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Technology Stipend  
Valley Christian Schools    

      
 
                   
  To apply for the Technology Stipend, you must satisfy the following criteria. 
 

1. Submit a written proposal outlining your year-long plan for the integration of technology into the curriculum. Describe how 
technology will be used to enhance and enrich learning in your classroom. This is best achieved by identifying student 
technology projects and activities associated with the academic and performance objectives and benchmarks for your grade 
level or discipline.  

2. Demonstrate the technology competencies outlined below. 
 
 
 
                   
 
 
 
 

 
COMPUTER SYSTEM                      1    2    3    4    5    6      (Circle appropriate number as competency is demonstrated) 

1. Start Up/Shutdown 2. Restart 3. Login 4. Standby/Hibernate Mode  
5. Mapped Drives to Folders 6. Task Manager/End Tasks 

 
 

INPUT DEVICES                               1    2    3  (Circle appropriate number as competency is demonstrated) 
 1. USB Drives 2. Mouse/ Right Click 3. Mouse/Left Click 

 
 
OUTPUT DEVICES                           1    2    3    4    5    (Circle appropriate number as competency is demonstrated) 
LCD Projector 1. Connect Projector 2. Switch Projector ON/OFF 3. Toggling b/LCD 4. Adjust Keystone 
CD / DVD 5. Access CD/DVD 
 
 
FILE SYSTEM                                    1    2    3    4    5    6    7    8  (Circle appropriate number as competency is demonstrated) 

Dir/Folders/Files 1. Create 2. Organize 3. Rename 4. Remove  
 5. Navigate 6. Search 7. Local vs Mapped 8. Scan for Viruses 

      
                        
NETWORKING                                  1    2  (Circle appropriate number as competency is demonstrated) 

 1. Check Connectivity (lights/icon) 2. Check/Ethernet Cable  
 
  
PRINTER SKILLS                              1    2    3    4    5    6    7    8  (Circle appropriate number as competency is demonstrated) 

1. Replace Ink/Toner 2. Interpret Panel Indicator Lights 3. Clear Paper Jams 4. Test Printer/Test Page  
5. Select Printer 6. Printer Utilities 7. Printer Properties 8.Pause/Stop/Purge 

 
 
MICROSOFT WORD                         1    2    3    4    5    6    7    8  (Circle appropriate number as competency is demonstrated) 

1. Open/Save/Save As 2. Font Style/Size 3. Page Alignments 4. Cut and Paste  
5. Margins/ Page 
   Orientation 

6. Bullets/Numbering 7. Paragraph Border/Highlights 8. Tab Markers 

MICROSOFT WORD                         1    2    3    4    (Circle appropriate number as competency is demonstrated) 
 1. Insert Headers/Footers 2. Insert Media 3. Spell Check 4. Print 

 
 

Verification of completion of the proposal and checklist must be approved and signed by your campus’ Lead 
Technology Teacher, Principal, Director of Curriculum, and Superintendent. 
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MICROSOFT EXCEL                         1    2    3    4    5    6    7    8  (Circle appropriate number as competency is demonstrated) 
1. Change Column Size 2. Sort 3. Fill 4. Basic Formulas  
5. Set Print Area 6. Move/Copy Cells 7. Insert Headers/Footers 8. Insert Charts/Graphs 

 
 
MICROSOFT EXCEL                         1    2    3    (Circle appropriate number as competency is demonstrated) 

 1. Customize Charts/Graphs 2. Add worksheets 3. Print 
 
 
MICROSOFT POWERPOINT           1    2    3    4    5    6    Circle appropriate number as competency is demonstrated) 

1. Backgrounds/Templates 2. Insert Media 3. Animate Slides 4. Export/Various Formats  
5. Print slides/note pages/outlines 6. Use Pen Tool 

 
SCANNING                                           1    2    3    (Circle appropriate number as competency is demonstrated) 

 1. Preview 2. Crop 3. Scan 

 
IMAGE EDITING                                 1    2    3    4    5    6    (Circle appropriate number as competency is demonstrated) 

1. Rotate 2. Crop 3. Optimize 4. Adjust Levels  
5. Size Image 6. Save/Various Formats 

 
 
EMAIL                                                    1    2    3    4    5    6    7    8  (Circle appropriate number as competency is demonstrated) 

1. Access -Outlook/Webmail 2. Reply 3. Save/Scan for Viruses 4.View and/or Save 
Attachment  

 

5. Send Message 6. Send Attachment 7. Print Email 8. Subscribe to Campus 
    List-serve 

 
EMAIL                                                     1    2    3    4    5    6    7    8  (Circle appropriate number as competency is demonstrated) 

1. Create Mailing List 2. Save Message as File 3. Delete Message 4. Create Folders  
5. Refile Messages 6. Forward Messages 7. Empty Trash – Local/Sent 8. Create Address Book 

 
INTERNET & BROWSER                   1    2    3    4    5    6    7    8  (Circle appropriate number as competency is demonstrated) 

1. AUP Overview 2. Copyright Law 3. Maneuver Web Pages 4. Access Known URL/directly  
5. Downloading 6. Print Pages/Frames 7. Use/Understand 

    Search Engines 
8. Create/Manage Bookmarks 

 
INTERNET & BROWSER                   1    2    3    4     (Circle appropriate number as competency is demonstrated) 

 1. Check URL History 2. Security 3. Trusted Content 4. Preventing Identity Theft/Encryption 
 
 
FACULTY WEB PAGES                      1    2    3    4    5    6    7      (Circle appropriate number as competency is demonstrated) 

1. Site Design 2. Mandatory Content 3. Add Items and Pages 4. Login   
5. Edit Existing Content 6. Check for Broken Links 7. Site Promotion to Parents 

 
 
POWERGRADE                                     1    2    3    4    5    6    7    8      (Circle appropriate number as competency is demonstrated) 

1. Login 2. Password Protection 3. Create Categories 4. Navigate User Screen  
5. Add/Remove Assignments 6. Add/Remove Comments 7. Enter Scores 8. Attendance 

 
 
POWERGRADE                                     1    2  (Circle appropriate number as competency is demonstrated) 

 1. View Student Information 2. Print Reports 
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POWERSCHOOL                                     1    2  (Circle appropriate number as competency is demonstrated) 
 1. Attendance 2. Features 
 
 
 
 

 
A forty-five minute training session on Wireless Technology will be provided 
by the VCS IT Department at various times during the school year. A 
signature from the Director of Technology must be obtained indicating that 
you have attended this required training.  
 
 
 
Wireless Technology 
 

 Determine if wireless NIC is “on” 
 

 Determine if wireless NIC is “enabled” 
 

 Determine if wireless signal(s) is/are present 
 
 Determine if your PC is connected to an available wireless signal 
 
 Determine if your settings allow for secure authentication to a wireless signal 
 
 Determine if your PC is granted a temporary IP address 
 
 

I have successfully completed the Wireless Technology training provided by the VCS IT 
Department. 
 
NAME   ___________________________________________________ 
 
CAMPUS  _________________________________________________ 
 
DATE  ____________________________________________________ 
 
SIGNATURE  ______________________________________________ 
                                               Director of Technology 
 
SIGNATURE  ______________________________________________ 
                                               Teacher  
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         (IT Department to Create Handout resource for information below) 

 
 

                   
Critical Backup Information 
 

 Understand that any computer not left on the network at night will most likely not be backed up 
 

 Only folders and files stored in My Documents will be backed up 
 

 It’s always good practice to store your most important items on USB drives, or other media, or on the 
network in a shared drive 

 
Wireless Mobile Laptop Carts 
 

 Check to make sure all cables are reconnected after cart relocation 
 

 Ensure that the correct student logon accounts are being used 
 

 Ensure that the hub, printer, and any other device in use is powered on and ready  
 
 Make sure the laptops have fully charged batteries before use, and are charged after use 

 
 
Submitting Work Requests 
 

 Make sure you’ve tried the basic troubleshooting items before submitting a work request such as 
checking cables 
 
 Reboot the PC or printer once to clear out any virtual memory errors or stalled print queues 

 
 Do not rely on student helpers to check out your systems & you must always supervise computer use 
by students 
 
 Any damage caused to computer systems as a result of poor supervision is the responsibility of the 
instructor 
 
 Send a written request via email to helpdesk@valleychristian.net or if you can’t email, fill out a 
work order form and drop it off with the tech office. Include (at a minimum) your name, room number, 
exact location of PC, any error message (if available), and a description of the problem. 
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Teacher Signature: 
 
__________________________________ 
 
 
                    
               

 Approval Signatures: 
 
 
                                                                                                                          
 

 Lead Technology Teacher 
 
          
 
 Principal 
 
 
 Director of Curriculum 
 
 
 Superintendent 


