Resource Binder table of contents

This binder is meant to consolidate computer resources in one place for students, coordinators, teachers and volunteers.  

Various Online Activites
3-16
Free Online Learning for Intermediate to Advanced Learners
3
Free Online Learning for Lower Level ELL Learners
4
Adaptable Activities for Any Level
5
iPad Activities for GED Prep
6-11
iPad Activities for ELL
12-15
Typing Websites
16
Job Search Resources
17-31
Personal Information Form
18-19
Job Search Websites 
20-21
Personal Skills Assessment Results
22
Action Verbs
23
Example Resumes 
24-25
Job Responsibilities vs Job Duties 
26-27
Formatting Summary Section of Resume 
28-30
Cover Letter Format 
31
Staying Safe Online
32-36
Username and Password Rules
33
Free Antivirus Software
34
Google Chrome Extensions 
35-36
Low-Cost Hardware and Internet
37-42
Mavis Beacon Instructions
43-44
Microsoft Word Resources
45-59
Copy, Cut and Paste
46
Delete, Backspace, basic Formatting and Highlighting 
47-50
Formatting Practice
51
Screen Fill Formatting Buttons
52
How to Save a Document
53-54
Spell Check
55-58
Review
59
Email Resources
60-73
Remembering Email Login and Password Information
61
Email Format 
62
Send vs Reply
63
Forwarding Emails
64-65
Email Attachments
66
Email Safety
68-69
Review
70
Emailing to Multiple Recipients
71-73
Microsoft PowerPoint Resources
74-80
Inserting Slides and Changing Layouts
75-76
Choosing a Slide Layout 
77-78
Slide Design 
79
Slide Transitions
80
Microsoft Excel Resources
81-95
Excel Screen Fill
82
Data Entry, Resizing Cells, Merge and Center 
83-86
Insert Columns and Rows 
87
Column Width, AutoFill, Formatting and Moving Cells
88-93
budget Creation Example
94
Chart Wizard
95
INternet Resources
96-111
Internet Screen Fill
97
Back, Forward Arrow Practice 
98-99
Google internet Search terms  
100-101
Exploring Wikipedia 
102-103
Using Craigslist
104-105
GCF LearnFree Activity
106
Google It!
107-109
Wikipedia and Google Scavenger Hunt
110-111
**For more resources, you can check out TLC-MN.org and click on Curriculum and Digital Inclusion Aids

Or click the following link http://tlc-mn.org/digital-inclusion/curriculum 
Free Online Learning-Advanced
Khan Academy

Web address: khanacademy.org 

What is it? From about page “All of the site's resources are available to anyone. It doesn't matter if you are a student, teacher, home-schooler, principal, adult returning to the classroom after 20 years, or a friendly alien just trying to get a leg up in earthly biology. Khan Academy's materials and resources are available to you completely free of charge.”
What do you need? Email address, headphones/speakers 
LearnersTV 

Web address: www.learnerstv.com/

What is it? Free videos, including language videos; you can find specific categories on the sidebar of the page

What do you need? Headphones/speakers, does not require a login. 
Coursera 

Web address: Coursera.org

What is it? Free college courses

What do you need? Email address, speakers/headphones, and some courses require other materials such as calculators

Things to keep in mind: These classes are structured like college classes; there is a start date and assignments have due dates.  This is a great tool to help students get their feet wet with college courses, though they might need more support than with other online tools. 

Comcast Internet Essentials Training 

Web Address: learning.internetessentials.com
What is it? With Comcast’s introduction of low-cost internet to homes with children in school, they partnered with Khan Academy to put together learning resources.  You can watch videos about computer basics. 

What do you need? Headphone/speakers
BBC Web Wise 

Web address:bbc.co.uk/webwise/0/
What is it? Videos about varying computer topics.  

What do you need? Headphones/speakers 

Websites with Materials for Lower Level ESL 
GCF Learn Free (From Beginning to Advanced)

Web address: Gcflearnfree.org 

What is it? Topics ranging from learning how to read a recipe to understanding internet safety!  Some posts contain videos, but not all. 

What do you need?  Headphones/speakers for some lessons

Starfall

Web address: http://www.starfall.com/

What is it? Practice with phonetics
What do you need?  Headphones 
Tar Heel Reader 

Web address: 

What is it? 

What do you need?  

Senior Net 


Mouse Practice 


Copy and Paste 


Minimize Windows

Mouserobics- practice using the mouse 

Web address: 

What is it? Like the SeniorNet program, this program allows learners to practice with the Mouse.  It will need a lot of modeling for lowerlevel learners.  Point out that the link to click is often a different color than other options.  
What do you need?  

Many Things 

Web address: http://www.manythings.org/

What is it? This web site is for people studying English as a Second Language (ESL) or English as a Foreign Language (EFL). There are quizzes, word games, word puzzles, proverbs, slang expressions, anagrams, a random-sentence generator and other computer assisted language learning activities. Even though the primary focus is for ESL, native English speakers may also find some interesting things on this site. This site is non-commercial and has no advertising.
What do you need?  Headphones, mouse 

Activities that can be adapted for all levels:

1. Tar Heel Reader 

What is it?  Create simple books online!  You can either select from a stock of pre-created books or create your own! Or have your students create some to practice their vocabulary!  The process to create is pretty easy and a bit more fun that simply typing spelling lists. 

What do you need? Internet and the invitation code “Literacy!” (without the quotes) to be able to register for the site.  You can register yourself and then have learners use that when they go onto the website. 

Website: tarheelreader.org
2. Hover to Discover 
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What is it? Exactly what it sounds like.  Open up a program, i.e. Microsoft Word, and ask students what some buttons on the toolbar do.  Don’t know? Try them!  Preface this lesson by teaching highlighting of text.  This lesson is great for showing students that it is okay to simply click around your computer and test things out, chances are they won’t do any harm. 

What do you need? Computers and often it is great if you provide a document that has a screen shot of the program you are using with fill in the blanks.  

3. Web Address Recognition with Flyers

What is it?  Grab some flyers from around your learning center that have a web address on it.  Distribute to students and ask them to find the web address.  How do they know that is it?  You can use this to expand on parts of a web address, difference between web address and email address, basic recognition practice, expansion on locating community resources, etc.  

What do you need? Flyers, computers and the internet.  

iPad Apps for GED Prep and GED Content Area Learning and Enrichment

	Title, Developer, Notes
	Price

	TEST PREP
	

	GED Practice Test & Questions
T&E Solutions LLC
Size: 7.5 MB
App Notes:
Practice test questions, not lessons.  Includes all content areas.  Appears that it has not yet been updated for all question types on the GED 2014 test, but the developers promise an update with “100 new more challenging questions” soon.  No user ratings yet.  Fully installs – no internet connection required.
	$9.99


	MATH
	

	GED
YourTeacher.com

Size:  5.8 MB
App Notes:

In spite of its name, this is a math app only.  Lessons with videos, practice exercises, and self-tests.   Unclear whether content has been updated to include the more challenging material of the 2014 test.  High user ratings.  Internet connection required (for streaming videos).
	$9.99

	GED Math Lite / GED Math Aptitude
honeHead
Size: 15.5 MB / 15.2 MB
App Notes:
“GED Math Lite” is a trial version of “GED Math Aptitude.”  Math app only.  Limited tutorials – focused on questions and feedback.  No user ratings yet.  No internet connection required.
	Free for “Lite,” full upgrade for $4.99

	Algebra Explained – Chapters 1-6
iLearnFastSoftware.com

Size:  Varies from 526 MB to 1 GB

App Notes:
This is a series of apps that teach algebra concepts with video lessons, flash cards, and practice exercises.  Uses real-world topics to make algebra concepts concrete.  Consistently high user ratings.  Internet connection probably not required (large file sizes indicates content likely fully downloads).
	$3.99 per chapter

	Algebra Tiles / Algebra Tiles: Home
Braining Camp, LLC / Reese Mclean

Size:  834 KB / 819 KB

App Notes:

Both of these apps provide virtual manipulatives to designed to aid with comprehension of algebra concepts.  “Algebra Tiles” has good user ratings; “Algebra Tiles: Home” has no user ratings yet.  Probably no internet connection required for either.
	$.99 / $2.99

	Color Tiles Manipulative
Brainingcamp, LLC

Size:  914 KB

App Notes:
Similar to Algebra Tiles, this is a manipulatives app for modeling math concepts such as perimeter, patterns, fractions, etc.  High user ratings.  No internet connection required.
	$.99

	Algebra Touch
Regular Berry Software LLC

Size:  4.6 MB

App Notes:
This app is an interactive algebra tutorial.  Designed as a “refresher” for learners who have done some algebra before but have forgotten it.  Very good user ratings.  Probably no internet connection required.
	$2.99

	Visual Fractions Decimals and Percentages

Esa Helttula

Size:  1.2 MB

App Notes:

A math app that uses visuals to teach the relationship between fractions, decimals, and percentages.  Has no problems to solve or task to complete.  The focus is on conceptual understanding.  Very good user ratings.  Probably no internet connection required.


	$3.99



	Geoboard, by The Math Learning Center
Clarity Innovations

Size: 4.5 MB

App Notes:
A learning tool for introducing core concepts in Geometry such as line segments, perimeter, area, angles, etc.  Learners drag virtual rubber bands around pegs on the board to create shapes and compare their attributes.  Created by a nonprofit educational organization.  Good user ratings.  Probably no internet connection required.  
	Free

	NumberLine 2: A game of fractions, decimals & percents
Todd Bowden
Size: 3.7 MB

App Notes:
Uses a number line to teach the mathematical concepts of fractions, decimals, and percents.  Accessed through the Game Center on the iPad.  As a learning game, players are presented with more challenging content as they “level up.”  Brand new version of the app has no user ratings; previous version described as “award-winning.”  Not clear if an internet connection is required. 
	$.99

	5 Dice: Order of Operations Game
Justin Holladay
Size: 11.2 MB

App Notes:
A game that gives students practice with order of operations and mathematical thinking.  The player is given the answer (“target” number) but not the equation, and must work backwards to make an equation that would produce that answer.  Allows for multi-level in that students make use of the mathematical knowledge they have.  (There is not one single “correct solution.”)  Internet connection required for multiplayer games.  Very good user ratings.


	Free

	LANGUAGE ARTS
	

	Subtext
Subtext

Size:  32.6 MB plus readings you download

App Notes:
Instructional app for teachers to create and share reading and writing assignments with a class of students.  Choose your own reading content, assign readings to students (with due dates), and give assignments such as writing a summary or analyzing the author’s tone.  Assignments make use of highlighting and tagging within the text.  Intended for use on a class set of iPads, limited usefulness with a single device.  Few user ratings yet.  Readings can be downloaded for offline use.
	Basic features free; upgrade for $2.99 per user (minimum 10 users) per school year.

	GoWrite
School Resource Development LLC

Size:  9.7 MB

App Notes:

This app is designed for writing in an educational setting and to help teach the writing process.  Learners can store their papers in the app.  Papers can be shared by printing or email.  No internet connection required to work on papers.  Good user ratings.


	$4.99

	Dictionary.com Dictionary & Thesaurus for iPad
Dictionary.com

Size:  59.2 MB

App Notes:

One of the highest-rated dictionary apps in the App store.  No internet connection required for most content.  The basic, ad-supported version of the app is free.  Upgrade to no ads for $2.99.  The app includes a variety of paid upgrades (including ad-free for $2.99) that range in price from $.99 to $7.99.  Upgrades include specialized dictionary packs (e.g. medical dictionary), translation, grammar tips, etc.
	Free for ad-supported, basic version.

Ad-free version $2.99

	Inspiration Maps (Lite)
Inspiration Software, Inc.

App Notes:

Make mind maps, graphic organizers, and diagrams with this useful tool.  Enrich your graphics with audio recordings, images, and links.  Comes with templates for commonly used graphics such as Cause & Effect, an Essay Outline, and KWHL.  Internet connection required to share or save diagrams.  Few user ratings but recommended by an Advanced ESL teacher who is using it in her classroom.


	“Lite” version is free; upgrade to Pro for $9.99

	Flashcards by Dictionary.com
Dictionary.com, LLC
Size: 25.8 MB

App Notes:
Use this app to make your own vocabulary flashcards or choose from pre-made word lists.  Locate lists by grade level or subject.  Study in either flashcard or quiz mode.  Includes pronunciation of all words.  Can be used offline.  Good user ratings.
	Free


	SCIENCE
	

	e-Science Magazine
University of Adelaide
Size:  14.1 MB plus content downloads

App Notes:
Free science magazine published quarterly.  Available in app store, but found through Newsstand once downloaded.  Includes articles, videos, related links, and teacher suggestions for discussions and activities.  Downloads for offline reading.  No user ratings.
	Free

	HudsonAlpha iCell
HudsonAlpha Institute for Biotechnology

Size:  18 MB

App Notes:
This app provide 3-D models of cells (plant, animal, and bacteria) for learning about cell structures.  Has basic, intermediate, and advanced text/reading levels.  High user ratings.  No internet connection required.
	Free

	Periodic Table+ (Lite)
Jan Dedek

Size:  4.4 MB / 10.2 MB

App Notes:
There are many periodic table apps in the App store.  I included this one in the list for two reasons: 1) because it has a free version with the possibility to upgrade to remove ads, and 2) because it has good user ratings.  Unclear whether an internet connection is required.
	Free for “Lite” ad-supported version; $1.99 upgrade.

	Frog Dissection         /         Froguts Frog Dissection HD for iPad
Emantras Inc                 /           Froguts

Size:  306 MB                /           33 MB

App Notes:

These two apps are very similar so I have listed both.  Both apps are just what their names say: virtual frog dissection kits for biology students.  3D imaging makes the virtual dissection a comparable experience to using real specimens.  “Frog Dissection” has good user ratings; “Froguts” has none.  Probably no internet connection required for either but the developers do not state this explicitly.
	$3.99 / $5.99

	Nova Elements
PBS

Size: 115 MB

App Notes:

This app allows learners to explore an interactive periodic table of the elements, such as by “building” elements with protons, neutrons, and electrons.   Also includes a 2-hour PBS NOVA video, “Hunting the Elements.”   Internet connection required to watch the video, not required for other components.
	Free

	NASA Science: A Journey of Discovery
NASA

Size:  189 MB

App Notes:

Learn about NASA missions and big questions in Earth and planetary science with this free app.  No internet connection required.
Note that this is just one of many free apps published by NASA.  Other apps teach about rocketry, showcase satellite imagery, commemorate the space shuttle, and much more.  A search for “NASA” in the app store will provide a variety of interesting results.
	Free

	Chem Pro: Chemistry Tutor
iHelpNYC
Size 334 MB

App Notes:
Videos, lessons, and flashcards at the level of a high school or basic college Chemistry class.  Unclear whether the videos download for offline viewing.  No user ratings on current (2.0) version, but previous version was highly rated.  First 10 lessons come free with the app.  Additional lesson packs for sale.  Flashcards and calculators not included for free.
	$1.99 for each lesson “pack” (8 packs available) or $9.99 for full access.

	Chemist – Virtual Chem Lab / Chemist Free
THIX

Size:  22.5 MB

App Notes:

This is a virtual lab for inorganic chemistry experiments.  Mix chemical reagents and see the reactions (and if the beaker explodes, no one gets hurt).  Internet connection required for social media sharing and for downloading new chemical reagents from the “CloudLab” online database.  Good user ratings overall, current version some users are complaining of bugs causing the app to crash.  “Chemist Free” is essentially a demo version which includes a much more limited number of chemicals & equipment.
	$4.99

for full version; demo version free.

	SOCIAL STUDIES
	

	Congressional Moments
Indiana University

Size:  417 MB

App Notes:
This app allows learners to explore concepts in American History and Civics through legislation on key issues such as Civil Rights, child labor, and the Marshall Plan.  Includes a significant collection of primary sources and photographs.  Excellent (although limited) user ratings.  No internet connection required.
	Free

	National Archives DocsTeach
National Archives and Records Administration
Size: 13 MB

App Notes:

This app contains pre-made learning activities using historical documents from the National Archives.  Teachers may also register on the website at http://docsteach.org to create their own “classroom” and activities, which can then be accessed on the app.  Internet connection probably required.
	Free

	American History Interactive Timeline (Full Version)
Touchzing Media

Size: 167 MB

App Notes:

American history timeline illustrated with images, audio and video clips, and short blocks of text.  Covers 1492 (Columbus arrives in America) to 2012.  Probably no internet connection required but unclear.  Few user ratings.
	$4.99


	OTHER / GENERAL
	

	Wikipanion for iPad / Wikipanion Plus for iPad
Robert Chin

Size:  6.8 MB

App Notes:
Wikipanion is an app “designed for easy search, navigation, and display of Wikipedia entries.”  Internet connection required.  “Plus” version adds the capability to download articles for offline access.
	Free for basic version.

Upgrade to “Plus” for $4.99.

	iTunes U
Apple
Size:  19.6 MB plus course materials

App Notes:
An official Apple app for education, iTunes U has no content of its own, but is rather a platform through which educational content providers (primarily universities and other schools) share course materials such as recorded lectures.  Claims to have “the world’s largest digital catalog of free educational content.”  Search to find courses for content areas such as biology, algebra, college writing, etc.  Internet connection required to acquire course materials; most materials can be downloaded for offline access.  Ratings vary widely by course and content provider.
	Free

	JogNog – Quizzes for Every Common Core Standard…
G7 Research LLC

Size: 9.6 MB

App Notes:
This app has hundreds of ready-to-use quizzes for Common Core State Standards grades 2-8, in all content areas (math, science, language arts, social studies).  The app offers in-app purchases of “JogNog Credits” which can be used to unlock higher levels of each quiz, but the teacher I spoke with who is using this app has not needed to make any additional purchases for her class.
	Free for basic version

	Khan Academy
Khan Academy

Size: 6.2 MB

App Notes:
Companion app to the well-known website of the same name.  Focused primarily on math and science content.  Video lessons.  Challenging for non-native speakers due to fluent oral English in videos.  Generally high user ratings; new version has low ratings due to app crashes.  Best used with internet access, but individual videos can be downloaded for offline use.
	Free

	Socrative (Student Clicker & Teacher Clicker)
Socrative

Size: 5.1 MB

See ESL Apps list for notes & details.
	Free

	Smithsonian Channel for iPad
Smithsonian Networks

Size:  47 MB

App Notes:
A video content app that presents a rotating selection of shows (and segments of shows) from the Smithsonian Channel.  Topics are primarily historical or scientific, non-fiction.  Internet connection required.  Very good user ratings.
	Free


iPad Apps ESL Learners

	Title, Developer, Notes
	Price

	ENGLISH COURSES
	

	USA Learns English 1, 2, 3, 4

Sacramento County Office of Education

Size: 16.1 MB to 19.1 MB

App Notes:
This series of four apps repackages the popular USA Learns online (www.usalearns.org) content into iPad apps.  The beginning levels are easy for advanced learners, but higher levels may be of interest.  Internet connection required.  Few user ratings.

	$.99 each

	The English Learning Lounge
Neil Coghlan
Size: 82.1 MB

App Notes:
A comprehensive language learning app that offers leveled content packs with instructional material for grammar, reading, listening, vocabulary, and pronunciation.  Internet connection required to download new materials.  No user ratings.

	Free app with content packs from $.99 to $6.99.

	GRAMMAR
	

	LearnEnglish Grammar (US Edition)
British Council

Size: 14.9 MB

App Notes:
An interactive grammar practice app that includes activities like dragging words into order to make a sentence, cloze, identifying words in text, etc.  The design is good and the vocabulary much more basic than “Grammar Express.”  I like this one.  Few user ratings.  No internet connection required.

	Free to try.  9 content packs available for $.99 each.

	Phrasal Verbs Machine
Cambridge University Press

Size: 67.4 MB

App Notes:
This app aims to teach common phrasal verbs (get in, put out, eat up, etc.) that are frequently used by native speakers of English but which often cause confusion to English learners.  It uses a visually rich presentation to show (rather than tell) the meanings.  Few user ratings, but comes recommended by MN Adult ESL instructors.  Probably no Internet connection required.
  
	Free

	English Grammar in Use Tests
Cambridge University Press

Size: 15.5 MB

App Notes:

A companion app to the popular grammar textbook series.  Practice, test, and track your progress.  No user ratings.  Probably no internet connection required.
	$1.99

	CardStack
Entelligent Life, LLC

Size: 26 MB

App Notes:
This app practices sentence formation, using stacks of word cards that the learner assembles into grammatically correct, meaningful sentences.  Good for practicing sentence word order.

	Free

	PRONUNCIATION
	

	Clear Speech / Clear Speech From the Start
Cambridge University Press

Size:  40.6 MB / 37.8 MB

App Notes:

I list these two apps together because they are essentially the same app, but at different levels (“From the Start” being the easier level.)  Both are companion apps to the textbook series.  They include pronunciation games focused on hearing: final sounds, syllables, syllable stress, and (in the higher level, initial sounds).  While the user reviews are not great, my adult ESL students really enjoyed playing these games with they had a few extra minutes in class.  No internet connection required.

	$2.99 each

	LISTENING & SPEAKING
	

	LearnEnglish Audio & Video
British Council

Size: 10.2 MB

App Notes:
This app packages audio and video podcasts from the British Council’s Learn English website (learnenglish.britishcouncil.org) with transcripts and learning exercises.  As you might guess, the speakers have British accents, but the content is high quality.  Unclear whether an internet connection is required.


	Free to try.  Content packs $1.99 to $2.99.

	Learn English, Speak English with SpeakingPal English Tutor
Speaking Pal Ltd.

Size 51.8 MB

App Notes:
This app focuses on English conversation.  The learner listens to part of the conversation, then speaks and is given feedback.  Not all content is appropriate to an Adult ESL context (e.g. business English, English for travel) but the app has good ratings, the concept is interesting, and the speech recognition is very good.  Content downloads for offline learning.


	Free to try, 1 month access for $4.99, 1 year access for $17.99.

	Voice Recorder Pro
Dayana Networks Ltd.

App Notes:
There are many voice recording apps available; this one stands out for the ease with which a user can export their sound recordings (by email, Google Drive, Dropbox, SoundCloud, FaceBook, YouTube, etc.).   Teachers and students can use a voice recorder app to practice speaking and listening, pronunciation, reading fluency, and more.  Internet connection required to send or share audio recordings.  Very good user ratings.
	Ad-supported version is free; remove ads for $2.99.

	SoundCloud
SoundCloud Ltd.

App Notes:
This is a multi-purpose audio-entertainment app for finding, listening to, and sharing audio – music, audio books, etc.  An ESL teacher I spoke with is using this app to share audio files with her learners.  She records them using Voice Recorder Pro, then distributes them to all her learners’ iPads using SoundCloud.  The free version has all the functionality required for this use.


	Free for basic version.


	VOCABULARY & SPELLING
	

	Simplex Spelling Phonics 1 / Phonics 2 / Advanced Phonics
Pyxwise Software Inc.

Size:  128 MB / 144 MB / 129 MB

App Notes:
This is a series of spelling/phonics apps of increasing difficulty.  Each contains hundreds of words organized into groups to teach syllables, phonics, phonograms, and spelling rules.  Although aimed at children, the interface is adult-appropriate.  Recommended by an Advanced ESL teacher but also appropriate for Pre-GED learners.  Internet connection required.  Very good user reviews.  
	$4.99 each

	Learn American English – Free WordPower
Innovative Language Learning, LLC

Size: 443 MB

App Notes:
Teaches English vocabulary (words & phrases) using example sentences, audio, images, and translation.  Students can record themselves saying the words/phrases also.  Probably no internet connection required.  Very good user ratings.
	First 100 words/

phrases free.

Full access $9.99

	Vocabulary Spelling City
Spelling City

Size: 27 MB

App Notes:
This is the student companion app for the Spelling City website (www.spellingcity.com).  On the website, teachers log in to create vocab/spelling lists.  Students can practice and test themselves on those lists on the website or on this app.  While it’s aimed at children, and the interface reflects that, the content is determined by the teacher.  Teachers and students I’ve worked with both like it.  Few user ratings in the app store.  Internet connection required to find your lists in the app.


	Free for basic version, upgrade for more games.

	OTHER / GENERAL
	

	Inspiration Maps (Lite)
Inspiration Software, Inc.

App Notes:

Make mind maps, graphic organizers, and diagrams with this useful tool.  Enrich your graphics with audio recordings, images, and links.  Comes with templates for commonly used graphics such as Cause & Effect, an Essay Outline, and KWHL.  Internet connection required to share or save diagrams.  Few user ratings but recommended by an Advanced ESL teacher who is using it in her classroom.


	“Lite” version is free; upgrade to Pro for $9.99

	Socrative (Student Clicker & Teacher Clicker)
Socrative

Size: 5.1 MB

App Notes:
These apps work with the Socrative website (socrative.com) to allow students to answer questions posed by the teacher.  Makes a classroom set of iPads function as a “clicker” or student response system.  The teacher app displays results.  Some users have complained that the current version of the app crashes frequently but I have had no issues.  Other than the crashing problem, high ratings.
	Free

	JogNog – Quizzes for Every Common Core Standard…
G7 Research LLC

Size:  9.6 MB

App Notes:
This app has hundreds of ready-to-use quizzes for Common Core State Standards grades 2-8.  The English Language Arts section covers key concepts that are challenging for ESL learners, such as sentence fragments, capitalization rules, and subject-verb agreement.  The app offers in-app purchases of “JogNog Credits” which can be used to unlock higher levels of each quiz, but the teacher I spoke with who is using this app has not needed to make any additional purchases for her class.
	Free for basic version; in app purchases available to unlock higher levels

	Duolingo – Learn Langagues for Free
Duolingo

Size: 15 MB

App Notes:
Originally designed to teach other languages to native English speakers, this app now offers English lessons to speakers of Russian, Spanish, German, French, Turkish, and a few other languages.  Its approach is bilingual – translating and comparing the home language and the target language.  Includes reading, writing, speaking and listening activities.  Assumes first language literacy.  Fun, easy to use and well designed.  (I’m using it to refresh my German and Spanish.)  Internet connection required to add a new language or share your results online.  Very good user ratings.
	Free

	Educreations Interactive Whiteboard
Educreations, Inc.

Size: 10.5 MB

App Notes:
Teachers can use this app to create and share video tutorials (with audio, text, images).  Students can use it to show what they know about a topic.  Make slides in the whiteboard space, then press “record” and add a voiceover as you move through the slides.  Easy to use with a simple interface.  Very good user reviews.  Internet connection required to share your video once it’s complete.
	Free

	Oxford Advanced American Dictionary (audio)
Oxford University Press

Size: 415 MB

App Notes:

English learner dictionaries are very useful, but not cheap.  This one is no exception.  However, my learners found it very helpful in class and appreciated the audio pronunciation.  If you already have paper dictionaries by another publisher (e.g. Longman) you may prefer to use their apps as well.  No internet connection required.  Good user ratings.
	$20.99
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Typing Websites: 
· [image: image56.png]Bosiness & Comamunity
Economic Development
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The University of Minnesota’s Office for Business & Community
Economic Development is committed to helping those who do not have
adequate access to technology through the Community Technology
Initiative program.

Learn more
about how you
can apply fora The Community Technology Initative program takes donated
refurbished computers, refurbishes them and distributes them to_low-income
families, individuals, and nonprofit organizations in the Twin Citis. If
s You meet the income guideines, you may be slghle 1o recene 3
computer at a low cost.

What are the program requirements? You must:
« Meet the income guidelines
« Complete application
« Provide proof of income and mailing address
« Attend three computer classes (two are your choice and the
Internet Safety class is mandatory)
« Pay $50 for the hardware and software licensing fees

Computer Classes to choose from include:
 Computer Basics (2 hour class)

Typing for Al Levels (1 hour class)
Intemet Basics (2 hour class)

Intemet Safety (2 hou class)

Microsoft Word 2010 (2 hour dlass)
Microsoft Excel 2010 (2 hour class)
Microsoft PowerPoint 2010 (2 hour class)

or to apply for a
refurbished computer,
contact us at
612.624.3404 or
‘wmaceno@umn.edu.

For more information N



artypist.com

· sense-lang.org/typing/
· http://www.typingweb.com/ - it looks like you have to sign up, but when the pop-up to do so appears, simply click the red “x” in the corner

Learn for Free:
· gcflearnfree.org/
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Typing Websites:

· artypist.com

· sense-lang.org/typing/
· www.typingweb.com/ - it looks like you have to sign up, but when the pop-up to do so appears, simply click the red “x” in the corner

Learn for Free:
· gcflearnfree.org/
JOB SEARCH RESOURCES
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Low-cost technology resources

Low Cost Computers

Free Geok | 612.293.7339
Freegeektwincities org/volunteeriadoption
How it works: Paricpants can earn afree computer
after 24 hours of voluntaering.

‘Computer Refurbishing U of M 612-624-3478.
‘W beed.umn.edu/Apply-Computer

How it works: Paricpants mustshow proof of permanant.
rasdncy and income below tha 150% poverty leve and
attend thrse claces.

PCs for People | www.pcsforpsople.com
1481 Marshall Ave., St_ Paul 55104
How it works: Paripants’ income must be below
the 150% poverty evel or they must be anvolled n
2 government assistance program. Low Cost
intamet options are avaiable

The Box Shop | 952-884-1300
‘Wi boxshopcomputers.com

9020 Lyndale Ave 5, Bloomington 55420
Refurbished computerretailer.

MicroCenter | 952-285-4040 | www microcenter.com
3710 Highway 100, St Lous Park 55416

New and rafurbished computer and elecronics

retailr offenng tech support.

Que Computers  612-623.9144
‘wwwquecomputersmn.com

4103 E Lake Stroet, Minneapolis 55406
New and rafurbiched computer ratalle.

‘Computer Revolution (651) 633-6600
www comprev.com
New, usad and refurtished computer retaer
offerng tach support
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Occupation Detail: Business Operations Specialists, All Other

Skills Match-up

The match for Business Operations Specialists. All Other is based on your entire assessment. For any skill your own level
may be higher or lower than what's typical in the occupation. Use the graphs below to see how you measure up.

B Your Rating

B Average Rating for People in this Job

Expand all | Collapse all

» Basic Skills == You mm Occupation




	Applicant Information

	Last Name
	     
	First
	     
	M.I.      
	Date
	     

	Street Address
	     
	Apartment/Unit #
	     

	City
	     
	State
	     
	ZIP
	     

	Phone
	     
	E-mail Address
	     

	

	Education

	High School
	     
	Address
	     

	From
	     
	To
	     
	Did you graduate?
	YES  
	NO  

	College
	     
	Address
	     

	From
	     
	To
	     
	Did you graduate?
	YES  
	NO  
	Degree
	     

	Other
	     
	Address
	     

	From
	     
	To
	     
	Did you graduate?
	YES  
	NO  
	Degree
	     

	

	References

	Please list three professional references.

	Full Name
	     
	Relationship
	     

	Company
	     
	Phone
	     

	Address
	     

	Full Name
	     
	Relationship
	     

	Company
	     
	Phone
	     

	Address
	     

	Full Name
	     
	Relationship
	     

	Company
	     
	Phone
	     

	Address
	     

	Previous Employment

	Company   
	     
	Phone 
	     

	Address  
	     
	Supervisor
	     

	Job Title  
	     
	Starting Salary
	$     
	Ending Salary
	$     

	Responsibilities
	     

	From
	     
	To
	     
	Reason for Leaving  
	     

	May we contact your previous supervisor for a reference?
	YES  
	NO  
	

	Company
	     
	Phone 
	     

	Address
	     
	Supervisor
	     

	Job Title
	     
	Starting Salary
	$     
	Ending Salary
	$     

	Responsibilities
	     

	From      
	
	To
	     
	Reason for Leaving 
	     

	May we contact your previous supervisor for a reference?
	YES  
	NO  
	

	Company
	     
	Phone
	     

	Address
	     
	Supervisor
	     

	Job Title
	     
	Starting Salary
	$     
	Ending Salary
	$     

	Responsibilities
	     

	From
	     
	To
	     
	Reason for Leaving 
	     

	May we contact your previous supervisor for a reference?
	YES  
	NO  
	

	

	Military Service

	Branch
	     
	From
	     
	To
	     

	Rank at Discharge
	     
	Type of Discharge
	     

	If other than honorable, explain
	     


Helpful Career and Job Search Websites

Career Resources and Labor Market Information-General 

	ISEEK
	Minnesota’s career, education and job resource websites
	www.iseek.org


	CareerOneStop
	National career, education and job resource website.
	www.careeronestop.com

	O*Net
	Find skill, knowledge, tools, technology and typical tasks associated withjobs.
	www.onetonline.org

	MyNextMove
	Explore careers and industries, or take an interest assessment
	www.mynextmore.org

	Occupational Outlook Handbook
	This career guide is published by the national Bureau of Labor Statistics
	www.blc.gov/ooh

	Occupations in Demand
	Explore occupations in demand for 13-regions in Minnesota
	mn.gov/deed/oid

	Job Skills Transfer Assessment Tool (JobSTAT)
	Find occupations that use the same skills, knowledge and abilities as your previous work experience, and link to Minnesota Career information, training and jobs.
	mn.gov/deed/jobstat

	Minnesota Salary Survey
	Find out what occupations in your local area pay.
	mn.gov/deed/oes


Career Resources-Specialty 

	MyMNCareers
	Career and education resources for English Language learners and working adults
	www.mymncareers.org

	MnGreenCareers
	Research green jobs, training and how to search for one.
	www.mngreencareers.org

	MnManufacturingCareers
	Explore manufacturing and production careers and training.
	www.mnmanufacturingcareers.org

	Virtual Career Network for Healthcare
	Explore health care careers and training
	www.vcn,irg


Career/Job Resources- Ex-Offenders

	STEP AHEAD
	Career planning for people with criminal convictions in Minnesota.
	www.iseek.org/exoffenders

	Council on Crime and Justice
	Minnesota nonprofit with services and resources for ex-offenders
	www.crimeandjustice.org

	Work Opportunity Tax Credit
	Employer hiring ex-felons may be eligible for the Work Opportunity Tax Credit.
	mn.gov/deed/wotc

	Federal Bonding Programs
	Bonding is an incentive for an employer to hire and at-risk job applicant.
	www.bonds4jobs.com


Career/Job Resources – Veterans 

	MyNextMove for Veterans
	Explore careers, industries and find occupations that match your military expereicence.
	www.mynextmove.org/vets

	Veterans ReEmployment
	One-stop site for employment, training and financial help after your military service.
	www.careeronestop.org/reemployment/veterans

	Veterans’ Employment and Training Services
	Career, training and benefit resources from the U.S. Department of Labor
	www.dol.gov/vets

	MyMilitary GPSLifePlan
	MyMilitary GPS LifePlan helps veterans, Servicemembers and their families set goals and design plasn that will lead them to the success the desire.
	www.GPSLifePlan.org/mnscumilitary

	GI Bill
	The home for all educational benefits provided by the Department of Veterans Affairs.
	www.GIbill.va.gov


Job Boards- Minnesota 

	MinnesotaWorks.net
	The NO FEE job bank for finding jobs and employees in Minnesota.
	www.MinnesotaWorks.net

	State of Minnesota
	Find Job Opportunities with the state agencies.
	www.careers.state.mn.us

	Federal Government
	The official site for federal jobs, including those located in Minnesota.
	www.usajobs.gov



	Minnesota State Colleges and Universities (MnSCU)
	Find job opportunities with MnSCU system office and campuses around the state.
	www.mnscu.edu/about/jobopportunities

	League of Minnesota Cities
	Lists job openings in cities across Minnesota.
	www.lmc.org



	Association of Minnesota Counties
	Lists job openings in counties across Minnesota.
	www.mncounties.org/employment

	Minnesota Council of Nonprofits
	Opportunities in nonprofit organizations around Minnesota.
	www.minnesotanonprofits.org/jobs


Personal Skills Assessment Results 
1. Go to iseek.org 

2. Click on Assess Yourself
3. Click on Iseek Skills Assessment and take assessment
Post Assessment: Write one position from your results that you found interesting: 
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Click on Skills Match-up
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Click on Expand All
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Write three skills that were closely matched between the requirements of the position and your skills:

1.                                                          .

2.                                                          . 

3.                                                          . 

Click on the Back Arrow until you return to the results page, listing job options. 

Write another position from this page you find interesting: 

    


Click on Skills Match-up

Click on Expand All

Write three skills that were closely matched between the requirements of the position and your skills:

1.                                                          .

2.                                                          . 

3.                                                          . 

Action Verbs 
Management 

Skills 

Administered 

Assigned 

Attained 

Chaired 

Consolidated 

Consulted 

Coordinated 

Cut 

Directed 

Executed 

Forged 

Headed 

Increased 

Matched 

Organized 

Oversaw 

Planned 

Prioritized 

Recommended 

Regulated 

Scheduled 

Spearheaded 

Supervised 

Terminated

Communica-tion Skills 

Addressed 

Advertised 

Advocated 

Authored 

Collaborated 

Conferred 

Corresponded 

Displayed 

Documented 

Drafted 

Edited 

Interpreted 

Listened 

Moderated 

Motivated 

Negotiated 

Persuaded 

Presented 

Promoted 

Proposed 

Provided 

Publicized 

Published 

Reconciled 

Recruited 

Resolved 

Revised 

Spoke 

Transcribed 

Translated 

Wrote

Research Skills 

Archived 

Collected 

Conducted 

Critiqued 

Evaluated 

Examined 

Extracted 

Hypothesized 

Identified 

Inspected 

Interpreted 

Interviewed 

Inventoried 

Investigated 

Measured 

Observed 

Reported 

Reviewed 

Studied 

Summarized 

Surveyed 

Tabulated 

Tracked

Technical 

Skills 

Assembled 

Automated 

Built 

Calculated 

Calibrated 

Computed 

Debugged 

Decoded 

Designed 

Devised 

Digitized 

Encoded 

Engineered 

Fabricated 

Installed 

Maintained 

Operated 

Overhauled 

Programmed 

Remodeled 

Repaired 

Replaced 

Restored 

Solved 

Trained 

Transmitted 

Updated 

Upgraded 

Uploaded 

Utilized

Teaching Skills 

Adapted 

Advised 

Clarified 

Coached 

Communicated 

Enabled 

Encouraged 

Evaluated 

Explained 

Facilitated 

Graded 

Informed 

Initiated 

Instructed 

Set Goals 

Stimulated 

Taught 

Tutored

Financial 

Skills 

Allocated 

Analyzed 

Appraised 

Audited 

Balanced 

Budgeted 

Calculated 

Curtailed 

Economized 

Eliminated 

Estimated 

Forecast 

Managed 

Marketed 

Planned 

Projected 

Reduced 

Researched 

Trimmed

Creative Skills 

Acted 

Adjusted 

Altered 

Branded 

Conceived 

Conceptualized 

Created 

Designed 

Developed 

Directed 

Established 

Expanded 

Fashioned 

Founded 

Illustrated 

Innovated 

Instituted 

Integrated 

Introduced 

Invented 

Launched 

Modified 

Performed 

Planned 

Shaped 

Streamlined

Helping Skills 

Accommodated 

Achieved 

Applied 

Assessed 

Assisted 

Completed 

Counseled 

Demonstrated 

Diagnosed 

Educated 

Expedited 

Facilitated 

Familiarized 

Guided 

Referred 

Reorganized 

Represented 

Simplified 

Solidified 

Supplemented 

Traded 

Transferred 

Traveled 

Detail Skills 

Approved 

Arranged 

Catalogued 

Classified 

Compiled 

Delivered 

Distributed 

Exchanged 

Focused 

Generated 

Implemented 

Monitored 

Obtained 

Organized 

Prepared 

Processed 

Procured 

Purchased 

Recorded 

Retrieved 

Screened 

Specified 

Systematized

Example Resumes:              Adrian Torres 
4300 University Ave., # 25, Saint Paul, MN 55105  

Email: atorres@hotmail.com, Phone: 651-555-7682 

  

Skills: 

       Computer Literate (Microsoft Word, and Internet) 

       Bilingual in Spanish and English 

  

Work Experience:  

Mechanic                                                                                                                   Nov. 2001 – Jan. 2002 

Jiffy Lube, Minneapolis, MN 

       Changed oil & filters 

       Washed & flushed radiators 

       Rotated tires 

  

Janitor                                                                                                                      April 2001 – Nov. 2001 

Marsden, St. Paul, MN 

       Used heavy equipment 

       Cleaned offices & emptied recycling 

  

Cashier                                                                                                                        July 1999 – July 2000 

Walmart, Bloomington, MN 

       Provided customer services & answer questions about products 

       Operated cash register & provided change to customers 

  

Education: 

Minneapolis High School                                                                                                              May 1997 

HS diploma 

  

Open Door Learning Center                                                                                               Feb -March 2005 

ESL & Computer classes 

Minneapolis, MN  

  

References:  
  

Thomas Bremer, manager Jiffy Lube






612-788-4444 

  

Sharon Cagle, manager, Marsden






651-344-2222 

  

Bruce Warren, co-worker, Walmart






952-765-1212

Example Resume 2: 

David Becker 

432 Fremont Avenue South #2B  

Minneapolis, MN  55324  

dbecker@yahoo.com 

(651) 555-8989 

  Special Skills and Interests 

       Able to read, write and speak basic Spanish and English 

       Able to use a computer and such programs as Microsoft Word, Excel, PowerPoint, Publisher, WordPerfect and more 

       Able to type 30 wpm 

       12 years of experience with customer service 

  

Work Experience 

Bon Appetite Catering Service                                                                                               2000-present 

Catering Manager 

Saint Paul, MN  

       Organized catering events ensuring all goods present for events

       Prepared and arranged platters of food for buffets 

       Served food at formal events 

   

Whole Foods Market                                                                                                                 1996-2000 

Cashier 

St. Paul, MN  

       Worked at cash register 

       Answered customer questions 

       Followed written directions 

  

Homeland Housekeepers                                                                                                            1991-1994 

Housekeeper 

Cedar Falls, IA  

       Cleaned private residences 

       Collaborated on a team of housekeepers 

       Catalogued a written log of duties 

  

Education 

Community Partners School

Training for Employable Computer Skills 

St. Paul, MN, March 2004

  

Neighborhood Adult Education Center

GED

St. Paul. MN, 2002

Job Responsibilities 
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· Explain what you were accountable for

· Discuss any measurable goals, for example: trained #staff, raised $, implemented # new practices 

· Be as detailed as possible, use action verbs

· Be specific and positive,  

· Connect the responsibilities you had to the ones you would have at the job for which you are applying

· Lie-it simply sets up expectations that you can do something you cannot. 

· List job duties aka daily tasks like cleaning or cooking.  Instead you want to explain how you “organized” kitchen staff or “focused” on cleanliness

Can you come up with some job responsibilities as a class? 

1.                                                                                                        . 

2.                                                                                                        .

3.                                                                                                        .

Job Duty versus Job Responsibility

Directions: Read the descriptions below and determine which of the options listed underneath is an example of a job description.  Circle the action verb in each option. 
1. Monica works in the fitting room at a department store.  She is working on her resume and wants to use the best words to describe her experience. 

a. Cleaned the fitting rooms. 

b. Maintained 24 fitting rooms to the standards of TJ Maxx

2. Chris works in a warehouse where he puts away stock. 

a. Operated heavy machinery. 

b. Drove forklifts around warehouse. 

3. Mark works at a call center for a health insurance company.  

a. Mitigated customer issues through calm and diplomatic problem-solving. 

b. Answered phone calls from customers. 
4. Henry works at the hospital where he serves as a Spanish-English translator. 

a. Translated sensitive information to patients from physicians. 

b. Translated physician’s orders to patients. 
Employable Qualities 

For use in Summary of Qualifications 

Directions: 

· Circle 3 qualities you have that you want an employer to know about

· Place a *star next to 2 qualities you want your future company to have

	Quality:

(adjectives)
	How to express quality:



	VERBAL

COMMUNICATOR
	Expresses your ideas clearly and confidently in speech

	TEAM WORKER
	Works confidently within a group

	COMMERCIALLY AWARE
	Understands the commercial realities affecting the organization.

	ANALYZER & INVESTIGATER
	Gathers information systematically to establish facts & principles. Problem solver.

	INITIATIVE/SELF MOTIVATED
	Acts on initiative, identifies opportunities & proactive in putting forward ideas & solutions

	DRIVEN
	Determined to get things done.

Makes things happen & constantly looking for better ways of doing things.

	WRITTEN COMMUNICATOR
	Expresses ideas clearly and effectively in writing

	PLANNR & ORGANIZER
	Plans activities & carry them through effectively

	FLEXIBILE
	Adapts successfully to changing situations & environments

	PRIORITIZER 
	Manages time effectively, prioritizes tasks and able to work to deadlines.

	GLOBALLY MINDED
	Able to speak and understand other languages. Appreciation of other cultures. 

	NEGOTIATER & PERSUADER
	Influences and convinces others, to discuss and reach agreement.

	LEADER

	Motivates and directs others

	NUMERICALLY MINDED
	Multiplies & divides accurately, calculates percentages, uses statistics & a calculator, interprets graphs & tables.

	COMPUTER LITERATE
	Word-processing, using databases, spreadsheets, the Internet & email, designing web pages etc.

	SELF AWARE
	Aware of achievements, abilities, values & weaknesses & what you want out of life.

	CONFIDENT
	Presents a strong, professional, positive image to others which inspires confidence & commands respect.

	LIFELONG LEARNER
	Continues to learn throughout life. Develops the competencies needed for current & future roles

	STRESS TOLERANT
	Maintains effective performance under pressure

	VIRTUOUS/HAS INTEGRITY
	Adheres to standards & procedures, maintains confidentiality and questions inappropriate behavior.

	INDEPENDENT
	Accepts responsibility for views & actions and able to work under their own direction & initiative.

	PROFESSIONAL
	Pays care & attention to quality in all their work. Supports & empowers others.

	ACTION PLANNER
	Able to decide what steps are needed to achieve particular goals and then implement these.

	DECISION-MAKER
	Determines the best course of action. Evaluates options based on logic & fact & presents solutions

	INTERPERSONAL 
	Recognizes & respects different perspectives. Open to the ideas & views of others

	CREATIVE
	Generates & applying new ideas & solutions

	INNOVATIVE
	Introduces new ideas, seeks new ways of doing things

	CUSTOMER-CENTERED
	Maintains supportive environment and considers clients’ needs and satisfaction the priority.


Summary of Qualifications Mad Lib

You need:

2 adjectives that describe you and seek to your employable qualities:

1 statement that elaborates on a quality you possess (can be pulled from the second column of Employable Qualities Handout)

1 adjective that describes the type of company you want to work with: 

Fill in the blanks:

(a)


and  (b)


    employee who (c)













.  Seeks employment with (d)


   company that 




(companies mission statement).
Cover Letter Format 

Your Street Address

City, State Zip Code

Telephone Number

Email Address

Month, Day, Year

Mr./Ms./Dr. FirstName Last Name

Title

Name of Organization

Street or P.O. Box Address

City, State Zip Code 

Dear Mr./Ms./Dr. Last Name:

Opening paragraph: (Introduction) State why you are writing; how you learned of the organization or position, and basic information about yourself.

2nd paragraph: (Sales Pitch) Tell why you are interested in the employer or type of work the employer does.  Demonstrate that you know enough and connect your background to the employer position.  Mention specific qualifications which make you a good fit for the employer’s needs.  Explain important items in your resume with details.

3rd paragraph: (Thanks/Call to action) Indicate that you would like the opportunity to interview for a position or to talk with the employer.  State what you will do to up, such as telephone the employer within two weeks.  State that you would be glad to provide the employer with any additional information needed.  Thank the employer for her/his consideration.  

Sincerely,

(Your handwritten signature)

Your name typed
STAYING SAFE ONLINE
Username Rules
1. Your username should identify who you are- a form of your name is the best and most formal

2. No informal self-descriptions 

3. Keep it simple- you need to be able to remember it

4. Use non-letter characters in moderation.  $Barack<3Obama$ does not look very professional

5. Do not be overly specific with information  you include in your username- do not include any part of your social security number or other private information
Once your username has been accepted by Gmail, write it here: 
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Password Rules
1. Nothing too common

2. Include at least one uppercase letter and at least one number

3. Password should NEVER be the same as your username

4. Should be at least 8 characters

5. Avoid generic information about yourself/family/friends

Once your password has been accepted by Gmail, write it here: 
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KEEP THIS IN A SAFE PLACE: We can keep it stored for you until the end of class
Free Anti-Virus Software
Microsoft Security Essentials 

What you need? Windows operating system. 

How do I get it? Either go to windows.microsoft.com/en-us/windows/security-essentials-download or go to google.com and type “Microsoft Security Essentials” in the search bar. It should be the first result. 

AVG Free AntiVirus 

How do I get it? Either go to free.avg.com/us-en/homepage or go to google.com and type in “AVG FREE”.  It should be the first result.  It is possible they have begun a trial version where they charge after 30 or so days. 
AVAST 

How do I get it? Either go to avast.com/en-us/index or go to google.com and type in “AVAST Free”

Note: There is concern that this only lasts up to a year for free, so encourage learners to use one of the aforementioned programs.  Users must also register themselves with the program after 30 days, which requires an Email Address. 

Note: Windows XP no longer supports anti-virus software. 

What to learn more about Anti-Virus software and staying safe online? Go to gcflearnfree.org/internetsafety/3 

Google Chrome Extensions

Do you use Google Chrome as your internet browser?  Did you know you can add applications that enhance your browsing experience? Well you can! And they are called Chrome Extensions! 
What are Chrome Extensions? They are like “apps” you have on your phone. Definition “Extensions are extra features and functionality that you can easily add to Google Chrome. By using extensions, you can customize Google Chrome with features you like, while keeping your browser free of things that you don't use.”

How do I get to Extensions? Go to chrome.google.com/webstore/category/extensions
Are they free? Most are! But it is good to double check.  If you click on an extension that looks interesting , it will tell you more about the program AND let you know if it it free. An example of what you see are below:
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[image: image72.png]Day 2: Hover to Discover

Directions: Use your cursor to hover over the buttons circled. Text

should pop up that tells you what the button does.

Fill in below:
1. . s.
2 6.
3. 7.
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Best Chrome Extensions for Class and Personal Use 

1. AdBlock- Block all advertisements on all web pages, even Facebook, YouTube, and Hulu.  

2.  Readability- Readability zapps clutter and saves web artcles in a comfortable reading view.  It takes out all adds, preventing learners from getting distracted during lessons.  

3. Select and Speak- Select and Speak uses iSpeech’s human sounging tect to speech to let you select tech from almost any website and make it talk. 
Low-Cost Hardware and Internet
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Comcast Internet Essentials 

How to qualify

To qualify for $9.95 a month Internet service and a low-cost computer, your household must meet all these criteria:

1. Be located where Comcast offers Internet service
2. Have at least one child eligible to participate in the National School Lunch Program
3. Have not subscribed to Comcast Internet service within the last 90 days
4. Not have an overdue Comcast bill or unreturned equipment
 

How to apply

1. Apply online today or call 1-855-8-INTERNET (1-855-846-8376) to request an application.
2. We will mail or email you an application. Complete and return it, along with supporting eligibility documents, such as proof of enrollment in NSLP from your child's school.
3. We will notify you by mail about the status of your application after 7-10 days and send you everything you need to get set up.
How to get connected

Once you are approved, we'll mail you a welcome package with everything you need to set up your Internet service and receive our free Internet training. If you choose to purchase a low-cost computer, your welcome package will provide details.
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Mavis Beacon Teaches Typing

New User?

1. Double-click on the Mavis Beacon Teaches Typing icon 

2. [image: image80.wmf]Click Run Mavis  
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3. [image: image82.jpg]
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Click on Create a New User 
4. Follow the directions as they are instructed 

a. When you get to the page that asks about which keyboard you are using, 101 Standard Keyboard should already be selected, so you simply have to click “Next”

b. We will also be completing the Standard typing option

c. When you get to the page asking for WPM, the minimum amount that can be entered is 40
5. Once learners complete registration, they will be sent to the typing classroom 

6. [image: image85.jpg]


At this point, learners should typically click on the computer screen in the middle of the page; this is the typing lesson and testing area. 
7.  Learners should then click “Beginning Level Typist” 

8. Click Start Lesson on the right side of the screen and begin typing

Mavis Beacon Teaches Typing

Returning User? 

1. Double-click on the Mavis Beacon Teaches Typing icon 
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Click Run Mavis
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3. [image: image87.wmf]Click on the name of the returning user from the list shown
4. Then click Enter Classroom

5. At this point the program will take you to the typing classroom.  
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For beginner typists- learners should click on the Computer Screen in the typing classroom and then click on Beginning Level Typist.  Once the lesson comes up, click on Start Lesson
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For more advanced typists, they can click on the computer screen, or they can click on Games next to the computer and play some practice games
Microsoft Word Resources
Copy, Cut and Paste

To copy text (i.e. make a copy of a selection of text to repeat elsewhere on the screen):
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1. Highlight text you want to copy by clicking before the word and dragging across the word.  

2. 3 options for copying: 
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Right-click on the highlighted word, click on “Copy” using left mouse button.  

b. Locate the “Copy” Button on the toolbar. 

c. Press and hold the “Ctrl” key on the keyboard and then press “C”.  

To cut text (i.e. to remove text from one location and place it in another location on the screen): 
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Highlight text you want to cut by clicking before the word and dragging across the word.  

1. 3 options for cutting:

a. Right-click on the highlighted word, click on “Cut” using left mouse button.  

b. Locate the “Cut” button on the toolbar. 

c. Press and hold the “Ctrl” key on the keyboard and then press “X”.  
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To paste text (i.e. to place text you have either cut or copied from elsewhere on the screen in a new location):

Place the cursor where you would like the copied text to appear.

1. 3 options for pasting:

a. Right-click on the spot you want the text to appear, click on “Paste” using the left mouse button.

b. Locate the “Paste” button on the toolbar.   
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Press and hold the “Ctrl” key on the keyboard and then press “V”.  
Delete, Backspace, Basic Formatting, Highlighting 
  

In this exercise you will learn about:
      Using the toolbar

       Highlighting text

       Font and Font size

       Common keyboard operations

       Bold, Italics, Underline
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1.    Click on the START menu.


2.    Click on PROGRAMS 
or ALL PROGRAMS.  

 

3.    Click on MICROSOFT OFFICE
4.    Click on MICROSOFT WORD.
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5.    Now the program, Microsoft Word, is open.  Look at the screen.
Are the words Microsoft Word at the top of the screen?

 

6. Slowly Move the Cursor across the Standard Toolbar. It looks like the picture below.
Don’t Click.  When you point to a picture you will see the name for that picture or tool.
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7.    Type the alphabet in lower-case letters.  No spaces. 

Like this:   abcdefghijklmnopqrstuvwxyz

8. Click and Drag from the “a” to the “z”.  This is called Highlighting.  When all the letters are highlighted.  Take your finger off the mouse.  
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 11.   Now, look at your Formatting Toolbar.


12.  Click on the little arrow next to “Times New Roman” or “Calibri”.

 

13.    Click on another font name to change the way the letters look.

 

14.  Change the font 3 times for practice.
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15.                     
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18.                     Click between the “n” and “o” in the first alphabet to place the cursor there.
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19.   On your keyboard, Press the BACKSPACE key several times to erase everything before “o.” 
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20.   Click just after “d” in the second alphabet to place your cursor there.
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21 On your keyboard, Press the Delete key several times to erase everything between “d” and “o.”

22.     Highlight all of the text. (Click and drag across the letters).

 23.    Click on the Center button from the Formatting Toolbar.  [image: image10.png]



 24.    When the text is highlighted, Click on the B to make the text bold.  [image: image11.png]



 25.    Click on the  I button on the Formatting Toolbar to make the text italic.  [image: image12.png]



  

26.   Click on the Underline button to add a line under the words.  [image: image13.png]



   

27.   Now you are done.

 

Ask a teacher to check your work.  
Formatting Practice

1. Bold this line of text.

2. Underline this line of text.

3. Align this line on the right side of the page.

4. Change this line to italics.

5. Change this line to 24pt.

6. Change this line to Verdana font.

7. Center this line.

8. Add a bullet to this line.

9. Make this line Bold and 16pt.

10. Center and underline this line.

11. Change this line to Arial font in italics.

12. Make this line Comic Sans font, 18pt, Bold and underlined.

Screen Fill Formatting Buttons 

Warm-up
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Directions: Open a Word Document.  Hover over buttons on the ribbon on your computer to determine what they do.  Fill in the blanks that match each button on the document below.   
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How to Save a Document

Directions: in the space below, please list the steps you take to save a document.  Once you finish that, please answer the questions at the bottom of the page. 
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True or false:

1. When saving a file for the first time, you go to file and click on Save As. 


2. When you are updating the content of a file you have already saved, you need to rename it. 


3. When you are updating the content of a file you have already saved, you can simply click on the save button on the ribbon.


Save Reference Sheet

[image: image124.png]Bookl - Microsoft Excel

o@ R

Review  View 6@ @R
= = = X AutoSum
- ¥ Wrap eneral - =
-8 v B WL =R
= < Format Painter | | o Share Formatting - as Table - Styles~ |~ - - @CearT  Fitere Select~
AL £ v
B c D G H ] J K L M o P Q R s ~

i

Blu|xs|R R8s |5 |05 6|8 8|5 [R5 o = N o oo o |

> 1| Sheets

Sheet2 "Sheets (%3




[image: image125.png]W d9-0 0l Document2 - Microsoft Word o @ R
AT e | mse_raeiopon_ rerwencs_atings_ reviw oG

yrTe— % cut it A A B Ee=- B Arina-
@ rearen || Y e cotbr oy [i1 <A N A & =S LR sscoc AaBbC Aapbce AAB A ] repice
e g e B L Uvdex, x A-®-A-EEEE s &-E- Nopac. Hesdngl Headng2  THe |o Chenge | [To

ot 3 Paragrapn o 2| ating
=

wond

o __
o & I ) K

Page:1of1 | Words:6 | <5 | [EHeszs o0 ®

) start| & i fimages.bighirbc.. | (W] ExcelE B Excel-Bookl EETo @ zsm





1. [image: image126.png]Bookl - Microsoft Excel o@R
6@ @R
=, F X Autosum -
= & I
LI e
| Condtional Fomat _Cell | Insert Delete Fomat Sorté Find &
Formatting ~ as Table ~ Styles~ |~ - v QCkart  Fiter select~

Alignment 5 Number 5 Styles cells Editing

X9~ -

BT e | et eioonFomuss

& cut Gaton RETRRAV
2 copy -

Pste B rTe
o Format panter u

Clipboard 5 Font
E2 -~ £

Shwpren General -

Merge & Center = | $ ~ % 2

A ) c ) F G H ! ] 3 L ™ N o ) a R
1 camping supplies

items Cost  Whereto Purchase:
Tent

Sleeping bag

Flashlight

Waterbottle

First aid kit

cooler

Backpack

Power generator

sun screen

Duct tape

14

HEEEEE RN REEE |

16

RBRBRREEES

W 4> 01| Sheet1 /Sheetz sheets /%3 0K m

1
Ready | Eo@m wx o 0@
12 Start| & Pandara Radi - Listento... | [1] Dosument2 - Mizrasoft ... [[3] Microsoft Excel - Bo... W] Ecel Exercise 1- Data En..| (W] Dacument - Microsalt . Byo@ e




Click on File  

2. Click on Save As
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Click on My Computer on the left side of the Save As dialogue box 
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Click on the E: drive
5. Type a name for the document into the “File name” line  at the bottom of the window
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6. Once the document has a name, click on Save

Spell Check

This exercise will teach you how to use the computer to help you correct your spelling and grammar.  When you type a word in this exercise, type it exactly as it is written.  Many of the words are spelled incorrectly (misspelled) to show you how you can use the computer to correct your spelling.

Microsoft Word has a dictionary in the computer.  This dictionary knows many English words.  It does not know the names of people, the names of places, or words that are not English.

	1. Open Microsoft Word
	

	2. Type computtor
	

	3. Press the ENTER key.
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Do you see a red line on the screen under the word you just typed?  The red line means that the computer does not have this word in its dictionary.
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	5. Right-click on the word computtor.
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Click on the correct spelling for the word that matches the picture.
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	7. Press the ENTER key.

8. Type: Mowse

9. Press the ENTER key.
	

	10. On the Ribbon Click the Review tab.  Below is an illustration of some of the Toolboxes on the Ribbon:  Proofing, Comments, Tracking.
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	11. What are the other three toolboxes?  ___________________________________________

	12. In the Proofing toolbox, Click on the SPELLING & GRAMMAR button.
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	13. The word mowse has a red line, because the computer does not have this word in its dictionary.

	14. Click on the correct spelling for the word that matches the picture. It should say “mouse”. 
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	15. Click the CHANGE button.

	16. Click the OK button.

17. Type: Kibor.

18. Press the ENTER key.
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	19. In the Proofing toolbox, Click on the SPELLING & GRAMMAR button.
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	20. The dialog box provides suggestions for the word “kibor” which is not in the computer’s dictionary.  Use the Scroll bar under Suggestions to make sure the correct spelling is not on the list.

It is supposed to say “keyboard”
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	21. If the spelling is very wrong, the computer cannot find the correct spelling for you.  Highlight the word in the dialog box and Type the correct spelling:  keyboard.
22. Click the CHANGE button.
21. Click the OK button.

23. Type:  Mukta and Press the ENTER key.
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	22. Mukta is a woman’s name.  The computer does not know the names of people.
Click on the SPELLING & GRAMMAR button.

23. The name is underlined in red, because the computer does not know this word.  Click the IGNORE ONCE button.

24. Now the computer knows that Mukta is not a mistake.  Click the OK button.
	

	
	

	
	

	25. Type: Salsa verde

26. Press the ENTER key.

27. Right-click on the word verde.

28. Click on IGNORE (or Ignore All).
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	29. Type: his name George.  he is eating

30. Press the ENTER key.

31. Sometimes the computer will automatically change the first letter of a sentence to a capital letter.  Look at the last two sentences.  Is the first letter capitalized?  If not, Capitalize his and he.

32. Click on the SPELLING & GRAMMAR button.
	

	33. “His name George.” is a fragment; it is not a complete sentence.  Click between “name” and “George.

34. Type: is

35. Click the CHANGE button.

36. When the spell check is complete, Click the OK button.
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	37. Spell check cannot find all mistakes.  There is a problem with the last sentence.  Every sentence should have a punctuation mark of some kind at the end.  In this case is should be a period.  Click after the word “eating” Type a period.

	38. Type: Please turn on the lamb.

39. Press the ENTER key.  There are no red or green lines, but there is a problem.
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	40. The correct word is lamp
	NOT lamb.

	The computer did not show a red line under the word, because lamb is in the English dictionary.  But it is not the correct word for this sentence.

41. Delete the word “lamb.”  Type: lamp.
Remember, spelling and grammar check is very useful, but you still need to look carefully at what you type and use your brain!

	42. Ask a teacher to check your work.  The teacher will sign in the box on the right.
	

	43. Close the document.  Do not save.
	


Review 
1. Change the spacing of all text in this review to 2. 

2. Change the font to size 22 in this line only. 

3. Use the ribbon to make the text in this line red. 

4. Bold line 3. 

5. Center-align this line. 

6. Right-align this line. 

7. Answer the following  questions;

8. If you want to keep a file you have never saved before, you must click: 


9. If you want to save a file you have already saved, you click: 



10. Change questions 7 and 8 to bulleted items instead of numbered items. 

11. Change the page margins to 2 on each side.

12.  Make this page Landscape.  

13.  Undo the change you made in the previous step. 

14. Copy this line and paste it 3 times after the last line.

15. On your USB drive, create a new folder named “Practice”. 

16.  Save this file as “Your Name Review” into a new folder named “Practice”

17.   Spell check this document and corrcet any errors. 

18.   Click the Save button on the ribbon.

19.   When you get to this step, have your teacher check your work. 

Email Resources

Remembering Email Information 

First, we’ll need four pieces of information:

1. What is your e-mail address? 
Be sure to include your username, the @ sign, and the e-mail service. Example: joe55@gmail.com
	


2. What is your user name? 

The username is the first part of your e-mail address (the part before the @ sign). Example: joe55

	


3. What is your password? 

This is the secret code that gives you access to your e-mails. It’s similar to a PIN number for an ATM. Example: hockey2323
	


4. What is the web address of your e-mail service? 

This is the place where you access your e-mails online. 
	


5. Log into your e-mail

6. Find someone else who is completing this activity and exchange email addresses with them.  Be sure to write down the exact email address.   
	


Email Format 
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Send versus Reply

Part 1: 

Write down another classmate’s email address here (be sure to double check spelling):
	


Part 2: Compose a new email
1. Click on the appropriate button to create  new email
2. Type in the recipient’s email address 
3. In the body of the email, ask your partner where they would like to visit if money was not an option. 
a. Be sure to include all necessary parts of the body of an email. 
4. Be sure to include a subject in the email. 
5. Check for any spelling mistakes, especially in the recipients email address.
a. Did you include @gmail.com? 
b. Do not include any spaces in the email address 
6. Send the email. 
Part 3: Reply to email
1. Open the email that your partner sent to you. 
2. Read through the email and then click on Reply.

3. Reply to the email and include all necessary parts of an email. 
4. You do not have to type in the recipient’s email address, because when you click reply, Google knows you are sending an email back to the same person who emailed you. 
5. Additionally, you do not need to include a subject, because one has already been picked by the original sender. 
6. Check for all necessary parts of an email. 
7. Send the email. 
Forwarding Emails
Part 1: 

1. Find a partner, one you have not sent an email to before, and write down their email address below (be sure to double check spelling):

	


2. Compose a new email to your partner. 

3. In the body of the email, type the following information:
There has been a change in the times for the Computer and Literacy class due to conflict. The class will now take place from 9pm to 11pm, instead of 6:30-8:30.  Please forward this information to any relevant parties. 

Sorry for any inconvenience. 
4. Be sure to add a greeting and contact information

5. Come up with a subject that explains the context of the email.

6. Check to make sure you have included all of the necessary items in an email and the necessary items of the body of the email. 

7. Send the email.


Have teacher check before you move on to Part 2

Part 2: 

1. Find a new partner, not the one you just sent an email to, and write down their email address below: 

	


2. Open the email that your partner sent you in Part 1.

3. Locate the Forward button and click on it.

4. Type the recipient email address in the appropriate space. 

5. In the body of the email, the text portion should include:

I thought you might want to know this information, in case you were not already informed. 

6. Be sure to  include a greeting, salutation and contact information.  
7. Check the recipient email address for any spelling mistakes.  Make sure it includes @gmail.com

8. Check to make sure every necessary part of emails is included.

9. Send the Email. 

Email Attachments 
1. Ask a partner for their email address, write it below:

	


2. Compose a new email

3. Type recipient email address into appropriate space

5. Click on Attach a File
6. Click on My Documents
7. Locate Story Starters and click on the file

8. Click on Open 
9. Type the body example the class came up with (or type your own version if you wish)

10. Come up with an appropriate subject
11. Double check spelling of the email address and make sure everything is included in the email

12. Click on Send 
Email Safety
	Types of Bad Email
	How it is used/What it is
	How to combat/Avoid it

	Viruses and worms
	· Emails are sent with attachments that are actually viruses
· Often look like they are emails from someone you know and say something like “Look at what we did!” making it seem real
	· Never open email attachments from someone you do not know.  If you think it might be legitimate, send an email to the person who sent it and confirm they did indeed sent it. 

· Always make sure your antivirus software is up to date.  Your antivirus software will combat many bad attachments that could lead to a virus infecting your system.

	Phishing
	· Emails that looks like legitimate (real) institutions/companies such as eBay, Visa, State Farm and so on…
· Phone calls (not email related but still important)
	· NEVER gives out personal information in an email reply.  Companies will never ask for personal information via email
· If you get a call asking for personal information, verify who they are.  Best practice- hang up and call the number you have for the company or look it up on their website

	SPAM
	· Unsolicited emails sent in mass numbers to thousands of people in an attempt to get them to purchase things
	· Never buy anything from a SPAM email
· Do NOT use your email address to sign up for things on the internet without reading the company’s privacy policy to make sure they won’t sell your email to other companies

	Chain Letters 
	· Emails that ask recipients to forward on to any number of people on their contact list 

· They speak of anything ranging from spiders in the toilet to free gift certificates or even getting paid to forward he email
	· They are all hoaxes and should be avoided
· Forwarding the message on is  not only annoying to those who receive the message, but prolongs the problem


Email Safety: Tips for opening emails 

· If you think something seems wrong with an email, delete it IMMEDIATELY

· If you get a window asking you to install something when you open an email, click “No” or simply exit, and then delete the email
· If an email address directs you to a Web site that asks you to install something, click “No” or exit, and then delete the email

· If an email comes from someone you do not know and the subject looks suspicious, delete the email.

Email Review
Follow the directions as you read them.  If you have any questions, be sure to ask your teacher.  

1. Login to your email if you have not done so already 

2. The first page you see in your email is called 


.  This is where all of your received emails sit. 
3. Click on the appropriate button to create a new email. 

4. Ask another member of the class for their email address, write the address below:

	


5. Circle the part of their email that is their username.
6. Draw a square around their Email Service Provider. 

7. Send an email to your classmate and the teacher’s email address. 

8. In the email, ask the recipients to lunch.  Be sure to include all 4 necessary parts of the body of an email. 
9. You should now have the recipient email addresses and the body, what are you missing?
10. Once you have all of the necessary parts of an email, double check to make sure the recipient email addresses are typed correctly and accurately. 
11. Send the email. 

Emailing to Multiple Recipients

Part 1:

1. Write down two of your classmates email addresses in the table below:
	

	


2. Send them an email asking ONE of the following questions:

a. Where is your favorite place in the world?

b. How are you feeling today?

c. Who is your favorite actor/actress?

d. If you could visit any country, which one would you choose?

3. Before sending, what three things must every email include?

	1.

	2.

	3.


Part 2:
1. Open the email you have received from a fellow classmate.

2. Click on reply
3. Type a response to the question asked in the email you were sent.

4. From whom was the email sent?
	


5. Open another tab within your email page.  [image: image26.png]Y Gmail: Email from G... % | [
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6. Type “google.com” into the address bar. 
7. Click on Images

8. Type a picture that represents a response to the question that was asked in the email.

a. For example: If someone asked you how you are feeling, you could send them this picture if you are feeling sad:

9. Right click on the picture

10. Click on Save Picture As in the dropdown menu

11. Save the picture to your USB Drive
12. Name the picture so that it is easy to locate later on
13. What is the name of the drive that you save the picture to within My Computer?
	


14. Click on the gmail tab to return to your email

a. Do NOT click on the “x” that appears on the tab icon

15. Click on Attach a File

16. Locate the picture that you recently saved

17. Click on the file (picture) 

18. Click on Open

19. Check to make sure the document loads

20. Send the email with the attachment

Microsoft PowerPoint Resources 

PowerPoint Inserting Slides and Changing Layouts
In this class, you will create a presentation.  You will show your presentation to the class.

As you type your information, think about what you will say when you present.  You should NOT read exactly what you have typed. You should type short sentences or phrases that you will talk about during your presentation.

To start, follow the step-by-step instructions.

1. Open MICROSOFT POWERPOINT.

SLIDE 1

2. You will see a blank first slide.  It has two text boxes.  Click in the top box and Type your name.

3. Do NOT type anything into the “Click to add title” box
SLIDE 2

4. Click on INSERT from the Menu bar. 

5. Click on NEW SLIDE from the dropdown menu.

6. Choose a slide layout for slide 2. Click to insert it.


7. Click in the boxes and type the name of a dessert, any dessert

SLIDE 3

8. Click on INSERT from the Menu bar.

9. Click on NEW SLIDE from the dropdown menu.

10. Click in the boxes and type a description of the dessert listed in Slide 2 and make the text bold
SLIDE 4

11. Click on INSERT from the Menu bar.

12. Click on NEW SLIDE from the dropdown menu. 

13. Insert Slide 4.

14. Type another dessert in slide 4 and change the font to CASTELLAR
SLIDE 5

15. Insert Slide 5

16. Type a description of the dessert listed in slide 4 and underline the text.

Choosing a Slide Layout
Title Slide:  use for the first slide in a slideshow.


Title and Text Slide:  use for slides that have mainly text in
keywords and short phrases.





 Title, Text, and Content Slide:  use for slides that will have both text
and an image, graph, video, etc.


Title and Content Slide:  use for slides that use a key word or
phrase for the title, with the majority of the slide showing an
image, graph, video, etc.


Content Slide:  use for slides where a single image, graph, video, etc.
will fill the slide, and you will have no text.


Blank Slide:  use when you want to design and plan your own
unique slide.


Slide Design-versions older than Windows 7
Formatting Your Presentation
1. Click on the FORMAT menu. Click on SLIDE DESIGN.
2. On the right side of the screen, Click on any design example to see how it looks on your presentation.
3. Scroll Down to see more design examples.  Select the design you like the most.
4. Now you will format the text in your presentation.  Click on the picture of slide 1 on the left side of the screen.
5. Highlight the text.
6. Click on the FORMAT menu and Click on FONT.
7. In this window you can change the font, font size, and font color.


/
8. /By checking the boxes in the left corner you can try special effects like shadows or embossing (makes the letters look like they stick out).
9. As you experiment consider what colors and size font will stand out to people seeing your powerpoint from across the room. You may want to get up and walk away from the computer and see if you can read the words. When you are done making changes Click on OK.
10. /Change one piece of text on each slide. 
11. Have a teacher check the work and sign here:
Slide Transitions

Directions: Below you will see space to write down the steps to add transition to a slide.  Work with your classmates and your teachers to come up with the steps.  You can then use these for your own reference in the future. 

Write steps below:

PPT True or False:

1. PowerPoints should be presented like an essay, with all of the words available for the audience to read. 


2. PowerPoints should include transitions that take a long time to move from one slide to another.

 



3. Information on a PowerPoint should be short and concise. 


4. A slide with yellow background and green text is easy to read. 

5. You can change the format of text after you have typed it in. 


Microsoft Excel Resources
You can find more resources at 
http://tlc-mn.org/digital-inclusion/curriculum?topic=6&difficulty=All&audience=All&language=All
Excel Screen Fill
[image: image27.png]



Directions: Write the name of each thing or what it does.

1. What is the name for a page you make in Microsoft Excel?

____________________________
2. What cell is #1 pointing at? (Name of the cell)

_________________________
Data Entry, Resizing Cells, Merge and Center
In this exercise you will practice:

· Opening and closing Microsoft Excel

· Navigating the Ribbon, the Home tab and different Groups

· Entering data in cells

· Selecting cells 

· Changing column width

· Recognizing the Rows, Columns, the Formula bar and the Name Box

· Using Merge and Center for titles

· Basic cell formatting


1. Double-click the green Microsoft Excel 2010 icon on the desktop to open Excel.
2. Microsoft Excel will open a new workbook. The workbook should look like this:
3. Cell A1 has a black box around it. This means cell A1 is selected. Type: Camping Supplies


4. Press Enter on the keyboard. Now cell A2 is selected. Press Enter again. Now cell A3 is selected.
5. Type: Tent in cell A3 and then press Enter on the keyboard. Your spreadsheet should look like this: 

6. Type: Sleeping bag in cell A4 and then press Enter.

7. Type: Flashlight in cell A5 and then press Enter.

8. Type: Water bottle in cell A6 and then press Enter.

9. Type: First aid kit in cell A7 and then press Enter. 

10. Type: Cooler in cell A8 and then press Enter. 
11.  Type: Backpack in cell A9 and then press Enter. 
12. Type: Power generator in cell A10 and then press Enter.

13. Type: Sun screen in cell A11 and then press Enter.

14. Type: Duct tape in cell A12 and then press Enter. Your spreadsheet should look like the one above. 
15. Click the words Camping Supplies cell A1. This will select the cell.  It looks like the word Supplies is not selected because it is partially in cell B1. 
16. Look at the Name Box above the spreadsheet. This shows that A1 is selected.
17. Look at the Formula Bar above the spreadsheet. This displays all the information in cell A1. 

18. Change the width of column A to make the entire phrase “Camping Supplies” appear selected and to make the spreadsheet look neater. Hold the cursor over the line between the column headings A and B. When the cursor looks like this: click and drag to the right to widen column A.
19. Click in cell A2 to select it. Type: Items and then press Tab on the keyboard.

20. Now cell B2 is selected. Type: Cost and then press Tab.

21. Type: Where to Buy in cell C2 and then press Tab.

22. Type: Purchased in cell D2 and then press Tab.             The headings Items, Cost, Where to Buy, and Purchased organize the information in the spreadsheet. Your spreadsheet should look like this: 

23. Click in cell C2. All the information in this cell is not visible, but in the Formula Bar all the information is displayed.
24. Change the width of column C by holding the cursor over the line between the column headings C and D and then clicking and dragging until the entire phrase “Where to Buy” is visible.
25. Change the width of column D so that the entire word “Purchased” fits in column D.
26. Select cells A2, B2, C2, and D2 by clicking in cell A2 and dragging the cursor to D2. Now all four cells are selected. Look at the black border around the cells to see which one are selected.

27. On the Home tab in the Font group, click the Bold command to make the selected headings stand out. 
28. Select cells A1, B1, C1 and D1 by clicking in cell A1 and dragging the cursor to D1.
29. On the Home tab in the Alignment group, click Merge & Center. Merge & Center makes the selected cells into one cell and centers the information in the cell. This makes it clear that Camping Supplies is the title of the spreadsheet.
	
	A
	B
	C
	D

	1
	Camping Supplies

	2
	Items
	Cost
	Where to Buy
	Purchased

	3
	Tent
	200
	REI
	

	4
	Sleeping bag
	50
	REI
	

	5
	Flashlight
	15
	Gander Mountain
	

	6
	Water bottle
	10
	Target
	x

	7
	First aid kit
	25
	Amazon
	

	8
	Cooler
	35
	Sears
	x

	9
	Backpack
	41
	North Face
	

	10
	Power generator
	225
	Gander Mountain
	

	11
	Sun screen
	8
	Target
	x

	12
	Duct tape
	5
	Wal-Mart
	x


30. Keep cell A1 selected and in the Font group click the Bold command and change the font size to 16.
31. Click in cell B3 and then Type 200 and then press Enter.
32. Type the numbers, names of stores, and Xs in the rest of the spreadsheet to look like this one. 

33. Select cells B3 through B12 by clicking in cell B3 and dragging the cursor to B12.

34. In the Number group, click the $ symbol to add dollar signs to all the prices. 
35. Select cells A10 though D10 by clicking in cell A10 and dragging the cursor to D10.
36. Press Delete on the keyboard to erase the information in these cells. The Power generator is too expensive for the camping trip.
37. Select cells A11 through D12 by clicking in cell A11 and dragging the cursor down one row to D12. The selected cells should look like this: 

38. Hold the cursor over the border of the selected cells. Look for this cursor:
39. When the cursor looks like four arrows, click and drag the cells up one row. 

40. Click in cell A12. The spreadsheet should look like this: 
Insert Columns and Rows
Directions: Fill in the blanks. 
1. What is the first thing you do in order to insert a column or row?
2. When you insert a row, it is placed


 the row that is selected.

3. When you insert a column, it is placed to the 

 of the column selected. 
4. When looking for File, Insert or Edit, you look at the

 



. 

5. Draw the cursor you look for when adjusting column width:

Insert Columns and Rows
Directions: Fill in the blanks. 
1. What is the first thing you do in order to insert a column or row?
2. When you insert a row, it is placed


 the row that is selected.

3. When you insert a column, it is placed to the 

 of the column selected. 
4. When looking for File, Insert or Edit, you look at the

 



. 

5. Draw the cursor you look for when adjusting column width:
Column Width, Autofill, Formatting and Moving Cells
In this exercise you will practice:

· Opening and closing Microsoft Excel

· Navigating the Ribbon, the Home tab and different Groups

· Changing column width

· Using the AutoFill feature to enter data

· Formatting data (as currency)

· Changing font size and bolding text

· Moving cells


1. Double-click the green Microsoft Excel 2010 icon on the desktop to open Excel.

2. Type: Dinner Specials at Joe’s Eatery and press Enter. The text should appear in cell A1

3. Type: Sunday and press Enter. The text should appear in cell A2.

4. Normally, we would have to type every single day of the week (“Monday,” “Tuesday,” and so on) in the cells below. But let’s use Excel’s AutoFill feature instead. To autofill, first click in cell A2 to select it.
5. Bring your mouse over bottom-right corner of the cell. When you are hovering over the exact corner, your cursor turns into a cross +. Here’s what you should see:
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6. Click on the corner box and DRAG your mouse downwards until you create a gray box around cells A2 to A8. Let go of the mouse button.
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  AutoFill notices when we’re typing a pattern and fills in the rest for us! This feature is useful for dates, counting, and other repetitive data.
7. Click in cell B2 to select it. Type: Pot Roast and press Enter. 

8. Take a look at the finished chart to the right. Type in the remaining Dinner items in cells B3 to B8.

9. Let’s make out table a little easier to read. Bring your mouse over the line between “B” and “C” on the label bar and double click. 
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10. Click in cell C2 and type: 8.99 and press Enter

11. Type: 7.99 and press Enter

12. Continue typing in the prices into cells C4 to C8 as shown to the right:
13. Select cells C2 to C8

14. Click the currency button ($) in the Number group of the Home ribbon.
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15. The chef decided to replace Tuesday’s Veggie Burger with a Kobe Beef Burger. It’s going to cost more, too. Click in cell B4 to select it.

16. Notice that “Veggie Burger” appears in the formula bar just below the ribbon. Click in the formula bar after the word “Burger.”
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17. Press the Backspace key until you have erased Veggie Burger. Now, type: Kobe Beef Burger.
18. Press Tab.
19. Click in the formula bar after “6.99”

20. Press the Backspace key until you have erased 6.99. Now, type: 9.99

21. Press Enter.

22. We forgot to add titles for our categories! Select cells A2 to C8.


23. Hover your mouse over the black border at the edge of the selected cells. You should see this cursor: 
24. Click and drag the entire selection of cells down 2 rows. Here’s what the result should look like:
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25. Click in Cell A3 to select it.

26. Type: Night and press Tab.

27. Type: Special and press Tab.

28. Type: Price and press Enter.

29. Select cells A3 to C3.
30. Click on the Bold button in the Font group of the Home ribbon.
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31. Select cells A1 to C1.

32. Click on the Merge & Center button in the Alignment group of the Home ribbon.
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33. Click on the downward-pointing triangle next to the Font Size. You can find this in the Font group of the Home ribbon.

34. Click on 16 to increase the size of the title.
35. Finally, bring your mouse over the line between “A” and “B” on the label bar. 

[image: image37.png]A Al

1 Dinner Specic

2
2 | ik ernarial




36. When you see the cursor for making columns wider, double click. It looks like this: [image: image38.png]



37. Your spreadsheet should look like this:
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38. Save the spreadsheet with the file name: Excel 2 Nightly Dinner Specials.xls

Budget Creation Example

DIRECTIONS: Read through the passage and create a spreadsheet that displays the amount of money Elsie spent in different categories in the month of July.  
“Elsie spends $560 for her rent and $110 for utilities including internet, cable, water and electric.  Elsie takes the bus to work and adds $30 to her pass twice a month.  Additionally, she spent $75 on groceries and spent $95 eating out at restaurants.  

Elsie had a few miscellaneous expenses in July, ones that do not typically come up.  Her mom’s birthday was in July, so she bought her tickets to a play for $120 total.  She also had to pay a $110 parking ticket.  

Elsie’s largest expense results from paying off her college loans.  She has to pay $310 every month towards her loans.  Her biggest non-essential expense comes from her love of shopping.  In July alone, Elsie spent $350 on new clothes.”

1. Which vocabulary word would you use to label the money Elsie earns? 
2. How would you label the expenses listed in the second paragraph?

Part 2: Create a Budget

1. Use the information above to create a budget in Excel using appropriate labels. 

2. Be sure to adjust the width of columns to fit all of the information. 

3. Use the Currency button to create dollar amounts.

4. Insert a column between the list of expenses and July amounts in order to enter information for June. 

5. Save the spreadsheet. 

Chart Wizard


1. Which of the cursor displayed above would allow you to move a chart around? 
2. Which of the cursors displayed above would allow you to shrink or expand the size of a chart? 
3. What kind of graph is   

          displayed to the left?

4. What information is this 

          graph displaying?

5. Which percentage is the largest? Write amount. 


6. What kind of graph is displayed to the right?  

7. What information is this graph displaying?

Internet Resources

You can find more resources at 
http://tlc-mn.org/digital-inclusion/curriculum?topic=7&difficulty=All&audience=All&language=All
Internet Screen Fill

Home Button

Forward and Back Button

Refresh

Address bar

1. 


 



2. 






3. 






4. 






Back, Forward Arrow Practice
1) Double click on Internet Explorer to open the web browser.
2) Type the following URL into the address bar: 
www.wunderground.com
3) Press the Enter key. The homepage for Weather Underground will now appear in your browser.
4) Click in the search box next to Enter a location. [image: image40.png]SignorSignUp  Settings [
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5) Type your city and state.

6) Click the “Search” button.

7) Scroll through the page and check out some of the detailed information.
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8) Click the back button to return to the homepage of Weather Underground.
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9) Click the forward button to return to the page you were most recently on. 
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10) What is the current temperature of St. Paul, MN? ___________________

11) Now click in the local search bar
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12) Search for another location by typing the name of a city and/or country in the search bar and pressing the search button. (such as “Tokyo, Japan” or “San Francisco, CA”)

13) Once you have read this second weather forecast, click the back button until you find yourself at Weather Undergrounds homepage.  (Note: you may have to click the back button three or four times to navigate back through the page on St. Paul as well.)
Google Internet Search Terms
Directions: This is a great introductory activity to Google Searches.  It emphasizes the necessity of picking simple yet specific search terms. 
1. What is the population of Canada?

a. Type in: 






b. Answer:






c. URL:







2. Who is the Governor of Minnesota?

a. Type in: 






b. Answer:






c. URL:







3. Who was the United States of America’s 5th President?

a. Type in:






b. Answer:






c. URL:







4. Where is the Minnesota Science Museum located?

a. Type in: 






b. Answer:






c. URL:







5. What is the current Billboard #1 song?
a. Type in: 






b. Answer:






c. URL:







6. What is the surface area of Malta?

a. Type in: 






b. Answer:






c. URL:







7. When was the first computer created?

a. Type in: 






b. Answer:






c. URL:







8. Who created the first computer?

a. Type in: 






b. Answer:






c. URL:








Exploring Wikipedia
Part One: Searching for Articles
1) Open up Internet Explorer. Type en.wikipedia.org into the address bar and press the Enter key.
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The first page that appears is the Home Page of Wikipedia. The home page shows us highlight from recent articles, as well as links (anything in blue text) to other parts of Wikipedia. 
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The home page is also where we find the local search bar, which will let us search for articles by keyword.  (Since this is a search bar just for Wikipedia, it will only search for Wikipedia articles.)

2) Click on the gray words “Search.” Once a blinking bar appears, type: Library

3) Press Enter to search.

A new page with information about libraries will load in your browser. This is called a Wikipedia entry. Entries are composed of a short introduction (with photos) at the top, a table of contents, and a longer, more detailed article.  

4) Take a few minutes to read over the article. 
5) When you are done, scroll back to the top of the page and find the Search box again. Click into the search box and type Minnesota State Fair and press the Enter key. 

6) Read this article for a minute.

Part Two: Links in Wikipedia (or “Wiki-surfing”)
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The article about the Minnesota State Fair you are reading will have some words in blue. Blue words are links to other Wikipedia articles. When you click on a link, it will take you that article.

1) On the Minnesota State Fair article, find a word in blue. Write down the word below:

Blue link #1: _______________________________________________________

2) Click on the link to read a new article.

3) After browsing this new article, find a second blue link. Write down the word below:

Blue link #2: _______________________________________________________

4) Click on the link to read a third new article.

5) Find a third blue link. Write down the word below:

Blue link #3: _______________________________________________________

6) Click on the link to read a fourth and final new article.

7) Jumping from one web page to another is called surfing the Internet. Notice how you began with one topic, but ended up somewhere completely different. This is one of the great (and distracting) things about using the Internet to do research. 

Using Craigslist
Craigslist is a website that offers local classifieds in many cities. The website is a lot like the classifieds section of the newspaper. People and organizations can list job opportunities, items for sale, housing information, personal ads, or community resources.

Craigslist has categories and sub-categories, so it is easy to find specific information. Each category and sub-category is a link. For example, if you are looking for a customer service job, you can click on the link for the category ‘jobs’ or you can click on the link for the sub-category ‘customer service’.

1. Open up a web browsing program. (Either Mozilla Firefox or Internet Explorer)

2. Type “Craigslist” into the Google search bar and press the Enter Key.

3. Click on the first result that shows up.  This should bring you to the Saint Paul/Minneapolis specific craigslist site. 

4. Click on the ‘housing’ category, you will see a list of links to available housing. Click a link to see more information about one of the houses or apartments. 
(Remember links are in blue text usually)

a. How much does it cost to rent each month? ​​​ _______________________

b. Where is the housing? _________________________________________

5. Click the Back button on the browser until you get back to the Craigslist homepage.

6. Under the “Jobs” category, click on the ‘retail / wholesale’ sub-category.

7. On the list of retail / wholesale job opportunities, click a link to see more information.
a. What company posted the job? _______________________________

b. Where is the job? __________________________________________

c. How much money does it offer? ______________________________

8. Get back to the Craigslist homepage and find item that is for sale. (Use the back button)

· What is the item? ________________________________________________

· How much does it cost? ___________________________________________
 GCF Learn Free
1. Open Internet Explorer by double-clicking on the desktop icon.

2. Click in the address bar and type the following address: 
www.gcflearnfree.org
3. Hit the Enter key. You will be taken to the homepage of GCF Learn Free
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4. Click on the Technology button. A new menu will appear in the top of the screen. Now click on “All Computer Topics >>>”



From here, you have access to a wide variety of computer topics to explore. Take a few minutes clicking around and exploring these lessons. If you would like to view a video, make sure to request a set of headphones. 

Google It! An Introduction to Search Engines
1) Double click on the Internet Explorer icon on the desktop to open up that program.
2) Click once in the address bar to highlight what is typed there.


3) Type the following URL into the address bar:
www.google.com 
4) Press the Enter key. The home page for Google will appear

5)  What is a topic that you would like to search for? Write a keyword or phrase below:

(e.g. weather in St. Paul  or Vikings tickets or world holidays)

Your Keyword:
_________________________________________

6) Click inside of the search box and type your keyword. Click on the Google Search button to search for your keyword, or click the blue button that looks like this [image: image49.png]



7) It is important to note that the first few results might be advertisements!  Ads will have a slightly different colored box surrounding them, you can more easily see the box if you look at your screen from the side. 
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8) What is the name and the URL of the first search result for your keyword? Note that the name is blue and underlined, and the URL is green and beneath the name.

Result Name:
__________________________________________

URL:

__________________________________________

9) Click on the name of the first search result (the blue underlined words) this is a link that takes us to a website. Read the site for a moment.

10) When you are done, click the back button to return to your search results. [image: image51.png]It hitp://www.goo





11) Click the downward facing arrow until you scroll to the very bottom of the search results 
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12) At the bottom you can view more pages of results – there are literally millions of pages. Let’s click on next to see the next page of results.
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13) What is the first result on page 2? Remember to avoid the advertisements! (If there are any, they will have a slightly discolored box around them.)

Result Name:
__________________________________________

URL:


__________________________________________

14) Click on the name of the result to navigate to the page and read about the webpage.

15) Press the Back button until you return to the Google homepage and search for another topic. Try exploring the search results.

16) What did you search for this time? __________________________________________

17) What did you learn? ________________________________________________________________________________________________________________________________________________________________________________________________________________________

Wikipedia and Google Scavenger Hunt

Best if used after one-on-one practice with search engines; must go over best search terms. 

Part 1 Directions: Everyone needs to go to Wikipedia.com and select English.  You should then search for Abraham Lincoln within Wikipedia. This is a practice in using hyperlinks.
1. Who was Abraham Lincoln’s fourth son?




a. Click on the son’s hyperlinked name.

2. Who was the son’s mom? 





a. Click one the hyperlink for her name.

3. Where is she from?






a. Click on the hyperlink for the city.

4. How large is this city in square miles? 





End of Part 1: Check your answers with a partner if you have not done so already.  Once you have checked answers, move on to Part 2.

Part 2 Directions: Use the information given to find the answers to what is asked by searching Wikipedia. 

1. How tall is Minnehaha Falls? 

   




2. How does Minnehaha translate to English? 





3. Minnehaha Falls became a tourist destination after the publication of what? 

    



4. Who wrote that poem? 





5. What year was this poem written? 

 


End of Part 2: Check your answers with a partner if you have not done so already.  Once you have checked answers, move on to Part 3.

Part 3 Directions: This is the final portion of the scavenger hunt.  Go to a search engine to seek out the answers to these questions.  There is no one correct answer! 

1. Search for one fact about computers that you never knew before.

2. Search for one historical event that happened in your birthday. What is the event? 




















Directions: Fill out this form with your information to be more efficient in your job application process. Keep it with you wherever you go to fill out job applications. 





Personal Information Form





Don’t








Do








Price





More information





9. Once highlighted, click outside of the text.  Text is no longer highlighted.  Practice a few times. 





10. Before next step, make sure text is highlighted. 





Click on the arrow next to the number 12. 


Click on a larger number.  


This will change the size of the letters.








16.  Press the Enter button. 


17. Type the alphabet again on the next line.  You should now have two alphabets.  
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Salutation: Dear Mr./Ms., Hello, Dear Sir or Madam, To whom it may concern, Hi (casual), 


Body: Keep your letter simple and focused, so the purpose of your letter is clear.  The first paragraph of your business letter should provide an introduction to why you are writing.





Then, in the following paragraphs provide more information and details about your request.





The final paragraph should reiterate the reason you are writing and thank the reader for reviewing your request.





Leave a blank line between each paragraph.





Complimentary Close: Thank you for your time, I look forward to hearing from you, Respectfully yours, 





Contact Information


First Name Last Name �Email Address �Phone








username@gmail.com





This is where you write the PURPOSE of the email
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Countries by Area
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The bottom result has no red box around it so you know that it didn’t pay Google to be put first in the results.





The top example is an advertisement.  You can barely see a red colored box surrounding the information.


It’s best to be wary of ads.
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