the question on the first card then reads 

their card.  
5. The game proceeds until the last person has the question, “Who has the first card?” 

 

I have the first card. 
 

Who has the value of the  
7 in 372? 

I have 5 ones or 5. 
 

Who has the value of the 
8 in 398? 

I have 7 tens or 70. 
 

Who has the value of the 
2 in 829? 

I have 8 ones or 8. 
 

Who has the value of the 
1 in 197? 

I have 2 tens or 20. 
 

Who has the value of the 
6 in 196? 

I have 1 hundred or 100. 
 

Who has the value of the 
4 in 549? 



I have 6 ones or 6. 
 

Who has the value of the 
3 in 391? 

I have 4 tens or 40. 
 

Who has the value of the 
2 in 692? 

I have 3 hundreds or 
300. 

 
Who has the value of  

5 in 675? 

I have 2 ones or 2. 
 

Who has the value of the 
9 in 597? 

I have 9 tens or 90. 
 

Who has the value of the 
5 in 852? 

I have 2 hundreds or 200. 
 

Who has the value of the 
0 in 408? 

I have 5 tens or 50. 
 

Who has the value of the 
3 in 473? 

I have 0 tens or 0. 
 

Who has the value of the 
4 in 394? 

I have 3 ones or 3. 
 

Who has the value of the 
9 in 920? 

I have 4 ones or 4. 
 

Who has the value of the 
9 in 589? 



I have 9 hundreds or 900. 
 

Who has the value of the 
6 in 561? 

I have 9 ones or 9. 
 

Who has the value of the 
3 in 934? 

I have 6 tens or 60. 
 

Who has the value of the 
2 in 239? 

I have 3 tens or 30. 
 

Who has the value of the 
8 in 830? 

I have 8 hundreds or 800. 
 

Who has the value of the 
6 in 611? 

I have 62. 
 

Who has the value of 
300 + 20 + 9 

I have 6 hundreds or 
600. 

 
Who has the value of the 

5 in 501? 

I have 329. 
 

Who has the value of the 
1 in 919? 

I have 5 hundreds or 500. 
 

Who has the value of the 
4 in 477? 

I have 1 ten or 10. 
 

Who has the value of 
100 + 70 + 2 



 

I have 4 hundreds or 400. 
 

Who has the value of the 
8 in 782? 

I have 172. 
 

Who has the value of  
300 + 60 + 8? 

I have 8 tens or 80. 
 

Who has the value of 
60 + 2? 

I have 368. 
 

Who has the value of 
600 + 60 + 1? 

I have 7 ones or 7. 
 

Who has the value of 7 in 
792? 

I have 661.  
 

Who has the value of the 
7 in 987? 

I have 7 hundreds or 700.  
 

Who has the value of 
500 + 70 + 2? 

I have 572. 
 

Who has the first card? 



M.1.1.14 

 
 

 
 
 



M.1.1.14 

 
 

 
 
Name items that you might want to divide into halves, 
thirds, or fourths? 



M.1.2.10 Rounding in a Row 

This activity offers participants an opportunity to practice calculator, estimating, and rounding skills. It 

works well for two player teams or for two teams. Two game boards are provided, one for addition and one for 

multiplication. Additional game boards can be created to cover more basic addition and multiplication or advanced 

topics such as order of operations, square roots, etc. 

Preparation 

1. Decide how the game will be played, i.e., individual players or teams. Make copies of the “Rounding in a Row—

Addition” and/or “Rounding in a Row—Multiplication” game boards. You will need one game board for each pair 

of players or teams.  

2. Each participant will need a calculator. 

Conducting the Activity 

1. Give each team a “Rounding in a Row” game board and each participant a calculator.  

2. Explain the rules of the game. Rules:  

a. This game is played the same way as the classic game, Tic Tac Toe. Marker placement is determined by 

adding numbers together, and finding the number closest to that answer on the game board.  

b. Remind participants that the exact answers are not on the game board (answers are rounded to the nearest 

ten), since one of the skills they are practicing is rounding.  

c. Players take turns.  

d. On each turn, the player chooses two numbers from the addend (factor) pool and finds the sum (product) 

of the two numbers.  

e. A calculator may be used.  

f. The player finds the number on the board that is closest to the sum (or product) and puts a marker on that 

number.  

g. The first player to have four in a row, horizontally, vertically, or diagonally, wins the game. 

3. Prior to beginning the game review the rules for rounding to the nearest ten. Rounding to the nearest ten is as 

follows:  

a. If the number in the ones’ place is four or less, the rounded number is the nearest multiple of ten that is 

less than the original number. For example: 73 is rounded to 70.  

b. If the number in the ones’ place is five or more, the rounded number is the nearest multiple of ten that is 

more than the original number. For example: 76 is rounded to 80. 

 

Adapted from Stenmark, J., Thompson, V., & Cossey, R. (1986). Family Math. Berkley, CA: University of California, 

Lawrence Hall of Science. 



Rounding in a Row ‐ Addition 

 

Addend Pool 
4  7  11  23  31 
 42  49  62  70 
 

 

 
 

30 70 40 80 70 20 

80 60 50 70 50 100 

50 110 10 90 40 50 

90 70 130 60 110 70 

50 20 100 30 120 50 

70 90 40 100 80 30 



M.1.2.23 Fraction Ring 
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