B9.  Explain the Difference Between a Program and a Document

To explain the difference between a program and a document and give an example of each.

Lesson Duration: 30 minutes

Pre-Instruction: 

Gather copies of different documents: a spreadsheet, a document from class, a computer generated greeting card, certificate, etc. 

Gather copies of software: games, programs, etc. 

Make copies of the Worksheet #1- “Programs and Documents”.

Copy and cut apart cards for matching Worksheet #2 (optional).

Materials Needed: 

Demonstration computer.

Examples of documents and programs.

Copies of Worksheet #1 - “Programs and Documents”.

Matching cards cut from Worksheet #2 – “Programs and Documents”.  (optional).
Learning Objective: 

Learner will be able to distinguish between a program and a document and be able to give examples of each.
Presentation/Procedure:

· Write “program” on one side of the board and “document” on the other.

· Ask learners: What is a computer program?  What is a document?  Write ideas on the board.

· Read definition of program from Worksheet #1. (A program is a code or set of instructions that tells the computer what to do.  Examples of programs are: Microsoft Word, Microsoft Excel, Microsoft Works, Internet Explorer, games on CD or disk, greeting card software, other software (i.e. Trip Planner, typing tutors)

· Click on the Start menu and the Programs list (or show a picture/transparency of the programs list).  Explain this is a list of the programs in your computer. Point out some of the more common ones. (Word, Excel, Works etc.) 

· Show the software.  Explain that these are different programs. 

· Read definition of document from Worksheet #1. (A document is something you create on the computer. Examples of documents are: letters, greeting cards, spreadsheets, certificates, maps (printed out), reports, memos, stories).

· Show examples of different documents.  Explain that you use different programs (sets of instructions) to make them.

· Read the examples of program and documents on Worksheet #1.  Ask: Are these programs or documents?  Can anyone else give another example of a document? A program?

Practice:  

Give pairs of learners copies of the cards from Worksheet #2.  Have learners sort them into piles according to which is a program and which is a document. 

Evaluation: 

Have each learner give one example of a program and one example of a document with out the instructor’s help or use of handouts..

Closure:

Review the difference between a program and a document.  

Congratulate learners for completing instruction in Technology Level B.

Explain that the last step for completing Technology Level B is the posttest.  

Review competencies in Technology Level B and explain that they will be asked to create documents and follow the same process as in the practice portions of each lesson.

Explain that once they have completed the posttest they will move into Technology Level C classes.

Vocabulary: 

(See Glossary for definition)

program, document, spreadsheet 
Resources: 

Weverka, Peter. Word 2000 for Windows for Dummies. Foster City, CA: IDG Books Worldwide, 1999.
Instructor Comments: 

· The matching activity can be used on another day to reinforce the lesson. 

· The ideas of programs and documents should be introduced at the beginning of the Technology Level B class.  When the learners use Word (or other word processing programs) emphasize that it is a program.  What they create is a document. The lessons on opening and closing documents and programs (Lesson B2 and Lesson B8) are another ideal place to teach this concept. 
Instructor Reflections:
