Foundation Standard 11  Information Technology applications


Computer Literacy
INSTRUCTIONAL ACTIVITIES – 
1. Instruct the student to read Diversified Health Occupations.
2. Instruct the student to define the key terms.  

3. Instruct the student to complete the computer literacy student outline.

4. Instruct the student to complete the workbook assignment for Diversified Health Occupations.
5. Instruct the student to take notes and participate in class discussion and activities.  (See notes in the Diversified Health Occupations: Teacher’s Resource Kit.)

6. Select one diagnostic test to research and describe in a two-page paper done in Microsoft Word, Times New Roman, size 12 font, double-spaced. Include a bibliography.

INSTRUCTIONAL MATERIALS/RESOURCES

1. Thomas. Tabor’s Cyclopedic Medical Dictionary
2. Simmers.  Diversified Health Occupations
3. Simmers.  Diversified Health Occupations: Teacher’s Resource Kit
4. Simmers.  Diversified Health Occupations Workbook
5. Mascara, Czar, and Hebda.  Internet Resource Guide for Nurses and Health Care Professionals
6. Anderson. Computer Literacy for Health Care Professionals.

7.
PowerPoint presentations: 
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SUPPLEMENTAL KEY TERMS

Active Window










Arrow Keys







Backspace Keys






Block








Byte







CD ROM






Click







Clipboard






Computer language










CTRL








Cursor








Cut








Delete








Disk Drives







Double Click







Dragging







Electrocardiograph






Enter








E-mail







Esc

Exabyte

Floppy disk

File

Folder

Function Keys

Gigabyte

Icon

Internet

Keyboard

Kilobyte

Maximize Button

Megabyte

Monitor

Mouse

Operating System

Paste

Petabyte

Pointer

Program

Task Bar

Terabyte

Title Bar

Yottabyte

Zettabyte

Zip drive

RELATED HEALTH CAREERS

Applicable to all health-related careers
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Computer Literacy Lesson Plan

Objective

1. Define, pronounce, and spell the key terms.

2. Identify, describe, and demonstrate computer applications currently being used in today’s health care computer systems.

3. Identify four basic operations that computers perform.

4. Identify three important reasons for using a computer.

5. Identify five major components of a computer system.

6. Explore computer research capabilities.

7. Identify and demonstrate personal computer skills.

1.
Define key terms (be concise)

Diversified Health Occupations and supplemental key terms list

2.
Four general areas of use in healthcare:


Hospital and medical information systems (HIS and MIS)


Diagnostic testing 


Analysis


Scanning (CT, MRI, PET, and US)


Education


Computer assisted instruction


Computer assisted video instruction


Research and statistical analysis

3.
Four basic operations

· input

· process

· output

· storage

4.
Three important reasons for use

· speed 

· reliability

· storage

5.
Five components


Hardware:  machine components


Software:  programs or instructions


Input devices: used to enter information

Central Processing Unit (CPU):  processes input and performs operations following instructions of programs 


Output: result of processed information

6.
Computer research capabilities

Select one diagnostic test to research and describe in a two-page paper done in Microsoft Word, Times New Roman, size 12 font, double-spaced.  Include a bibliography.

A.
What is a computer?

A computer is an electronic device, operating under the control of instructions stored in its own memory unit, that can accept data (input), process data arithmetically and logically, produce output from the processing, and store the results for future use.  While broader definitions of a computer exist, this definition includes a wide range of devices with various capabilities.  Generally, the term is used to describe a collection of devices that function together to process data.

B.
What does a computer do? 

Whether small or large, computers can perform four general operations.  These operations comprise the information processing cycle and are: 



Input



Process



Output



Storage

Collectively, these operations describe the procedures that a computer performs to process data into information and store it for future use.

All computer processing requires data.  Data refers to raw facts including numbers, words, images, and sounds given to a computer during the input operation.  In the processing phase, the computer manipulates the data to create information.  Information refers to data that has been processed into a meaningful and useful form.  The production of information by processing data on a computer is called information processing or, sometimes, data processing (DP).  During the output operation, the information created is put into some form, such as a printed report, that people can use.  The information can also be stored electronically for future use.  

The people who either use the computer directly or use the information it provides are called computer users, end users, or users.



The processing cycle is as follows:

1. A computer user inputs data by pressing the keyboard.

2. The device called the system unit (CPU) then processes the data.

3. The output, or results, from the processing are displayed on the screen of the monitor or printed on the printer, providing information to the user.

4. The output is stored on a disk for future reference.

6.
Computer research capabilities


C.  Why is a computer so powerful? 

The input, process, output, and storage operations that a computer performs may seem very basic and simple.  However, the computer’s power derives from its capacity to perform these operations with speed and reliability and to store large amounts of data and information.  

SPEED

The computer operations occur through the use of electronic circuits on small chips.  The use of these circuits allows the computer to perform operations in billionths of a second.  

RELIABILITY

The electronic components in computers are very reliable and seldom fail.  In fact, most reports about computer errors are usually traced to other causes, often human mistakes.  The high reliability of the components enables the computer to produce accurate results on a consistent basis.



STORAGE

Computers can store enormous amounts of data and keep that data readily available for processing.  Using storage methods the data can be quickly retrieved and processed and then restored for future use.  

The speed, reliability, and storage capabilities of the computer make it a powerful tool for information processing.


D.
How does a computer know what to do?

For a computer to perform the operations in the information processing cycle, it must be given a detailed set of instructions that tell it exactly what to do.  These instructions are called a computer program, program instructions, or software.
Before the information processing begins for a specific job, the computer program is loaded into the computer’s memory.  Once the program is loaded, the computer can begin to process data by executing the program’s first instruction.  The computer executes one program instruction after another until the job is complete.  


E.
What are the components of a computer?

The data is processed by specific equipment that is often called computer hardware.  This equipment consists of input devices, a system unit, output devices, and secondary storage devices.  

INPUT DEVICES

Input devices are used to enter data into a computer.  Two common input devices are the keyboard and the mouse.  As the data is entered on the keyboard it is temporarily stored in the computer’s memory and displayed as information on the screen.  The mouse is used to move a small symbol that appears on the screen.  This symbol, called a mouse pointer or a pointer, can be many shapes but is often in the shape of an arrow.

6.
Computer research capabilities



SYSTEM UNIT

The system unit includes the central processing unit (CPU), main memory, and other electronic components.  The CPU contains a control unit that executes the program instructions and an arithmetic/logic unit (ALU) that performs math and logic operations.

Main memory, also called RAM (random access memory) or primary storage, temporarily stores data and program instructions when they are being processed.



OUTPUT DEVICES

The two most common output devices are the monitor and the printer.  The monitor or screen will display output in a temporary way.  Printers will provide output in a more permanent way.

STORAGE DEVICES
Secondary storage devices store programs and data when not being used by the system unit.  Common secondary storage devices on personal computers are diskette storage and hard drives.  Diskette drives provide removable storage devices but have limited capacity.  Hard drives contain non-removable disks and have much greater capacity.

7.
Complete flow chart assignment.
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DEFINITIONS

Active window-the application you are currently working on.  The title bar at the top of the window will highlight in a bright color what is active.

Arrow keys-the four keys located near the bottom of the keyboard to the right of the alphabet keys, which are used to move the cursor.

Backspace key-located above the enter key and will delete a character to the left of the cursor.

Block-to select or highlight text by holding down the left mouse button and dragging the cursor across the text to be highlighted.

Byte-the standard unit of measurement used in computers to describe the size of a document or file.  One byte equals one character (such as a letter or number).  A byte consists of eight bits.  

The following size terms are used:
     PREFIX       POWER OF 10
UNITS

          NUMBER

       Kilo-

3

thousands      
     
                     1,000

       Mega-

6

millions
                                    1,000,000

       Giga-

9

billions
                             1,000,000,000

       Tera-
           12

trillions
                      1,000,000,000,000

       Peta-
           15

quadrillions
                1,000,000,000,000,000

       Exa-
           18
           quintillions
         1,000,000,000,000,000,000

       Zetta-                21

sextillions        1,000,000,000,000,000,000,000
  

       Yotta- 
           24                  septillions 1,000,000,000,000,000,000,000,000

For perspective:

The entire Library of Congress contains a mere 10 terabytes.

Downloading 1 yottabyte file on today’s standard modems would take about 140 billion years. Using fiberoptics, scientists can transmit a terabyte of data-roughly equivalent to every word published.

CD-ROM (Compact Disk-Read Only Memory)-a disk having a very large capacity that can provide data to the RAM and sometimes can install a program in the hard drive.

Click-to press and release a mouse button in one nonstop motion.

Clipboard-a temporary storage area for text or graphics which have been cut or copied.  The clipboard only “remembers” the last material cut or copied.

Ctrl (control)- special keys located along the bottom row of keyboard used in combination with one or two other keys to provide shortcut access to a variety of commands normally reached by using icons and/or menus.

CPU (Central Processing Unit)- the “brain” of the computer system.  It contains the hard drive, the RAM (Random Access Memory), the floppy drive, the modem, and usually the CD-ROM drive.

Cursor (I-beam)-a blinking vertical line, which appears whenever the mouse pointer is positioned in a window where text or graphics may begin to be entered. 

Cut-to remove text or graphics and place them temporarily on the clipboard to be placed elsewhere.  This material may then be placed in more than one location.

Delete (Del)-a key located above the arrow keys used to delete highlighted text or the character immediately to the right of the cursor.

Disk drives-drives are usually internal in the CPU and are identified by letters:

· Floppy drive
a:

· Hard drive

c:

· CD-ROM drive
d:

· ZIP drive

portable peripheral drive with high capacity storage capability

Double click-to quickly press and release a mouse button twice.

Dragging-a simple way to move objects and text by:

1. pressing and holding the mouse button at the desired location

2. moving the mouse to a different location while holding the button

3. releasing the button at the desired location

Enter (Return)-used to tell the computer to execute a command and/or to move the cursor to the next line of text.

DEFINITIONS continued

E-mail (electronic mail)- messages sent and received electronically between computers connected by telephone lines.

Esc (escape)-located on the upper left-hand corner of keyboard; used to quit or cancel a command.

File-a document or worksheet which has been saved and has a name.

Floppy disk-a portable 3 ½ inch square magnetic disk capable of storing data, which is accessible on any computer with a floppy drive (a:).  It has limited capacity but its portability is an advantage.

Folder-like a file cabinet drawer, it has a name and provides storage space for one or more files.

Formatting disks-the process of initializing a disk so the computer can use it.  Most disks are preformatted by the manufacturer.  Formatting will erase all data from the disk.

Function keys-located at the top of the keyboard, identified as F1-F12; used as shortcuts for some programs.

Hard drive-permanent memory storage area in the CPU.  All electronic instructions, the operating system, saved files, and special installed programs reside here.

Hardware-physical components of the computer system.  Any pieces not needed to operate the computer (e.g., the printer) are also considered peripherals.

Icon-little pictures (which are buttons) which when clicked make things happen or display a list of options.

Internet-worldwide network of computers that communicate over telephone lines or via satellite.

Keyboard-similar to a typewriter keyboard but with twice as many keys; used to input data and give instructions to the computer.

Maximize button-upper right corner of the screen window used to increase the size of the window.

Menu bar-list of choices and options for creating and altering a document.  Clicking a menu item will result in a list of options.

Minimize button-upper right corner of screen window used to reduce the size of the window to an icon, which will appear on the task bar.  This deactivates the program without closing it and can be restored by clicking the icon.

Monitor-a screen similar to a television screen, which displays the data.

Mouse-a device used to communicate with the computer without using the keyboard.

Operating system-software such as Windows 98, which tells the computer how to operate.

Paste-takes data which has been cut or copied and places it wherever the cursor is located.

PC (personal computer)-computers designed for personal use.  First designed by IBM and now used to identify IBM compatible PCs.

DEFINITIONS continued

Pointer-an arrow guided by the mouse used to click on buttons and icons and highlight text.

RAM (random access memory)-temporary storage location inside the CPU.  All data is erased when the computer is shut down unless it has been saved.

Task bar-bar running across the bottom of the window showing icons representing all open programs.  These can be activated by left clicking the icon.

Title bar-bar running across the top of the window showing the name of the window; can be moved by dragging it to another location.

SAMPLE
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Computer Literacy Lesson/Student Outline

Objective:

Define key terms (be concise)

Identify:

four general areas of use in healthcare

four basic operations

three important reasons for use

five components

computer research capabilities

SAMPLE
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Computer Literacy Assignment

Using a computer and your notes, please produce a flow chart or PowerPoint presentation on computer literacy.  

FONT: Times New Roman size 12.

 



Creativity counts!

Include the following information:

· Your name

· The date

· The class

· The title

· The definition

· The key terms with very concise definitions

· Four areas of use in health care

· Four basic operations performed by a computer

· Three important reasons for using a computer

· Five major components of a system

· Research capabilities

Due date: ________________________

· *********BE SURE TO SPELL CHECK YOUR WORK**********
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Referencing Skills

INSTRUCTIONAL ACTIVITIES  

1. Instruct the student to read Diversified Health Occupations.
2. Instruct the student to define the Key Terms. 

3. Instruct the student to complete the workbook assignment for Diversified Health Occupations.
4. Instruct the student in the use of various reference, procedure, and instruction books.

5. Instruct the student to take notes and participate in class discussion and activities.  (See notes in the Diversified Health Occupations:  Teacher’s Resource Kit.)

6. Instruct the student in the use of DRG, ICD-9, and CPT codes.

INSTRUCTIONAL MATERIALS/RESOURCES

1. Thomas. Tabor’s Cyclopedic Medical Dictionary.

2. Simmers.  Diversified Health Occupations

3. Simmers.  Diversified Health Occupations:  Teacher’s Resource Kit

4. Simmers.  Diversified Health Occupations Workbook

5. Copies of  Physicians’ Desk Reference and other reference, procedure, and instruction books.

SUPPLEMENTAL KEY TERMS

Agency procedure manual

Appendix of book

DRG (Diagnostic Related Groups) Codes

Glossary

Index of book

Instruction Booklets

Reference Books

Tabor’s Cyclopedic Medical Dictionary

RELATED HEALTH CAREERS

Applicable to all Health-related Careers
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Strategies to unlock your research potential









Objectives

		Realize your research potential

		Begin to think of some research topics

		Conduct some research in your field

		Guide your students in the conduct of research

		Publish your research





Your research potential









Unlock the puzzle



How do you obtain knowledge?

Read

observe

ask questions

seek experts

practice











Research Process

		Inductive

		Deductive

		Involves methodology



Quantitative

Qualitative







The Research Process

Conceptual

framework

(theory, literature

Research 

Questions/hypothesis

* Empirical observation

Data collection

Proposition

Data

Analysis

Rudestam & Newton

Inductive

Deductive







Actual Process

		Select a topic 

		Review the literature

		Determine the method

		Collect the data

		Analyze the data

		Write the report









Select a topic

		Topic of interest to you

		Manageable

		Personably meaningful

		Emotionally unattached

		Useful to others

		Willing to share









What topics have you considered?







What questions do you have about the topic?

Resolve a problem

Explain a phenomenon

Uncover a process

Demonstrate the truth

Re evaluate other studies

Test a theory







How can we turn those questions into research questions?

Relationship between variables, phenomena, concepts or ideas







I wonder



I wonder









?

?

?

?

?

I wonder

I wonder

I wonder







Brainstorm

Concept Mapping







Check point

		Is the question clear and researchable?

		Is the question within the context of previous study? or . . .

		Is there a definable theory?









Select a Topic

















Review the literature

Thorough review

		Expands upon the relationship between the proposed study and what has already been presented.

		Discusses the distinction between previous research

		Guides the reader

		Selective but thorough









Review the literature

In search of theory

		Clarifies the relationship between the proposed study and demonstrates why it is important

		Indicates distinction between previous research

		Develops a theme

		Selective









Refine the problem statement

The purpose of the study is to . . .







Refine the Problem

















Determine the method

The purpose of the study - the research question - drives the methodology







Research Plan

		What is the type of study design?

		What must be done to “tighten” the design?

		Have the extraneous variables been considered?

		Is the design defensible?

		Is the population appropriate?

		Does the question drive the methodology?

		What instrument do you plan to use?









Research Plan Components

		Introduction

		Method

		Data Analysis

		Time schedule

		Budget









Research Design

		Qualitative

		Interpretive

		Artistic

		Explores meanings



		Words



		Quantitative

		Experiments

		Surveys

		Generates facts



		Numbers









Quantitative

		Experimental

		Descriptive

		Correlational

		Causal-Comparative



		Product oriented

		Results on facts

		Guiding designs

		Deductive









Qualitative

		Ethnography

		Grounded theory

		Case study

		Phenomeno-logical study



		Personal voice

		Inductive

		Context-based

		Natural setting

		Results in understanding









Which one is best?









The problem drives the method







The hardest part of doing research is the plan







The second hardest part of doing research is the time it takes to produce a good plan.









Determine the method

















Collect the data

		Subjects - population - sample

		Instrument to measure construct you are trying to measure

		Human subject clearance

		Informed consent



		Collect the data









Analyze the data

		Statistical technique or techniques to be used

		Driven by the hypotheses

		Determined by



how groups formed

how many treatments

independent variables

kind of data







Analyze the data

		Included in plan

		Obtain assistance

		Computer very handy tool to use in analyzing data

		Find appropriate software



op scan

input direct







Analyze the data

		Nominal data

		Ordinal data

		Interval data

		Ratio data



		Descriptive

		Inferential









Collect analyze, interpret the data

















Write the report

		Introduction



description of problem

review of literature

statement of hypothesis

operational terms

		









Write the report

		Method



description of subjects

description of instruments

description of design

description of the procedure







Write the report

		Results



describes statistical techniques and level of pre-determined confidence

description of results for each hypothesis







Write the report

		Discussion



interpretation of results

conclusions

recommendations







Write the report

		References



		Appendices









Publish the report

		Serves the interests of the professional community

		Progress in research requires it

		Reflects your credentials as a researcher



		Could be rejected!

		You might need to revise! 









Present at a professional meeting

		Share new knowledge and research findings



		Watch for “call for papers”





		Follow the guidelines



		10 minutes to present paper









Publish & present the results



















		You are a researcher 

		You have the necessary skills to conduct research

		You have important data to share with your colleagues

		You need to guide your students in the research process









-Share your knowledge with    others in the field



-Present and Publish 
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