· Explain the use of the Windows operating system to include the use of correct techniques for resizing windows, using the mouse and using menus and toolbars. 

· Demonstrate correct Windows operating system file management, including creating folders and subfolders, moving files to folders, renaming folders and deleting folders and files. 

· Display correct use of the Internet by identifying the similarities and differences among popular browsers, utilizing search techniques within popular search engines. 

· Describe the characteristics of computer networks and demonstrate the use of browser menus and toolbars. 

· Demonstrate word processing application knowledge by creating, formatting and editing short reports, newsletters and other documents while correctly utilizing menus, toolbars, and other user interface components. 

· Explain spreadsheet application knowledge by creating, formatting and editing worksheets including the correct use of formulas and functions, creation of charts and graphs from worksheet data, while correctly utilizing menus, toolbars and other user interface components. 

· Demonstrate presentation application knowledge by creating, formatting, and editing presentations including correctly designing and formatting slides, inserting charts into slides and preparing a presentation to show to a group, while correctly utilizing menus and toolbars. 

· Describe database knowledge needed to create, format, and edit relational databases.
· Demonstrate analysis procedures using databases, and present data using forms, queries, and reports.
