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Overview of Computer Skills for the 2014 GED® Test

Overview

This I nstructor ds Manu atb-use st wrersk egynce ald dass ibceu lauinm e
i r o a d tna o be delivered by experienced educators to prepare GEDe students who have

little or no technology experience. Thiscourseisnot a substitute for a fu

Keyboarding skills will need to be developed beyond the level demonstrated in this guide.

There are many online typing courses available to supplement this curriculum. They can be

found in Appendix A. Also provided is AppendixB:a A Questi on Typeaatxo mput e

Content

This manual is designed to address instructorséease-of-use,  u sneeadss @nd typical training
contexts found in the GED® community throughout Rhode Island.

This Manual offers 5 sequential modules, as well as supplementary materials, to help teach
Computer Skills for the GED® 2014 Test. It is intended for to those GED® candidates
identified in the pre-test phase as having undeveloped computer skills. Modules contain lesson
plans that include an outline, vocabulary terms, and a suggested step-by-step instructional
process, as well as other materials needed to achieve the key objectives of the class. The
entire course is intended to be delivered over 5 sessions, each 60-90 minutes long; however,
this may be adjusted to address student, instructor, or institutional needs.

Session Module

1 Module M: Mouse Skills
Module K: Keyboarding Skills

Module N: Navigation Skills
Module W: Word Processing Skills
Module T: Online Tools for the 2014 GEDe Test

gl | WO N

Il n addition to this modmdnalalsaireladesmateriplstdhetpa d map o,
instructors to generate lessons, as well as teaching aids relevant to his/her particular teaching
context.

Although some non-GED® examples are used for instructional purposes, screenshot examples
of the actual 2014 GED® online test are included to focus the necessary skills into a content
specific delivery.

The instructors are encouraged to practice these modules, apply their skilstothema nual 6 s
content, and adapt this content for their own purposes, as either a stand-alone course or as a
component added into an existing GED® preparation course.



Lesson Plan Structure

Each lesson plan follows the same basic structure and format, and is arranged step-by-step for
the instructor6 s  eokusee Generally, each lesson plan follows this core pattern:

1.
2.
3.
4.

| nst r uneradaatians

In st r uDPamonsidasion of key skills or features.

St ud eDerhan€iration of these skills or features during a collective in-class exercise.
St u d elmdividual Practice or Application of these skills or features.

Each lesson plan may vary a bit from this pattern to accommodate for particular class
objectives and/or content. All lesson plans contain screen shots, web links, or other visual aids
to highlight different resources for the instructors to incorporate into their curriculum.

*Note: incorporation of variation in curriculum design, delivery methods, and materials was
inspired by Universal Design for Learning (UDL) principles and guidelines. Learn more about
UDL at www.udlcenter.org

Pre-Class Preparation Tips

Preview materials for the specific module you will cover in one session.

Print out any handouts or visual aids you plan on using. Check size for readability.

Make sure that each computer has the same mouse, keyboard, and operating system.
Visit any website examples/tutorials you plan on using for the class, to be sure that the
information you are presenting is current and relevant.

Do a fitech checko of all equipment to be
working properly.

us


http://www.udlcenter.org/

Module M: Mouse Skills

Estimated Classroom Time: 90 minutes

Overview

The goal of Module M: Students (with little or no prior experience with using a mouse) will gain
foundational knowledge and skills to operate a computer mouse effectively. The module
contains a heavy emphasis on "vocabulary" regarding a computer mouse (click, right click,
double click, and scroll), establishing this knowledge as quickly as possible. It matches
vocabulary with "hands-on" in-class and out-of-class exercises that immerse students in the
"mechanics" of mouse use and maneuverability.

Key Objectives

Point & Click i Students will learn and demonstrate the basic mechanics of Point & Click
selection.

Drag & Drop i Students will develop and demonstrate Drag & Drop skills by responding
to questions and moving on-screen windows.

Scrolling T Students will demonstrate competence in scrolling by accessing text that
extends below the viewable screen area.

Hot Spots 1

Students will demonstrate knowledge of Hot Spots by successfully pointing and clicking
(selecting) appropriate items on the computer screen.

Key Concepts and Vocabulary Terms

Point

Click

Left Click
Right Click
Link

Drag n Drop
Scrolling
Scroll Bar
Scroll Wheel
Radio Buttons
Hot Spots



STEP 1: INTRODUCE AND ASK

Begin the class by welcoming the class, INTRODUCING class objectives, and sharing

information unique to your teaching location or style, the objectives of the class, and information
thatods unique t o your TheneASK dtudentg quesbonssaboutahreir goats st y |
for the class and their knowledge of the topic you are going to teach. Effective methods include

the following:

e ASK students to share in group discussion, their own learning goals and their
knowledge/experience of using a mouse.

e ASK students to react to a short video that offers an introduction to the topic. A good
example is: http://www.youtube.com/watch?v=Y2IleftW7E_s

e ASK students to read a short handout and offer their reactions to it. An example is:
http://www.mouseprogram.com/mousepractice/

STEP 2: DEMONSTRATE KEY ACTIONS

Thein-cl ass exercise for this modul e s lesptalsedla f ocus
computer mouse to point and click, drag and drop, and scroll. These fundamental skills are

necessary for students to be able to successfully complete the 2014 GEDe Test. It is

recommended that the instructor use an online mouse tutorial program to demonstrate these

skills. Two excellent resources are:

http://www.qgcflearnfree.org/computers/module/14?search=mou

http://www.mouseprogram.com/practice.html

At minimum, instructors should visit and familiarize themselves with these websites before
starting to teach this module.

KEY ACTIONS:

1. DEMONSTRATE how to Point and Click by explaining the proper technique for holding
the mouse. Also discuss and show how the pointer is controlled by the movement of the
mouse on a surface. Then explain the various clicking motions (i.e. Single click, double
click, speed of clicking, etc.). Explain and demonstrate some examples of radio
selection buttons (small buttons in from of each possible answer to be selected) and how
to turn them on and off by clicking.

A o Question 1

i
v N Herbivores are organisms that eat only plants
ot C Nz Which of the following organisms is an herbivore?
. O (1) deer
The Mouse %
- == 0 (2) dog

First, you need to learn how to click.

with the computer, or telling it what

(

(
When you click, you are interacting

(
to do. (



http://www.youtube.com/watch?v=Y2leftW7E_s
http://www.mouseprogram.com/mousepractice/
http://www.gcflearnfree.org/computers/module/14?search=mou
http://www.mouseprogram.com/practice.html

2. DEMONSTRATE how to Drag and Drop by showinghowy ou can #fAgrabo an
pointing, clicking, and holding down the left-mouse button as you drag it across the

screen and then dropping it by releasing the mouse button.

Windows can be moved for ease of viewing

by Drag-n-Drop using the window’s title barﬁ 1 .
Drag and drop each word that describes
Anne into the character web.

Here fsamops, ® Information

1. Open the Infj

2. To move the Characteristics of Certain Owls

Type of Owl

Trait Horned Owl | Screech Owl | Barn Owl Barred Owl

has ear tufts yes yes no no
To ww the chart size very large small medium large
If you need to revif eye color yellow yellow brown brown
The table shows tl feather color brown/gray rust or gray tan brown/dark gray

special features white throat heart-shaped gray-streaked
How many differei face/pale breast | belly

Cormatc )] Comatia) Costed)
D =

U (1) one

U (2) two
disappointed

l

U (3) three

3. DEMONSTRATE how to Scroll by showing how the scroll wheel and the Windows scroll
bars allow the student to view information that is out of the current screens view. A Point
& Click and Hold review may be necessary here, in order to cover the complete scroll

process.

Scroll Bars

Scroll
Wheel

2014 GED

4. DEMONSTRATE how to use different types of Hot Spots that the student will encounter
when testing, by using the 2014 GEDe online tutorial.

H ot S pot Each graph reprjesents a Click on tAe grid ta alot the points
“Hot Spot” to click on....
(Ncte: To remaove a point, place the arrow over the point

Social Studics - Candidete Neme anc click the left mouse button.}

Diameter of Tree 2

. i rot o e grechs that you wan to select ¥
A
tion Tropical Area Defor ested 15
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STEP 3: STUDENT DEMONSTRATION OF KEY ACTIONS

Ask each student to DEMONSTRATE the same actions that you demonstrated to them, using
the same online mouse tutorial program you used in STEP 2. If necessary, you can quickly
repeat each action of Step 2, with students trying each action as the instructor demonstrates.
Keep the following in mind:

¢ Not every option/situation can be explained in class. Be sure that students know that
you are using Aexampleso of the types of a
that they will need to apply what they have learned in class to new situations in order
to be successful.

e Itis best if you ask students to work with the same examples that you demonstrated,
rather than have them choose; this prevents student confusion.

STEP 4: PRACTICE

Ask students to PRACTICE the same actions throughout the rest of the class period. You may
choose to enhance this practice by asking them to do the following:

¢ PRACTICE with a different mouse tutorial.

e PRACTICE with the online 2014 GEDeonl i ne tutori al by <clicki
ANEXTO and @ PRE VIhi©tasswill hblustutieots teansition well to the
nextmod ul e of A Na v hitg/Aavwwn.agedtest® &sentick.sod/itemsamplerrla/

RLA - Candidate Name < Question 1 of 12

page 1 (page 2 r page 3 [ page 4 [ page 5

Which quotation from the passage
supports the idea that Supeet is teaching
the narrator a skill that requires
patience?

Lessons on the Savanna
by Roland Smith

1 "I'm not so worried about time anymore,” I said. A. "I will be too busy to drink.”
2 He smiled. "Good! You are making progress. Come with me.” -/ B. “Each step was exaggerated and
painfully slow.”
3 He led me to a tree not far from the camp.
-~ C. "When we were boys we practiced
4 “You must climb as high as you can and find a comfortable with rhinoceroses when they were

branch where you can look out over the savanna.” He handed asleep.

he water rd. "Yi ill n his.”
e the water gourd.”You-Will'need;this -/ D. "The tribe taught me to stalk

many other animals.”

5 1 took the gourd. "What about you?”
6 *T will be too busy to drink,” he said.
7 1 didn't know what he meant by this, but T climbed the

bone-dry tree anyway and found a large branch near the top
that was comfortable.

8 “Can you see the grass of the savanna?” Supeet yelled up to
me.
9 "Yes," I shouted back.

"Good! What else do you see?”



http://www.gedtestingservice.com/itemsamplerrla/

Module N: Navigation Skills

Estimated Classroom Time: 60 minutes

Overview

The goal of Module N: Students (who have little or no prior experience with navigating through
a Windows based program) will gain foundational knowledge and skills to navigate and access
software buttons, tabs, and menu boxes. The module contains a heavy emphasis on the
"vocabulary" of software navigation buttons, such as Next, Previous, Tabs, Close, Minimize,
etc., to establish this knowledge as quickly as possible. It matches vocabulary with "hands-on"
in-class and out-of-class exercises to immerse students in the "mechanics" of navigating
through program windows.

Key Objectives

e Next & Previous 7 Students will demonstrate ability to navigate forward and backward
through the software (an essential skill to participate in the 2014 GEDe® testing).
Minimize & Close i Students will demonstrate ability to open, close, and minimize
program windows. Note: The 2014 GEDe test has the functionality, and in some cases
the requirement, of having several Windows open at once. Student must understand
what CIl os eMi(nfiXwf) ealndt t ons do, and the differ

e Page Tabs1 Student will demonstrate knowledge of the functions of page tabs and their
relation to the scroll function, across several pages (tabs) and that they can be used in
conjunction with, or in place of, the need to scroll.
Note: Most Windows based products, including the 2014 GEDe® test, use Page Tab folder
icons that mimic in appearance the tangible folders used in a real world office
environment.

e Drop-Down Menu Boxes i Students will demonstrate ability to access drop-down icons
and menus to make choices and select specific options.
Note: Drop-Down Menu Boxes allow the student to view and select from several pre-
defined answers. By clicking the drop-down arrow icon, the answer options are shown.
On the 2014 GEDe test, when a test-taker selects one of the options, the answer
appears as part of the text.

Key Concepts and Vocabulary Terms
e Start & End Buttons
e Next Button
e Previous Button
e Page Tabs
e Close Button
e Minimize Button
e Drop-Down Menu Button




STEP 1: INTRODUCE AND ASK

Begin the class by welcoming the class, INTRODUCING class objectives, and sharing

information unique to your teaching location or style, the objectives of the class, and information
thatodos unique to your t eASK dtudentg quesbonssaboutdhreirgoats st vy |
for the class and their knowledge of the topic you are going to teach. Effective methods include

the following:

e ASK students to share in a group discussion their goals and their
knowledge/experience of navigating through Windows programs.

e ASK students to react to a tutorial or video that offers an introduction to the topic.
Two good examples are:

http://www.ohsu.edu/learning/tutorials/comp basics navskill partl/comp basics nav
skill partl.htm

http://www.gedtestingservice.com/GEDTS%20Tutorial.html

STEP 2: DEMONSTRATE KEY ACTIONS

Thein-cl ass exercise for this modul e ablitestanadgatt oc u s
using Next & Previous directional buttons to move forward and backward throughout a

Windows based program. Understanding these directional tools is critical for students to

successfully complete the 2014 GEDe test.

KEY ACTIONS:

1. DEMONSTRATE the Next & Previous directional buttons using the 2014 GED®
online tutorial or any other program with similar navigational buttons.

Instructions

Buttons
During your test, you can use these buttons.
You can click on the Previous button to go back one screen.

You can click on the Next button to go forward one screen.

Click Next to continue. 1 l

10


http://www.ohsu.edu/learning/tutorials/comp_basics_navskill_part1/comp_basics_navskill_part1.htm
http://www.ohsu.edu/learning/tutorials/comp_basics_navskill_part1/comp_basics_navskill_part1.htm
http://www.gedtestingservice.com/GEDTS%20Tutorial.html

2. DEMONSTRATE how to Close & Minimize individual windows within an online
program. Walk the students through both actions step by step, and explain how the

two actions differ.

# Directional Tools

* Previous/Next

[ € proeus et >

« Page tabs

Close

Minimize E

X Close

I page 1 pagezl page 3 .

3. DEMONSTRATE the functions of Page Tabs. Show how they appear on an active

webpage, and how they work.

RLA - Candidate Name

Page 1 HoRORAIIIGESTinkIS Drag and drop each word that describes

Al into the characts b.
Excerpt from Anne of Green Gables IO I NN e

by L. M. Montgomery -

air
stopped short in amazement.
2 “"Matthew Cuthbert, who's that>" she exclaimed. "Where is
the boy?”"
3 “There wasn't any boy,” said Matthew wretchedly. “There
was only her.”

€ Previous | Next 3

« For some questions
the stimulus materials
might consist of
several different
documents — for
example, a chart, an
article, and an
excerpt from a source
document like the
constitution — each
appearing on one or
more tabs.

TESTING SERVICE®
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4. DEMONSTRATE how to use different Drop-Down Menus. Show how they appear on
an active webpage, and how they function.

gl Eecpdaun lice 'rD.nqur rnwmhmlr:\'m
RLA - Candidate Name = Question 5 of 10 - a—— L

Answer lationales

TM passage below is incomplete. Navigate to each “Select...” button and choose the option that correctly completes the

888 Py(c Rd.
San Marte, CA 94656

urre nuv m rd Skv view

ver e logged on. My wife
five e (d isors. She follo edm ecomrmarmsnnn e comy

STEP 3: STUDENT DEMONSTRATION OF KEY ACTIONS

Have each student DEMONSTRATE the same actions that you demonstrated, using the same
online program you used in STEP 2. Encourage them to demonstrate to a partner, to you (the
instructor), or to the entire group. Keep the following in mind:

e Not every option/situation can be explained in class.

e |tis best if you ask students to work with the same examples that you demonstrated
with rather than have them choose; this prevents student confusion.

STEP 4: PRACTICE

Have students PRACTICE the same actions throughout the rest of the class period. You may
choose to enhance this practice by asking them to do the following:

e PRACTICE with the online 2014 GED online tutorial:
http://www.gedtestingservice.com/GEDTS%20Tutorial.html

12


http://www.gedtestingservice.com/GEDTS%20Tutorial.html

Module K: Keyboarding Skills

Estimated Classroom Time: 90 minutes

Overview

The main goal of Module K: Students (who have little or no prior experience with using a
computer keyboard) will gain foundational knowledge and skills to effectively use the computer
keyboard. The module contains a heavy emphasis on computer keyboard fivocabulary”, such
as shift, tab, enter, backspace, delete, arrows, etc., in order to establish this knowledge as
quickly as possible. It also matches vocabulary with "hands-on" in-class and out-of-class
exercises, to immerse students in the "mechanics" of typing and computer keyboard use.

Key Objectives
e Keyboard Layout 1 Students will demonstrate understanding of the keyboard layout.
Note: Use of the keyboard is a foundational skill necessary to participate in the 2014

GED Testing.
e Typing Basics i Students will demonstrate improved speed and accuracy in typing
basics.
Note: Due to the time limits established for parts of the 2014 GEDeTest , a st uden

ability to be able to type at a rate of, or close to, 25 words per minute (WPM) will greatly
increase their chances of success.

e Special Keys i Students will demonstrate ability to use critical non-numeric keys.
Note: The 2014 GEDe test will require use of various non-alphanumeric keys on the
computer keyboard. Fundamentals of wusing th
ADel eted, and ADirectional ArrowsoOo must be a

Key Concepts and Vocabulary Terms
e Computer Keyboard
e Special Characters

e QWERTY
e Shift Key
e Tab Key

e Enter (Hard Return) Key
e Backspace Key

e Delete Key

e Arrow Keys

13



STEP 1: INTRODUCE AND ASK

Begin the class by welcoming the class, INTRODUCING class objectives, and sharing

information unique to your teaching location or style, the objectives of the class, and information
thatds unique to your t eASK dtudentg questonssaboutadheirgoats st y |
for the class and their knowledge of the topic. Effective methods include the following:

e ASK students to share in a group discussion their goals and their
knowledge/experience in using a computer keyboard. If none, then inquire about
experience with a typewriter. This will give the instructor some ability to use analogies
as to how the typewriter and computer keyboard are alike and different.

e ASK students to react to a short video that offers an introduction to the topic. A good
example is: http://www.youtube.com/watch?v=vXsutlz0GIQ

e ASK students to read a short handout and offer their reactions to it. An example is
http://www.qcflearnfree.org/computerbasics/5.3

STEP 2: DEMONSTRATE KEY ACTIONS

Thein-cl ass exercise for this modul e sileptalsela f ocus
computer keyboard to type basic sentences with integrated use of special characters and

special keys. Imparting these fundamental skills is critical for students to successfully complete

the 2014 GEDe test.

KEY ACTIONS:

1. DEMONSTRATE the layout of a computer keyboard using diagram handouts or online
interactive resources. Try to use a layout that best matches the actual keyboards that
students are using in class.

Backspace

The Backspace key erases the
character to the left of the cursor.

Sl

N
Lo
7
4
1
L
0
e

C}

|
|58 72 ¢
k"
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http://www.youtube.com/watch?v=vXsutlz0GIQ
http://www.gcflearnfree.org/computerbasics/5.3

2. DEMONSTRATE basic typing skills by introducing the students to the QWERTY method
of typing with all fingers. Open up Notepad, MS Word, or the 2014 GEDw® tutorial. Type

a sample paragraph utilizing capital letters, numbers, and special characters.

- _______________________________________________________5

Here is an opportunity to practice how to select words.

1. Type these words: The sky is biue

2. Click before the word “sky."

3. Hold the mouse button down.

4. Pullyour mouse to the end of the word. The word “sky" will be highlighted
5. Release the mouse button

You have completed the task on this screen.
You are now ready to learn how this will help you use other tools. Click Next.

+Cut HCopy [@Paste ) Undo

Today | am learning how to type for the 2014 GED Test. The keyboard is 100% new to me, but | am trying my best to leam. | can't wait to get
my GED. so | can start applying for jobs that pay more than $8.00 per hour. |

3. DEMONSTRATE how to use the special keys (e.g. Backspace, Delete, Enter, Tab,

Insert, etc.) by editing the paragraph typed in the previous demonstration.

]

Now have the student use the arrow keys to move before the 100% and use the DELETE key
to remove text to the right of the cursor. Then type in 50%.

Then have the student move the cursor to the right of '$8.00’ and use the BACKSPACE key
to remove the $8.00 and type $7.75.

+Cut @ Copy [@Paste ) Undo

Today | am learning how to type for the 2014 GED Test. The keyboard ishOO% new to me, but | am trying my best to learn. | can't wait to get
my GED, so | can start applying for jobs that pay more than $8.0dper hour. |

15



STEP 3: STUDENT DEMONSTRATION OF KEY ACTIONS

Have each student DEMONSTRATE the same actions that you demonstrated, using the same
online program you used in STEP 2. Encourage them to demonstrate to a partner, to you (the
instructor), or to the entire group. Keep the following in mind:

e Not every option/situation can be explained in class.

e |Itis best if you ask students to work with the same examples that you demonstrated
with rather than have them choose; this prevents student confusion.

STEP 4: PRACTICE

Have students PRACTICE the same actions throughout the rest of the class period. You may
choose to enhance this practice by asking them to do the following:

e PRACTICE with an online typing tutor such as:
http://www.sense-lang.org/typing/tutor/sttest.php?lesson=1
or
http://www.powertyping.com/qwerty/lessonsg.html

¢ PRACTICE with the online 2014 GED online tutorial:
http://www.gedtestingservice.com/GEDTS%20Tutorial.html

16


http://www.sense-lang.org/typing/tutor/sttest.php?lesson=1
http://www.powertyping.com/qwerty/lessonsq.html
http://www.gedtestingservice.com/GEDTS%20Tutorial.html

Module W: Word Processing Skills

Estimated Classroom Time: 60 minutes

Overview

The main goal of Module W: Students (who have little or no prior experience with using word
processing software) will gain foundational knowledge and skills in basic word processing
functions. The module contains a heavy emphasis on the "vocabulary" in the area of word
processing, such as highlighting text, cut, copy, paste, insert, undo, redo, spacing, etc., to
establish this knowledge as quickly as possible. It matches vocabulary emphasis with "hands-
on" in-class and out-of-class exercises to immerse students in the "mechanics" of using word
processing tools while composing.

Key Objectives
e Highlighting Text 1 Students will demonstrate ability to select and highlight text.
Note: When taking the 2014 GEDe test, students must highlight or select text in a
document or answer block. Understanding the highlighting feature will be a valuable tool
when completing items in the Extended Answer and Short Answer formats.
e Cut, Copy, & Paste Text1 Students will demonstrate ability to cut, copy, and paste text.

Note: Due to the time limits established for parts of the 2014 GEDete st , a st udent
ability to be able to copy or move (cut) text efficiently will greatly increase their chances
of success.

e Inserting & Spacing Text i Students will demonstrate ability to use text insert and
spacing functions.
Note: The 2014 GEDe test will require insertion of text into answer areas of the test, and
use of proper spacing while composing answers.

Key Concepts and Vocabulary Terms
e Highlighting Text

e Cut

e Copy

e Paste

e Undo

e Redo

e Insert

e Spacing

o Keyboard Shortcuts

17



STEP 1: INTRODUCE AND ASK

Begin the class by welcoming the class, INTRODUCING class objectives, and sharing

information unique to your teaching location or style, the objectives of the class, and information
thatodos unique to your t eASK dtudentg quesboossaboutadhreirgoats st y |
for the class and their knowledge of the topic. Effective methods include the following:

e ASK students to share in group discussion their goals and their
knowledge/experience of using any type of word processing program. If none inquire

about experience with a typewriter, as this will give the instructor some ability to use
analogies as to how the typewriter and word processing are alike and different.

e ASK students to react to a short video that offers an introduction to the topic. A good
example is: http://www.youtube.com/watch?v=9i11UCEEEdY (just play the first 1:20)

e ASK students to read a short handout and offer their reactions to it. An example is
http://www.gcflearnfree.org/word2010/2.2 ( expl ai n how MS Wor dos |
2014 GED® Word Processing software tools differ slightly)

STEP 2: DEMONSTRATE KEY ACTIONS

The in-class exercise forthismodul e shoul d focus onied®useWargpi ng
Processing Tools to construct Short and Extended Answers. Imparting these fundamental skills
is critical for students to successfully complete the 2014 GED® test.

KEY ACTIONS:

1. DEMONSTRATE the Highlighting Text function using a basic word processing program
(Notepad, WordPad, MS Word) or the 2014 GEDe® online tutorial.

18
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