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Prandy 

IT Fundamentals Distance Learning Packet 2 

Days 11 - 25 

Day 11 
 
Computer Terminology – 
Word Scramble and Match 
 
Play the Quizlet.com game 
to practice.  
 

Day 12 
 
Parts of a Computer 
Sentence Fill In 

Day 13 
 
Parts of a Computer 
Review 

Day 14 
 
Computer Terms Review 

Day 15 
 
Workplace Safety Reading 
& Questions 
 
 

Day 16 
 
Health and Safety 
Checklist Match. 

Day 17 
 
Health and Safety Reading 
& Questions.  

Day 18 
 
Workplace Behaviors 
Match  

Day 19 
 
Work Ethics Vocabulary 
Match.  
 
Play the Quizlet.com 
game to practice.   

Day 20 
 
Understanding Work 
Ethics Dilemma 1 
 
 

 
Day 21 
 
Understanding Ethics 
Dilemma 2 
 
 
 

Day 22  
 
Understanding Ethics 
Dilemma 3 

Day 23 
 
Goal Setting 

Day 24 
 
Computer Applications: 
Baseball Spreadsheet 

Day 25 
 
Computer Applications – 
Spreadsheet Knowledge 

 

All assignments have been uploaded to Schoology and are phone app friendly. Use your Schoology app on your cell 

phone to complete all assignments easily. If you need assistance with any of the assignment, please email me at 

mprandy@acpsd.net. 

 

 

 

 

 

 

 

 

 



Day 11 – Computer Terminology – Word Scramble 

Directions: Unscramble the computer word to match the definition.  

Scrambled Word Computer Term (Unscrambled) Definition 

COORMPRETIMCU  A small computer. 

YKDOABRE  The part of a computer that 
looks like a typewriter.  

TAAD  Another word for computer 
information. 

FRATEWOS  Another word for “program”. 
UBG  An error in a program. 

DRIETCOYR  A list of all the programs 
stored on a disk.  

MMRGARPOER  A person who writes 
computer instructions.  

DOLA  Another word for “boot”. 
URCOSR  The symbol on the screen 

that shows where the next 
keystroke will appear. 

YMMERO  Where a computer stores 
data. 

CAKPUB  A spare copy of a program 
disk.  

YKISTCOJ  A device that lets you move 
the cursor without touching 
the keyboard. 

EOMMD  A device that connects a 
computer to the telephone 
lines.  

ORMNITO  Another name for a 
computer screen. 

NOITPRUT  What you get from a printer. 

WORD BANK: 

SOFTWARE PRINTOUT MICROCOMPUTER BACKUP MODEM 

BUG KEYBOARD JOYSTICK MONITOR CURSOR 

DATA MEMORY PROGRAMMER DIRECTORY LOAD 

 

 



DAY 12: Parts of a Computer Sentence Fill In 

Directions: Read each sentence and fill in the missing computer term.  

1. A ______________________ is made of metal and plastic and contains the _____________________ 

of the computer, including the hard drive, central processing unit (CPU), and power supply. 

2. The ____________________ is the “brain” of the computer. Any time you click the mouse or press a 

key on the keyboard, you are sending _______________________ to the _____________________ of 

the computer.  

3. Inside the computer case is the ________________ where all of your documents are saved.  

4. The ___________________ works with a video card, located inside the computer case, to display 

images and text on the __________________.  

5. The ___________________ is one of the main ways to communicate with a computer.  

6. The ____________________ is commonly known as a pointing device; it lets you point to objects on 

the screen, click on them, and move them. A _____________________ does the same job as a 

________________ (they are more common on laptop computers).  

7. ________________________ and ___________________ are two types of peripherals.  

8. ____________________ and _______________________ are examples of input. 

9. ____________________ and _______________________ are examples of output.  

Word Bank: 

touchpad cursor mouse 

input monitor brain 

speakers Computer case memory 

components camera output 

keyboard printer screen 

message network CPU 

  

 

 

 



Day 13 - Parts of a Computer Review 

  

Directions: Using the word bank, please fill in the parts of the computer.  

8. Computer 

 

 

 

 

 WORD BANK   
(not all words will be used)  

CD-ROM   Email  

Keyboard   Monitor  

Floppy A Disk Drive   Mouse  

Screen  Computer 

Central Processing Unit (CPU)   Link  



Day 14 - Computer Terms Review 

Match the following terms to the correct definition:  

  

_____1.  URL       A.  the practice of using fraudulent emails for the purpose of  

            identity theft  

_____2.  netiquette      B.  the opening page of a web site  

  

_____3.  textbox      C.  an on-line diary  

  

_____4.  search engine    D.  a rectangular area for entering text on your screen  

  

_____5.  phishing      E.  an address, phrase, or icon (usually in blue) that a user may  

            click to move to another part of the website or document  

_____6.  homepage      F.  a computer program that allows you to do keyword searches  

            for information on the internet  

_____7.  hyperlink      G. an internet address (uniform resource locater)  

  

_____8.  blog       H.  a software that allows entry to and usage of the internet   

            (Internet Explorer or Mozilla Firefox)  

_____9.  web browser     I.  rules of behavior that apply when you are on the internet  

  

_____10.  http          J.  a way to transfer documents on the internet (hypertext     

         transfer protocol)  

Correctly label the parts of a computer using the following words: monitor, keyboard, 

mouse, CPU, speakers, compact disc, laptop  

  

 

 

.  _________________ 7   

  

  

    

6 .  _____________   .  ________________ 5   

4 .  ___________________   

3 .  ________________   

2 .  _________________   

1 .  _____________   



Day 15: Workplace Safety – I Got Sick from my Job 
 
Directions: Read the story and answer the questions that follow.  

1. What does the author believe is the cause of his allergies? 
2. What is a long-term effect this worker is experiencing? 
3. What is the author doing to help combat his allergies? 

Workers’ rights Quiz: True or False? 

1 
There is a government agency that is supposed to protect most workers from 
health and safety hazards. True   False 

2 You have the right to a workplace that is free of known hazards. True   False 

3 
Your boss does not have to give you information about safety and health hazards 
on the job. True   False 

4 

You have the right to refuse dangerous work if you believe that you could be 
immediately hurt or killed and you asked your boss to eliminate the danger and 
there was no safer way to do the job. 

True   False 

5 Your boss can punish you for using your health and safety rights. True   False 

 

     I Got Sick from my Job 
Anonymous Author who works in major hotel 

 

  I work in room service in a hotel. One day, my friend was cleaning trays with a cleaning solution. The 
smell was strong. It hurt my nose. I felt the fumes in my throat. That was eight years ago, and ever since then I 
have had allergies. I never had allergies before.  
 I am embarrassed because I have to blow my nose every few seconds. I cannot breathe through my 
nose. My eyes get wet and red like I am crying. I get a headache and back pain. Now, whether I’m at work or 
at home, there are so many things that make my allergies worse. I chop onion and garlic. I use vinegar and 
many spices. The smells are too strong for me. I use flour, and it makes me sneeze. Laundry detergent, gel. 
Lotions and all kinds of products make me sneeze and give me watery eyes.  
 The doctors have not helped me. My doctor told me I would suffer from allergies my whole life. She 
told me to buy allergy medicine at the drug store. I tried many different medicines, but they never helped me. 
The allergy attacks kept coming. I have to bring tissues with me wherever I go. Then she gave me a spray to 
put in my nose. It was very strong; it burned.  
 In my childhood, I did not have good nutrition; maybe poor nutrition gave me a weak immune system. 
I am trying to treat my allergies by making my immune system stronger. I am taking Echinacea and vitamins. 
Echinacea is an herb that helps make your immune system stronger. I am trying to eat a healthy diet to make 
me stronger.  

 
 



Day 16 – Health and Safety Checklist Match 

Directions: Match the checklist descriptor with it’s definition. Write the number that matches the descriptor in 
the first box.  

Match     
# 

Descriptor Definition 

 Give people nearby a warning 1. You have a right to know what hazardous chemicals 
are in the products you use and how to use them safely. 

 Get the right personal protective equipment 
(PPE) 

2. There are many products that are safer (for the 
environment and for you!) than the usual cleaning 
products. Make sure to use the right product for the job. 

 Set up good ventilation 3. Using more does not mean the product will work 
better. Less exposure to chemicals is better. 

 Protect your family from work hazards 4. Use the right PPE for the type of work you are doing 
and the particular chemical you use. 

 Know what is in the product 5. Chemicals can build up in enclosed areas with little or 
no air movement (like bathrooms, hallways, and storage 
closets). If you can’t get good ventilation, use a fan to 
move fumes away from you. 

 Use as little as possible 6. Post notices to warn people when you are using 
chemicals.  Block off the work area or use the chemical 
when there are fewer people around. 

 Find a safer product 7. Don’t bring contaminated clothes or shoes inside your 
home. They can expose your family to chemicals. 

   

Day 17: Health and Safety  

Read the story and answer the questions. 

1. What four organizations worked together to make this project a success? 
2. If you want to get green cleaners in your city’s schools, who could you contact? 
3. Who took action in this story? 
4. Who decided to implement this idea? 
5. Who paid for this project? 
6. Who wins because of this project? 

Custodians Organize for Safer Cleaners: A Success Story 

 

In 2005, custodians in four Boston Public Schools tried something new. They used “green” cleaning 

products instead of cleansers with hazardous ingredients. They hoped that if their experiment with green cleaners 

was a success, then all the schools could switch to green cleaning products. 

“Custodians care about the health of children and teachers, and about their own health and safety,” said  

Michael Lafferty, a representative of the School Custodial Union. “We hope that we can have green cleaners in all 

public school buildings.” 

In 2006, Boston Public Schools announced that it would start buying only green cleaning products. The 

custodians’ project was a success. Four organizations worked together to make this project a success: MA Coalition 

for Occupational Safety & Health, Boston Urban Asthma Coalition, Boston Custodial Union, and Boston Public 

Schools.  

 



Day 18 – Workplace Behaviors Match 

Directions: Write the workplace behavior term in the box next to the definition it best describes.  

Workplace Behavior Term Definition 

 A set of values based on moral virtues of hard work and 
diligence 

 The analysis of how working hours are spent & the 
prioritization of tasks in order to maximize personal 
efficiency in the workplace. 

 Being reprehensive of differences; having variety 
 A set of rules specifying the garb or type of clothing to be worn 

by a group or by people under specific circumstances. 
 characterize your relationships with other people 
 Verbal listening, non-verbal, written, visual 
 To send unsolicited electronic mail or text messages 

simultaneously to a number of email addresses or mobile 
phones. 

 How information is exchanged through speech, written text , or 
signs ( body language) 

 Cooperative or coordinated effort on the part of group of 
persons acting together as a team or in the interest of a 
common cause. 

 A highly skilled employee in all areas that shows a high level 
and beyond basic requirements 

 Etiquette governing communication on the internet. 
 A code that governs the expectations of social behavior in a 

workplace, group, or a society. 
 Teachable skills or abilities that can be defined and measured 
 The ability to use knowledge, facts, and data to effectively 

solve problems. 

Word Bank:  

Soft skills Netiquette Time management Spamming 

Diversity Dress code communication Types of communication 

Work etiquette Professionalism Hard skills Work ethic 

Problem solving teamwork   

 

 



Day 19 – Work Ethics Vocabulary Fill In the Blank 

Directions: Play the Work Ethic Quizlet. Fill in the Work Ethic Term in the box next to the 
meaning.  

Work Ethic Term Definition 

 the act of motivating or exciting; inspiration 

 motivation 

 having confidence in and exercising one's own powers of judgement 

 self-reliant 

 mental or emotional position with regard to a fact or state; can be helpful, 
hostile, negative, or positive 

 attitude 

 presence; the act of attending 

 attendance 

 energy or aptitude displayed in taking action 

 initiative 

 prompt; on-time 

 punctual 

 capable of being trusted or depended upon; reliable 

 dependable 

 characterized by steady, earnest, and energetic effort; persistent 

Word Bank: 

Trustworthy Diligent Punctual Dependable Efficient 

Integrity Self-reliant Attendance Motivation Active listening 

Attitude Consistent Initiative Work ethic accountable 

 

 

 

 



Day 20 – Understanding Work Ethics Dilemma 1 

Directions: Read the case. Identify the problem, state the facts, list possible solutions, state 
what you will do, and how you know your decision is the right one. 

Case 1: Marvin is an assistant in the Building Services Department. He has just received a new work computer 
and is excited to try it out. His supervisor has a strict policy about computer usage (for business purposes 
only), but Marvin wants to learn the email software. He figures one good way to do this is to send emails to his 
friends and relatives until he gets the hang of it. He has finished all of his work for the day and has 30 minutes 
left until his shift is over. His supervisor left early. 

Identify the problem or ethical issue:  

 

What are the facts?  

 

What are some possible solutions?  

 

What are you going to do?  

 

Also consider….how will you know if your decision was the right one?  

 

 

 

 

 

 

 

 



 

Day 21 – Understanding Work Ethics Dilemma 2 

Directions: Read the case. Identify the problem, state the facts, list possible solutions, state 
what you will do, and how you know your decision is the right one. 

Case 2: Jennie was recently hired to work as a receptionist for the front lobby. As receptionist, she is 
responsible for making copies for the people in her office. Her son, Jason, comes in and needs some copies for 
a school project. He brought his own paper and needs 300 copies for his class. If he doesn’t bring the copies 
with him, he will fail the project. The company copier does not require a security key, nor do they keep track 
of copies made by departments. 

Identify the problem or ethical issue:  

 

What are the facts?  

 

What are some possible solutions?  

 

What are you going to do?  

 

Also consider….how will you know if your decision was the right one?  

 

 

 

 

 

 

 

 

 



Day 22 – Understanding Work Ethics Dilemma 3 

Directions: Read the case. Identify the problem, state the facts, list possible solutions, state 
what you will do, and how you know your decision is the right one. 

Case 3: Nonye works in the Customer Service Support Department and spends a lot of his day responding to 
email. One day he received a message from an email address he didn’t recognize. It said, “I’d like to get to 
know you better, outside of work.” Nonye had no idea who sent it, so he deleted it. A few days later, he 
received another message from the same source. Nonye ignored the message again, thinking they would stop. 
He mentioned these emails to a co-worker, who responded, “You’re lucky to have a fan.” The messages 
continue to come every few days and he’s feeling pretty weirded out. 

Identify the problem or ethical issue:  

 

What are the facts?  

 

What are some possible solutions?  

 

What are you going to do?  

 

Also consider….how will you know if your decision was the right one?  

 

 

 

 

 

 

 

 



Day 23 – Goal Setting 

Goal setting and prioritizing are skills that take practice. Goals vary from very small goals like what to do first when 
you get up in the morning ... to how to manage your money to pay your bills! This exercise provides practice in 
writing down a goal and prioritizing the steps to reach it. It is a simple task but gives you a chance to see how you 
can apply goal setting and prioritizing even to everyday tasks.   

Situation:   

Patricia ordered a jacket from a catalog but when it arrived and she tried it on, it was too large. She decided to 
return it.   

Goal:   

What is Patricia’s goal? ___________________________   

Prioritize the tasks:  To accomplish her goal, Patricia must complete the tasks listed below. Put them in order.   

Tasks: Tasks in Correct Order 

Seal & wrap the box    

Put the return slip in the box    

Take the box to the post office    

Put the shoes in the box    

Complete the address label    

Fill out the return slip    

Put the "customer receipt" in a safe 
place at home   

 

 

 

 

 

 

 

 

 

 

 



 Day 24 – Computer Applications: Baseball Spreadsheet  

Directions: A spreadsheet is a table of information that is organized into rows and columns. It is useful for 
calculating numbers. The spreadsheet below helps you calculate batting averages.  

Column A contains the player’s names.  

Column B contains the number of hits each player got during one season. 

Column C tells how many times each player went to bat during the season.  

Column D contains a formula (equation) that tells the computer to divide the number of times he was at bat. 
The result is the player’s batting average.  

For Example: player Don Mattingly had 33 hits out of 100 times at bat. The formula in column D says to divide 
the number in B3 by the number in C3. In this case, you would divide 33 by 100 to get .330, Mattingly’s batting 
average.  

In a spreadsheet program, the computer does all the math for you. But in this paper spreadsheet, it is up to 
you to calculate each player’s batting average. Calculate and fill in the results.  

 A B C D 

1 Player’s Name Hits Times at Bat Average 

2     
3 Don Mattingly 33 100 B3/C3 = 
4 Kirby Puckett 37 100 B4/C4 = 
5 Wade Boggs 34 100 B5/C5 = 

6 George Foster 40 125 B6/C6 = 
7 Dave Winfield 36 96 B7/C7 = 
8 Reggie Jackson 31 80 B8/C8 =  
9 Lou Whitaker 33 110 B9/C9 = 

10 Vance Law 39 125 B10/C10 =  
11 George Brett 42 120 B11/C11= 
12 Ron Kittle 41 125 B12/C12 = 

 

 

 

 



 

 

 

 

Day 25 – Spreadsheet Knowledge 

Directions: Use the Excel Spreadsheet to answer the questions.  

 

1. What is the number in cell F4? 

2. What is the number in cell G6? 

3. What is the number in cell J2? 

4. What is the cell reference that has number 15 in it? 

5. What is the cell reference that has number 9 in it? 

6. What are the cell references of the cells that have number 10 in them? 

7. What is the number that goes in cell H4? 

8. What numbers do you multiply to get the number in cell H4? 

9. What number goes into cell F7? 

10. What numbers do you multiply to get the number in cell F7? 


