- -   AGRICULTURAL CORE CURRICULUM  - -

 (CLF400)  Core Area:  AGRICULTURAL BUSINESS MANAGEMENT

  (CLF440)  Unit Title:  COMPUTERS IN AGRICULTURE

___________________________________________________________________________

  (CLF445)    Topic: OPERATING THE              Time      Taught in Year(s)

                     PERSONAL COMPUTER          ***5 hours        1 & 2

___________________________________________________________________________

         Topic Objectives:  Upon completion of this lesson the student will

         be able to:

           (***)  -  Identify software necessary to run a program.


(***) -
Navigate the internet to conduct simple research using keywords.

           (***)  -  Describe the function of 6 types of computer keys.

           (***)  -  Explain 3 important principles of file management.

         Special Materials and Equipment: Computer lab and Glossary CLF447.

         Evaluation: Quiz or unit exam and assigned task on the micros.

===============================================================

                     *** INSTRUCTORS PLEASE NOTE ***

       This unit goes beyond the scope of the Basic Core and is provided

       for enrichment purposes only.

       ===============================================================

TOPIC PRESENTATION: OPERATING PERSONAL COMPUTERS

A.  Software necessary to operate a computer.

1.
An operating system.  On Macintosh it is called OS(x) and on PC it is called Windows.

2.
Application programs.  These are programs such as wordprocessing, spreadsheets and databases.

3.
Internet Applications.  When using the internet other programs are needed to navigate or search the WWW.
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          ______________________________________________________

          ACTIVITY:

          
Instruct students on how you wish them to boot (start) your computers.


Instruct students on how to get connected to the internet.  Have them conduct a search


using a search engine (Yahoo, Lycos, etc) about careers in agriculture.


Have the students e-mail the National FFA Officers.

          ______________________________________________________

B.  Keyboarding: These are "typing" skills that help you operate

    the computer efficiently.  Computers have keys similar to a

    typewriter.  They also have a number of keys that are different

    and have special functions beyond typing.

    1.  "Shift" key

        a.  chooses upper/lower case.

            1)  The "caps lock" does not affect numbers and special

                symbols.

        b.  May also be used in combination with other function keys.

    2.  "Repeat" keys: hold a key down and it will repeat that character

         until released.

    3.  "Space bar" inserts a space.

    4.  "Return" or "enter" key is used to indicate the end of a line of

        instructions or end of a line in word processing.

    5.  "Control" key changes the meaning of the keys so that they

        have a different function when you hold the control down.

    6.  "Function" keys are used by some software programs for

        special purposes and are programmed (in the software) to perform

        complicated tasks with a simple keystroke.

    7.  "Escape" key cuts short an operation or may jump out

        of an entry before it is completed.

    8.  "Delete" key ("backspace") removes characters, spaces and lines.
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    9.  "Insert" key adds space for other characters, spaces

        or lines.

   10.  "Tab" key advances the cursor from tab stop to tab stop in

        word processing or from field to field (cell to cell) in data

        base programs.

   11.  "Arrow" keys are used to move the cursor around the screen.

        a.  The directions are up, down, left and right.

   12.
The mouse or trackball is used to move the cursor and identify appropriate icons.

C.  Diskettes and Compact Discs

    1.  A variety of diskettes are available.

        a.  The market is currently working toward larger capacity and

            smaller size.

    2.  The most common diskettes are the 3.5” and ZIP  Disks.


a. High Density 3.5” disks will hold approximately 1.4 megabytes of data.

b. Zip disks have varying capacities.  They range from 100 megabytes to 250 megabytes of storage capacity.

   3.
Compact Disks are now available in a writeable format and can hold 1,000 megabytes of data.

D.  FILE MANAGEMENT

    1.  Saving Files:

        a.  Work is stored in the internal memory until the computer is turned off or rebooted.

        b.  The user must save data or update data files before turning off the computer.

        c.  Use the save command for this purpose. This is different for different programs.

        d.  You should save files periodically during process, or while in process.

            1)  The software may provide a warning message about saving files to prompt you.
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   2.  Backing Up Files

        a.  It is important to "back up" disks and files.

            1)  Backing up means you copy your file onto another disk and

                store that disk in a separate place.

        b.  Back up is generally easy to do while files are small

            This is harder to do when the files are larger, but it

            still must be done.

        c.  Other back up devices may be used.

            1)  These are primarily tape, high density disks or CDs.

    3.  Copying Disks

        a.  Policies and copyright laws vary for copying programs and

            disks.

        b.  Some protected programs have special protection to prevent

            casual copying of their programs.

            1)  Their programs may require a special copy program to make

                back up copies.

        c.  Write-protect tabs: prevent inadvertent writes to a disk which

            holds important information.

        d.  Labels should contain necessary information.  Prepare these

            before placing on diskettes.
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