	Initial
	Date
	Grade 8 Skill
	Comment
	Evidence

	
	
	1.  Launch a program by finding it on the                        

     internal, external, and network drive.
	
	Observation

	
	
	2. File Management

____ Create and name folders

____ Create nested folders

____ Copy and move files and folders

____ Create shortcuts/alias
	
	Observation

	
	
	3.  Create a duplicate/backup document in  

     another location.
	
	Observation

	
	
	4.  Document sources of information   

     obtained through electronic resources    

     using acceptable formats.
	Ex., Citation Machine
	Appropriate citation for 3 resources

	
	
	5.  Databases

____ Create a database and manipulate by 

         entering, sorting, searching/finding/ 

        querying, and using multiple criteria.

____ Generate a report
	
	Observation

Printed report

	
	
	6.  Paint/Draw

____ Import/insert object from other             

         sources.

____ Modify a digital image (flip, rotate, 

         resize, crop, select, copy and paste.

____ Create draw and paint documents 

         appropriate for the task.

____ Select and save an image in the 

         appropriate format (jpg, tif, gif).
	
	Document with:

____ inserted picture

____ modified digital object

Write paragraph to compare & contrast draw & paint programs

Draw and paint documents

Observation of saved image in appropriate format w/ paragraph explaining differences

	
	
	7.  Visual Organizer

____ Illustrate a variety of relationships, 

         ideas, and topics (cause/effect, Venn  

         diagram, organizational charts, flow 

         chart)

____ Import an illustration 

____ Link an element to appropriate file  

         and URL.
	        
	Printed graphic organizer including content & illustration

Observation of embedded working link
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	8.  Web Page

     Create a web page including text,   

     graphics, tables, and relative and  

     absolute links.
	
	Web page with:

____ text

____ graphics

____ table

____ rel. links

____ abs.links

	
	
	9.  Email

____ Create address book

____ Attach file to email message

____ Create a mailing list.

____ Combine and compress multiple files 

          and send as an attachment.

____ Unzip multiple files sent as an 

         attachment.

____ Create a signature.
	Ex., WinZip
	Observation

	
	
	10.  Import and export bookmarks/favorites 

       and organizing sites into categories.


	
	Observation 

	
	
	11.  Compare & contrast uses for 

       spreadsheet vs. database


	
	Write paragraph

	
	
	12.  Compare & contrast uses for word  

       processing vs. multimedia presentation   

       program
	
	Write paragraph


FCSU Teacher Technology Proficiency Checklist II


Put all printed evidence in portfolio.  Link evidence to skill with skill # noted.  Skills must be initialed by administrator or authorized representative.
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