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Lesson Plan 

Course: Office Occupations/Computer Applications 
Unit:  IC3 Certification – 2005 Computing Fundamentals 
Topic:  Computer Software 
Timeframe: 1 Hour 

   

ROP 
ESLR 

⌧ #1 Communicating Effectively 

⌧ #2 Accessing and Managing Job 
Related Resources 

⌧ #3 Setting Career and Life Goals 

⌧ #4 Accepting Personal Responsibility 

 

CTE Standards: Programming and Systems 
Development Pathway D4.4 Understand the differences 
between simple and multi-user operating systems. 
 
Academic Standards: CAHSEE Language Arts-Reading 
(2.3) Generate relevant questions about readings on issues 
that can be researched. 
 
IC3 Certification Exam Skill Standards-Computing 
Fundamentals: Computer Software; Using an Operating 
System; Common Program Functions 
 

 
 

 
PROCEDURE 

 

 
 

Time 

 
 

CONTENT 

 
Materials/ 
Equipment 
 

Introduction 
 
     
 
 
 
 
 
 
 
 
 

5 min This lesson covers the following content that covers IC3 Skill 
Exam Standards for the Computing Fundamentals Module 
Certification 2005: 
 

Computer Software 
Using an Operating System 
Common Program Functions  
 

In this lesson, students will be learning about computer software 
basics; how hardware and software work together; controlling the 
Windows Desktop; and managing files and folders.  
 
 
 
 

Prior to class, 
list CTE, 
Academic and 
IC3 Exam 
Standards on 
the Board 

 
Objectives 
 

5 min At the conclusion of this lesson, the student will be able to: 
1. Identify how software and hardware work together to 

perform computing tasks, and how software is upgraded 
2. Manipulate and control the Windows Desktop 
3. Identify how to change system settings, install and remove 

software 
4. Identify common on-screen elements of Windows 

applications 
 

White board or 
chalk board 
 
Prior to class, 
write Lesson 
Objectives on 
Board. 
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Key Terms 
 

5 min Control Panel, Desktop Theme, Operating System 
Software, Debugging, Software Updates, Anti-Virus 
Software, Computer Virus 

Have a student 
write these 
terms on Board 

 
Presentation 
Teacher Activities 
 
 
 
 
 

5 min Instructor:  

Today we will be looking at Computer Software and how it 
works with Computer Hardware on a PC. We will discuss 
and demonstrate how to control the Windows Desktop; 
how to change system settings; how to add and remove 
software; how to create and change folders; and we will 
talk about software updates and anti-virus software. 

This lesson will help to prepare you for the Computing 
Fundamentals section of the 2005 IC3 Certification. 
 

Instructor 
Computer with 
Digital Projector 

 
 
Application/ 
Activity 
Student Activities 

 
 
 
 

30 min Instructor: 
 
Note - Most of this lesson will be a demonstration from the 
Instructor Computer projected on a screen, with Activity sheets 
for the students to follow along and questions to answer. This 
lesson will be a group assessment of how much the students 
already know about these computer basics. 
 
Because schools do not allow students to change system 
settings or install and remove software, this will not be an 
application lesson and they will not use their computers.  
 
Instructor/Students  
 
Activity 1 Demo and Discussion – Give students copies of 
Activity 1. Instruct them to not use computers. If student 
computers are on, have them shutdown. 
 
1. Ask students to write their name and date on page 1.  
2. Using Instructor Computer with Projector, ask Question 1 

and 2, and then demonstrate how to display Control 
Panel. Have students write down answers. 

3. Demonstrate how to Add or Remove Software. 
4. Ask Question 3, and demonstrate how to change Desktop 

Theme. Have students write down answer. 
5. On page 2, ask students to read information about Files 

and Folders, and write down answers to Questions 4-6. 
6. Ask students what their answers are, and give corrections 

if necessary. 
7. When finished, collect pages from students. 

 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
Copies of Activity 
1 – “Using an 
Operating System” 
for students 
 
Pens or Pencils 
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Activity 2 Demo and Discussion – Give students copies of 
Activity 2. Instruct them to not use computers. If student 
computers are on, have them shutdown. 
 
1. Ask students to write their name and date on page 1 of 

Activity 2, and circle the correct answer for each question. 
They may refer to the information in the column on the 
right to help with the answer. 

2. Give them about 10 minutes to complete, then review each 
question with group. 

3. When finished, collect pages from students. 
 
 
 
 

Copies of Activity 
2 – “Computer 
Software” for 
students 
 
 
 

 
Closing 
 
 

10 min Instructor/Students: 
 
Instructor: 

Review objectives accomplished in this lesson from the board. 
 
Congratulations! You’ve taken another step in preparation for 
your IC3 Certification. 
 
 

 

 
Assessment/Evaluation-Computer Software 
 

Students will be given points according to the following criteria: (5 pts possible for each question) 
 

Activity 1 – Using an Operating System   0-30 pts  
Activity 2 – Computer Software    0-35 pts 
Participates in Group Discussion    0-10 pts 
 
Total Points Possible     75 pts 
 

Introductory = 10-30 pts Developing = 31-50 pts Proficient = 51-75 pts 
 
 

 
 
Homework None 
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