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How to use these workbooks

. These workbooks have been created to assist adults working with students in schools.

. They are designed to help pupils develop basic comp uter skills through activities and ‘Hints and Tips’
pages which guide you through how to do different t asks.

. The workbooks are made to assist with Microsoft Off ice software, and as such will work best using these
programs. They can be used in other applications (f  or example RM Number Magic) but instructions
might be different, so we would advise against doin g this.

. The work books cover the following areas, and shoul d be completed in the following suggested order:
Introduction
The Internet
Word Processing
Spreadsheets
Power Point

. The activities are broken down to suit all levels 0 f students. The red tasks begin an activity and sho  uld
be completed by all students. Those who complete th ese tasks easily, or who want a further challenge,
can move on to the blue tasks. The green tasks are  for pupils who have completed the other two tasks
and still want to know more.

. The Hints ‘n’ Tips pages can be used to help a stude  nt through the activity, or they could be used as
stand alone lessons.

«  There are ‘Checklists’ at the back of each pack. The se can be used to ensure the student has learnt
everything in the pack, or they could be used atth e beginning to ascertain whether the student is
familiar with the application already.

*  The quizzes at the end of the packs will provide so  me light entertainment for the student, and enable  the
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What Is the internet?

 The internet, also know as the World Wide Webisa little bit like a HUGE book that
everyone can have access to via a computer; it has an endless amount of pages where
people can write and display things.

. It is often used to:

Shop

Research information (e.g. search tools)

Send information from one computer to another (e.g. email) °

Upload information or applications for other people to learn (e.g. typing course)

What am | going to do?

» Generally learn how to use the internet by

retrieving information about something that you

like, for example; a football team, a singer, a
‘ writer, maybe an animal.

* Practice moving around on the internet, send an
e-card if possible and register for an online typin g
course SO0 you can practice your typing!

eComputer Partners : Note that an email address is required for some o f the activities. Please ask your school ifitisp  ossible to
set the child up with an email address or if there is an address that could be used.

*School Coordinators : Please check and make sure the following sites ar e accessible on your computers -  www.google.co.uk ,
www.yahooligans.com , http://cards.webshots.com/ _ and www.goodtyping.com/ 3




Activity time!

Open up a web browser (for example www.google.com or
www.yahooligans.com for a child’s search engine) and try different

searches. Chose something that interests you and find some websites that

relate to this area of interest. Have a think about how to do a good internet el bl
search , what makes it better? When the results of a search come up, how A
can you tell from the short description which ones are going to be useful? "

Browse around the internet; when you find some information that is
useful and interesting, using the minimise and maximise buttons,
copy and paste 4 different web pages onto a word document.
When you see a picture you like on the internet, save it into your
folder. Make sure you take a note of where you copied the text
from otherwise it could be seen as plagiarism (when you take other
people’s text and copy it as your own — this is against the law)

". Sign up on the recommended typing course and add
" the web address to the favourites . Learn how to access
[

" the site by yourself and try to do some typing exercises

'% regularly. Send a friend / Computer Partner an e-card .
&
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Getting on the internet and using a web
browser

 To get onto the internet, you must click on the ico n . :

» Each page on the internet has a unique “address”. You type this in to the
Address box as shown below.

s s v

 Enter the address of a search tool in the address b oX. The most common
search engines are: www.google.com _and www.ask.com . A good search engine
for children to use is:  www.yahooligans.com

Enter your search in the box provided and click on “Google Search” or “Search”
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How to find what you want on the
Internet?

Be concise : If, for example, you want to look for information about your
favourite pop band, enter the name of the pop band and add a word that
specifies they are a pop group, e.g. “Savage Garden music” or “Savage Garden
group™.

Do Not Write Common Words : There is no need to enter words such as “the, a,
with, find” etc....

Are you looking to make your search in the whole we b or just pages from the
UK? Select the appropriate option as shown on slide 6

Too many results/ Not what you are looking for?

* Try moving words around, e.g. “College Albemarle” and

“Albemarle College” give different results
e Find synonyms to words you entered, your results mi ght
be more successful, e.g. music, tune, song, etc...




How to browse the internet?

These arrows allow you to go back and
forth from pages you have recently seen.

This button takes you to your home
page, the first page you saw when

you opened the internet.
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This button allows you to cancel your
request for another page, e.g. when you
have entered a new address or clicked on a
link and decide you wanted to stay on the
page you are currently on.

If your request to go to a new
page takes too long or you want
to make sure you have up to date
information, click on this button
to refresh your page.
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How to Copy and Paste in to word?

Select all the text you want to copy onto your word document (you can select text by left clicking
on your mouse and scrolling down) then right click the button on your mouse and select

“Copy” (or go to “Edit” and “Copy)” . Go to your word doc ument and right click the button on
your mouse again byt this time select “Paste” (or go to “Edit” and “Paste”); all the text you

selected will appear on your sheet # i Tt
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How to Save a Picture from the internet?

Place your mouse cursor onto the picture you want t o save and right C|ICk on your mouse. Select




How to move between applications on your
computer ?

On the top right corner of any application you use, you will find the following buttons:

A

=]
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Minimises your window (Makes your window “disappear” into an icon at the
bottom of your Screen) Windows that were minimised and “changed” to icons

TN Inbermet 1201 & Prasantation X Soogle - M.

Click on the icons to get its window back on the sc reen

Reduces the size of your window.

. . Two windows reduced so they can be
This is useful if you want to look at e e viewed simultaneously
two windows at the same time

Resizes the window to fit the whole screen

Closes your window
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Want to improve your typing? Try this free
course!

* To register for the typing lessons, go to: Free online Typing course

http://www.goodtyping.com/ _ and click on
“Register for free”.

BSErname (a-mail o idi

‘New user sign—up

 Enter your details (you will need an email address
to sign up for this. If you have a school address, use
that, if not ask a teacher if you can set one up.

'='f‘““?“m*““”’*““?- | | Alternatively you could register using your

Keyboard layout fo leam (IMPORTANT: if you are not sure rlick
| Linfted States, Hew Zeatand. Carbbean. South Aficn i




How to add a page to
your favourites ?

8
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» For pages you see on a regular basis, it is often a good idea to add them to your

e )

favourites. “Favourites” is an internet option that a llows you to list the web pages you
visit regularly. This is a good option as it gives you quick access to the page and does
not require for you to remember the web address or look for it each time.

» To add a page to your favourites, Click on “Favourit es” and select “Add to Favourites”.

IEE Tooks  Help

Coganize Favorkes. ..

» The pop up below will appear, you can keep the name that comes in the Name field by
default or delete it and choose one thatis more ap  propriate. Click on “OK” and your
page will now be in your favourites.

Add Favorite .!E|E|
l..:."!.- Irl'hnEIEj;h:fwladdI]mpuguln*mlFbmietht EI
[T Make svalabie cifirs i | Caneel |

TSN TEE COLINE TYPING COUSLSE




What Is an eCard?

* An e-card is a digital version of paper cards you g et or give for birthdays,
Christmas, etc.... They are very easy to make and send !
* A good and safe site is “Webshots™: http://cards.webshots.com/

WEBS |'@S Clrb el R ES - FREE
= Prints & Gifts

New to Wabshots? Sign up now or take our guick four.

Gallery Community, My Photos

J | Plhcto Search Webshotz Seerch | Advanc

Oifice dpmied
Browse Occaskons Browese Gallery
r’-lre_f a-"; Aoy Qccasion & - animats - Cats  [igital arg
fat A d :-I.f,nl" ‘;ﬁ‘:‘},"’ﬂi“l‘""&‘“‘ fogs Emnes At Elowscs &
1E R S000  Good Gaciens - Hobkdavs Militany
Choose a category that relates to the Ll_.n“L l_a-.,iu hw— Day LL flg Jﬁ;u_qg-._:: Hature Scenes _,_lg"_-?_,il_'l_LE
occasion for sending a card Invitations Love -Miss You Most Popular  New Pe ’-r g EpEce Specialty
!.'&!]:I: is  Sympathy  Thank You orts  Travel Yehiclas
Browse Holbdays
Armed Farces Day - Bachile Dy  Caynads Day  Chanuksh  Chenese Hew Yaar
Chnstmas  Cinco r'_e- Ay s.lﬂ_,ﬂ Exster Father's Day - Halloween - Hapoy New Yesr

Independence [ay Kwanzas Memonsl Doy  Mother's Day  Passover Bamadan -RBosh




How to send an eCard?

* Once you have chosen an appropriate category, alis  t of all cards
related to the chosen topic appears, click onthe ¢ ard you like and

it will enlarge it. At the top of the card you can click on the “Send
this eCard” link: o his eCard! ()

o

From: Enter your name and an email address (It

[w"' nams o can be the same as the one you are

Rl PP e sending it to if you have not got one of
your own)

Tao:

Write your friend, parent or Computer
Partner’s email address

separate multiple email addresses with a semicolon |

h_l'lass age:

Enter a message to personalise your

- . e = / card. You can write as much as you
Happy Ahfivsriary

want!

Your Email
Address Book

:Mdléélses WO Ented
(b thie nght will be
added aulamaticalhy.

You can select the date you want the
Today ks Jarnusry 17

| / card to arrive to your friend
I"ou raust login or send eCard: Todmy % Todemy

craate a'Wabshots
Member account 1o
use the address

book Ifs hee! optional Sound: #.& | Choose asaund! ¥ _ -
It may take 3 marment for the sound to load. You can preview what your card is going
. = to look like with your message. If you are
[ AddRecipien-> Preview [7Send | El;\ppéllxvith it, you can then click on
end!
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Checklist P>

N
i

| can open a search tool (web browser)
| can find what | want on the internet by using the right vocabulary

| can browse the internet using the toolbar buttons

| can move from one application to the next

| can copy and paste text onto Word

| can take a picture from the internet and save it to my folder

| am learning to type with both hands
| can add a page to “My favourites”
| can send someone an e-card

15



End of unit quiz

What do these tool bar icons do:

a) @ b) @ C) d) e) @
What is plagiarism?
Show your Computer Partner/teacher how you would open a Word

document and an internet page, then go from one application to the
next.

Type this sentence trying to use both hands ‘The internet is a
great invention that allows everyone to look for in formation
from all over the world. It is however very importa nt to
remember that not everything that is on the web is necessaril




Fun internet quiz!

What does the Cartoon Network logo look like?

Which animals are shown on the Australian Federal Police (AFP)
badge and what do the animals represent?

What is number 1 in the British pop charts at the moment?

Name the longest reigning King and Queen of England since 1066.
Name three types of tiger that have become extinct.

Where is Mount Vesuvius volcano and when did it last erupt?
Which country won the first football World Cup and in which year?
In which year was Isaac Newton born and what is he famous for?




Fun internet quiz! (Help &
Answers)

What does the Cartoon Network logo look like?

What animals are shown on the Australian Federal Police badge (AFB) and what does the crown represent?
www.afp.gov.au/afp/page/AboutAFP/AFPBadge.htm

Red kangaroo and Emu. The crown symbolises Royal Authority

What is number 1 in the British pop charts at the moment?

www.bbc.co.uk/radiol/chart

Name the longest reigning King of England since 1066 and the longest reigning Queen too.
King George Il and Queen Victoria

Name three types of tiger that have become extinct.

Caspian Tiger, Javan Tiger & Bali Tiger

When did Mount Vesuvius volcano last erupt?

In Italy, 1944

Which country won the first football World Cup and in which year?




CONGRATULATIONS
This Is to certify that

N
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has completed the INTERNET
Computer Partners course
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