
“Bringing network literacy to the classroom  means jolting students out of the conventional 
individualistic, closed writing of essays only ever seen by their professor.”

- Jill Walker, talk at Brown University

Unit Overview
Title: Digital Literacy Standards
Author: Larissa Wright-Elson Grade Level: 12
Subject(s) Addressed: Please check all that apply
Arts (Visual and Musical)
Communication
English/Language Arts
Employability
Geography
Government and Citizenship
History 

Library/Information Literacy 
Mathematics
Science
Skills for a Healthy Life 
Technology 
World Language 
Other: 

Duration: 2-3 weeks
Synopsis: Lessons and Microsoft Certification in five areas: 

Computer Basics
The Internet and the World Wide Web
Productivity Programs
Computer Security and Privacy
Digital Lifestyles
Each course has an e-learning module and an assessment. You can also take the 
Certificate Test, which covers topics from all five courses. If you pass the Certificate 
Test, you can print out a personalized Digital Literacy Certificate.

After receiving the Digital Literacy Certificate students will work in teams to create 
trouble shooting flowcharts and informational posters for classrooms and labs in the 
school.

Desired Results
Enduring Understanding: Computers have become a part of our every day lives and a basic set  

of skills will give you the confidence to figure out the basics of any 
computer and application.

Essential Question: What is technology literacy?

Standards: Content, Cultural, Performance, &/or Grade Level Equivalents
Standard: Text & Reference Number (if applicable) Method of Assessment: Written Product, Quiz, 

Model, etc.
Students use digital media and environments to 
communicate and work collaboratively, including at a 
distance, to support individual learning and contribute to 
the learning of others.

in-class and online discussions in Moodle, 
poster project
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Students demonstrate a sound understanding of 
technology concepts, systems, and operations.

certifications via online quizzes

Knowledge & Skills: Knowledge & skills students will need in order to successfully complete the 
Culminating Task
Students Need to Know: Students Need to be Able to:
• Computer knowledge is essential to any job or 

degree program
• write for a variety of purposes
• follow directions presented
• turn on a computer of any platform and start 

a browser
• * see final sheet for full list of competencies

Evidence of Understanding
Culminating Performance Task:

Types of Understanding Culminating 
Performance Task Emphasizes:

Application
Empathy
Explanation

Interpretation
Perspective
Self-Knowledge

Student Self-Assessment, Logs, and 
Peer Reviews:
Written, Oral, or Visual Products: Completed poster assignment
Formal Observations or Interviews of 
Students:
Quizzes & Tests: online quizzes from Microsoft Digital Literacy curriculum
Public Performances, Exhibits, &/or 
Models:
Learning Experiences & Instruction
Tutorials from website: http://www.microsoft.com/about/corporatecitizenship/citizenship/giving/
programs/up/digitalliteracy/eng/Curriculum2.mspx#certificatetest

Activity: Timeline:
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Data Visualization information from The New York Times and 
TED - 

• http://www.ted.com/talks/
david_mccandless_the_beauty_of_data_visualization.html

• http://learning.blogs.nytimes.com/2010/08/27/teaching-
with-infographics-a-student-project-model/

• http://learning.blogs.nytimes.com/2010/08/23/teaching-
with-infographics-places-to-start/

• Students need to start thinking and planning visually, as well as 
in writing, in order to make many of their ideas come to life 
using digital tools

• Students create a data visualization autobiography

2 class periods

Review basic computer lab behavior and rules:
• No food or drink
• No destructive behavior or vandalism
• Sit up straight
• Stay on task

10 minutes

Five Digital Literacy Lessons one lab period plus two weeks of 
self-paced work needed to complete 
the certification

review of basic rhetorical devices: ethos, pathos and logos with 
analysis of computer print and video ads for Microsoft, Google, 
and Apple

2 class periods

ongoing discussion of ethics in computer use, both personal and 
corporate (articles from current events)

3 class periods

review the elements of good design: Contrast, Repetition, 
Alignment, Proximity
rearrange advertisement copied from The Non-Designer’s Design 
Book by Robin Williams
see last page of document for review of terms

1 class period

Students use Pages or other entry-level design software to create 
informational posters, with a single focus or tip for use, for display 
in computer labs and/or classrooms in the school.
Topics may include:
parts of a computer
improving computer performance
email maintenance
computer career opportunities
online socializing, etc.

1 week

Other Considerations
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Accommodations to be 
Inclusive of All Students:
Author’s Reflection:  Why is this 
a good Unit?

This unit is not just about learning computer basics, it is also about 
learning to think critically about advertising, a critical media literacy 
skill. Critical thinking will help students determine what to focus on 
for their informational posters and apply what they have learned about 
design, appeals, and computers.
In her article on the College Board website, Hepzibah Roskelly writes 
for Advanced Placement English teachers, “The first thing that 
students need to know about rhetoric, then, is that it’s all around us in 
conversation, in movies, in advertisements and books, in body 
language, and in art. We employ rhetoric whether we’re conscious of 
it or not, but becoming conscious of how rhetoric works can transform 
speaking, reading, and writing, making us more successful and able 
communicators and more discerning audiences,” (2010). Students in 
this digital age need to be able to understand and apply rhetorical 
devices in ways that inform others. 

Materials Needed: • computers
Resources: • Teaching with InfoGraphics lesson plan from The New York Times 

http://learning.blogs.nytimes.com/2010/08/23/teaching-with-
infographics-places-to-start/

• TED Talk by David McCandless The Beauty of Data Visualization
• The Non-Designer’s Design Book, 
• review sheets on the rhetorical triangle, 
• sample advertisements, 
• articles concerning computer ethics (The New York Times usually 

has related lesson plans that can be used to expand this area)
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Computer Basics Course Topics

Lesson 1: Introduction to Computers

     Objectives
     1.1. Describe the importance of computers in today's world.
     1.2. Identify the main parts of a computer.
     1.3 Identify the steps for starting and shutting down a computer.
     1.4 Identify the different groups of keys on a keyboard.
     1.5 Perform different tasks by using a mouse.

Lesson 2: Common Computer Terminology

     Objectives
     2.1 Identify the primary hardware components of a computer.
     2.2 Explain an operating system.
     2.3 Explain programs and data.
     2.4 Describe a network and the types of networks.
     2.5 Explain the terms Internet, World Wide Web, and intranet.

Lesson 3: Computer Performance and Features

     Objectives
     3.1 Compare the features of different types of computers.
     3.2 Explain the role of memory.
     3.3 Explain the basics of computer performance.
     3.4 Describe the types of productivity programs and their uses.
     3.5 Describe the types of communication programs and their uses.
     3.6 Describe the uses of educational and entertainment programs.

Lesson 4: Computer Operating Systems

     Objectives
     4.1 Explain the common functions of an operating system.
     4.2 Identify the components of the Windows Vista interface.
     4.3 Explain the options available in the Start menu of Windows Vista.
     4.4 Work with the Windows Vista interface within programs.
     4.5 Manage files and folders in Windows Explorer.
     4.6 Perform basic file operations.

Lesson 5: Career Opportunities

     Objectives
     5.1 Describe how computers have become a central part of everyday life.
     5.2 Identify the career opportunities available for a computer-literate person.

The Internet and the World Wide Web Course Topics

Lesson 1: The Internet
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     Objectives
     1.1 Describe the uses of the Internet.
     1.2 Identify the requirements for an Internet connection.
     1.3 Identify the features of two types of Internet connections.
     1.4 Relate the term bandwidth to types of Internet connections.

Lesson 2: The World Wide Web

     Objectives
     2.1 Describe the components of the Web.
     2.2 Explain how Web addresses work.
     2.3 Explore Web sites by using a browser.
     2.4 Search for reliable information on the Web.
     2.5 Explain how to perform transactions over the Web.

Lesson 3: Using E-Mail

     Objectives
     3.1 Explain how e-mail works.
     3.2 Write and send e-mail messages.
     3.3 Manage e-mail messages.
     3.4 Identify correct e-mail etiquette.

Lesson 4: Other Methods of Communicating on the Internet

     Objectives
     4.1 Identify the features of online communities.
     4.2 Explain how instant messaging works.
     4.3 Explain how to create and publish Web pages.

Productivity Programs Course Topics

Lesson 1: Introduction to Productivity Programs

     Objectives
     1.1 Describe the functionality of various productivity programs.

Lesson 2: Common Features and Commands

     Objectives
     2.1 Identify the main components of the graphical user interface (GUI) of a productivity 
	
 program.
     2.2 Use the pointer to navigate in a program.
     2.3 Identify the tabs, groups, and commands on the Ribbon.
     2.4 Use the buttons on the toolbars to perform various tasks.
     2.5 Type text and characters in a program by using the keyboard.
     2.6 Explain the use of keyboard shortcuts and key combinations.

Lesson 3: Introduction to Word Processors
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     Objectives
     3.1 Perform basic tasks in a word processor.
     3.2 Edit and format text.
     3.3 Work with tables and pictures.
     3.4 Proofread a document.
     3.5 Identify the benefits of desktop publishing.

Lesson 4: Introduction to Spreadsheet Programs

     Objectives
     4.1 Identify the components of a spreadsheet.
     4.2 Enter data into a spreadsheet.
     4.3 Perform basic mathematical tasks in a spreadsheet.
     4.4 Insert charts in a spreadsheet.
     4.5 Print a spreadsheet.

Lesson 5: Introduction to Presentation Programs

     Objectives
     5.1 Identify the elements of a presentation program.
     5.2 Create a presentation.
     5.3 Add graphics and multimedia to a presentation.
     5.4 Use the print options available in a presentation program.

Lesson 6: Introduction to Database Programs

     Objectives
     6.1 Explain basic concepts of a database.
     6.2 Create a database.
     6.3 Work with records in a database.
     6.4 Explain what database queries are and how they work.
     6.5 Work with reports.

Computer Security and Privacy Course Topics

Lesson 1: Introduction to Computer Security and Privacy

     Objectives
     1.1 Explain computer security and privacy.
     1.2 Identify natural threats to your computer.
     1.3 Identify measures to protect your computer against natural threats.
     1.4 Identify threats to your computer from human actions.
     1.5 Identify measures to protect your computer against threats from human actions.

Lesson 2: Protecting Your Computer

     Objectives
     2.1 Identify guidelines for protecting your computer.
     2.2 Identify best practices for securing online and network transactions.
     2.3 Identify measures for securing e-mail and instant messaging transactions.
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Lesson 3: Protecting Your Family from Security Threats

     Objectives
     3.1 Identify measures that you can use to protect your privacy.
     3.2 Explain how online predators operate.
     3.3 Identify guidelines to protect your family from online predators.

Lesson 4: Keeping Your Computer Secure and Updated

     Objectives
     4.1 Explain the security settings on your computer.
     4.2 Identify the options for keeping your computer up-to-date.

Lesson 5: Computer Ethics

     Objectives
     5.1 Explain intellectual property and copyright as they apply to computing.
     5.2 Identify acts of copyright violation and the measures to prevent those acts.
     5.3 Identify the legal concerns associated with information exchange.

Digital Lifestyles Course Topics

Lesson 1: The Digital Experience

     Objectives
     1.1 Describe the benefits of digital technology.
     1.2 Explain how digital technology expands the features of media devices.

Lesson 2: Introduction to Digital Audio

     Objectives
     2.1 Identify the characteristics of digital audio.
     2.2 Explain the concepts of recording, copying, and converting digital audio.
     2.3 Identify the features of speech technologies.

Lesson 3: Introduction to Digital Video

     Objectives
     3.1 Identify the characteristics of digital video.
     3.2 Explain what digital video editing is and the output formats for digital video.
     3.3 Identify the features of Web video technologies.

Lesson 4: Introduction to Digital Photography

     Objectives
     4.1 Explain the benefits, features, and workings of a digital camera.
     4.2 Explain how to edit and manage digital images.
     4.3 Identify the features of different types of printers that are available for printing photos.

Lesson 5: Digital Technology and Career Opportunities
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     Objectives
     5.1 Explain how digital technology helps people work from any location.
     5.2 Identify the career opportunities available for information workers.
     5.3 Identify the career opportunities available for IT professionals.
     5.4 Identify the career opportunities available for developers.
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 •	
 Contrast: Contrast refers to any difference of size, shape, or color used to distinguish text (or 
other elements, though here we’re focusing on text) from other pieces of text. The use of bold or 
italics is one common form of contrast — the difference in shape makes the bolded or italicized 
text stand out from the surrounding text. Increasing the size of headers and titles, or using ALL 
CAPS or smallcaps are other ways of distinguishing text. These techniques only work if used 
sparingly; a document typed in all capital letters has less contrast than one typed normally, so is 
harder, not easier, to read.

	
 •	
 Repetition: Repetition in your text is bad; repetition of your design elements is not only good but 
necessary. Once you’ve decided on a size and typeface for second-level headers, for instance, all 
second-level headers should look the same. For most documents, two or maybe three fonts — 
leaning heavily on one for all the body text, with the other two for headers and maybe sidebars — 
are enough. The same bullets should be used on every bulleted list. Information that appears on 
every page should appear in the same place on every page. Design elements — like horizontal 
rules between sections or corporate logos — should appear the same whenever they are used 
throughout the document. Repetition of design elements pulls the document together into a 
cohesive whole, and also improves readability as the reader comes to expect text that looks a 
certain way to indicate certain qualities (e.g. the start of a new section, a major point, or a piece of 
code.

	
 •	
 Alignment: Alignment is crucial not just to the cohesive appearance of your document but to the 
creation of contrast for elements like bulleted lists or double-indented long quotes. Your document 
should have a couple of vertical baselines and all text should be aligned to one of them. Unaligned 
text floats mysteriously, forcing the reader to figure out its relation to the rest of the document. 
Centered text is particularly bad (and is a novice’s favorite design trick). One immediate step you 
can take to vastly improve the appearance of your documents is to remove the “center” button 
from your software’s toolbar (or, less drastically, just ignore it). It is rarely self-evident what 
centering is meant to communicate, and too much centered text creates a sloppy, undisciplined 
look.

	
 •	
 Proximity: Pieces of information that are meant to complement each other should be near each 
other. One great offender here is business cards and ads in local newspapers, where the name, 
address, and phone number are all scattered around the ad or card (for example, in the corners). 
Your reader shouldn’t have to seek out the next logical piece of information; rather, use proximity 
to make sure that the next piece of information a reader sees is the next piece of information they 
should see.

- from the article, Design Better with CRAP, by Dustin Wax

- http://www.lifehack.org/articles/communication/design-better-with-crap.html
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