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Basic Navigation

I Launching a Web Browser

Students will be asked to locate the Internet Explorer icon on their desktops and open the
program by left clicking on the icon with the mouse twice.

This will bring up the Mpilonhle Moodle Website in Internet Explorer (this site will be set as the
default homepage for all computers) which will be the starting point for all assignments.
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l Logging into the Mpilonhle Moodle Site

Students will be asked to enter their Username and Password into the text boxes on the main
page of the Mpilonhle Moodle site.

(The Username and Password for students will be provided in advance).
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Ask students to click onto the Mpilonhle Computer Curriculum button on the Mpilonhle main
page.
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This will bring students to the Login Page of the Mpilonhle site.

Students will be asked to enter their Username and Password into the text boxes. (The Username
and Password for students will be provided in advance).
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Once students have logged in, they will be brought to the Mpilonhle Computer Curriculum
assignments page.

At this point, students will be asked to minimize their web browser programs and open Microsoft
Word.



Minimizing a screen
In the top right corner of the screen, students will see three buttons:

Close
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Close Button

Restore Down
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Minimize
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Minimize Button

Explain that the Close Button will end the selected program.

Demonstrate the Restore Down and Minimize buttons to show students that these are ways to
diminish or hide a program and reveal the desktop and other programs.

Ask students to minimize their internet browser windows and open up Microsoft Word.



l Running Microsoft Word

Similar to launching Internet Explorer ask students to run Microsoft Word by left clicking twice
with the mouse on the Word icon.

‘ d Microsoft Word
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Ask students to use the Restore Down or Minimize button to reduce or hide the Microsoft Word
program. Restoring down or minimizing is useful when switching between programs such as
going back and forth between Microsoft Word and a Web Browser. For more information about
these functions see the next task.



l Switching between Microsoft Word and Web Browser

Being able to switch between a Microsoft application and Internet Explorer will be an important
skill for students to learn to be able to complete assignments. Many assignments will ask
students to work with a programs including Microsoft Word and Excel and to save and upload
documents to the Mpilonhle site.

Switching back and forth between programs will allow students to work on assignments and
refer back to the Mpilonhle site for instructions.

Exercising skills gained using the Restore Down and Minimize buttons, students can switch
between programs by:

1. Restoring down the Microsoft Word program and the Internet Explorer program so that
both screens can be seen on the desktop at once (as shown below).

Students will be able to click on either screen to work with that program. Students can
also switch to the other program at any time by clicking on the other screen. Users can
switch back and forth as many times as desired.
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OR, students can switch to another program by:

2. Using the Minimize button, students can reduce their program to the task bar (shown
below). Once a program is minimized simply click on the program icon on the task bar
to restore the program screen to full size.

By minimizing one program, students will be able to view the screen for the other
program and can return to the original program by restoring it from the task bar (by
clicking on the icon).



l Submit Lesson Assignments

When a student has finished an assignment, whether using Microsoft Word, Excel or
PowerPoint, they will need to submit it to the Mpilonhle site. The process to submit a finished
document is the same for all three programs.

1. Saving to the Desktop - When they have finished an assignment, a student will first save
the document they are working to the desktop. To do this students will:

b) On the drop down box that appears, select the Save As button

a) Click on the Office button on the top right of the screen.
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c) A new popup box will appear. Select the desktop location for the file to be saved
and type a name for the document (try to come up with a name that will be easily
remembered). Once the desktop has been selected and a name given to the
document, click on the save button.
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d) Once saved, an icon of the saved document will appear on the desktop (see
below). To continue working on the document, left click twice on the icon.
Students must remember to save any more changes to the document before
closing the document to prevent their work from being lost.

11



. Coaftn - Mol Cu

2. Uploading a document to the Mpilonhle site — Once a student has finished working on
an assignment and saved their progress to the desktop, they are ready to upload the
document. To do this students will:

a) Go to the bottom of the Mpilonhle assignment page where they can upload saved
files (see next page). To select the saved word document click on the Browse
button.

Upload a file (Max size: 1MB})

Browse. |
Upload this file
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b) A popup box will appear where students will select the Desktop location and then
select the file name they saved. Once the file name is selected, the student will
click the Open button.

Save As
Savein:  |[} Desktop
I_iMy Documents

L «d My Computer
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c) Once the student clicks the Open button, the file path will appear in the box at the
bottom of the Mpilonhle page (see below). The student will then select the
Upload this file button to finish submitting.

Upload a file (Max size: 1MB)

C:\Documents and Settings\imcmanusiDesktop\Mpilonhe  Browse..

Upload this file

13



l Copying and pasting text and images

Copying and pasting text and images is a useful way to transfer data from one source to another.
You may want to include outside text or images in a Word document you create, or add numbers
and other information to documents such as an Excel file.

There are a couple of options for copying text or an image:

1. Highlight the text or image.
2. Right click on the text or image and select Copy.
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the text or image pasted, right click and
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OR

Instead of right clicking and selecting Copy on highlighted text and images, you can use quick
keys to copy.

1. Highlight the text or image.
2. Press the Ctrl and C keys on your keyboard at the same time.

3. The highlighted text or image will now be copied.

4. In the new document where you want the text or image pasted, press the Ctrl and V
keys to paste the copied text or image.

OR

You can use the copy and paste functions on the Home toolbar

1. Highlight the text or image.
2. Select the Copy button in the top left corner of the Home toolbar.
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3. Inthe new document where you want the text or image pasted, select the Paste button
in the top left corner of the Home toolbar.
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Basic Navigation Additional Material

l Intermediate Lesson: Creating a folder

In order to organize files and easily recover saved documents, folders are created. To create a
folder, students can go through the following steps:

1. Right click on the desktop or within an existing folder to bring up a menu of options.
Select New on the drop down menu options and click on the Folder button from the drop
down menu that appears.
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2. A folder icon will appear and a field will be highlighted to provide a name for the folder.
Create a name for the new folder. Students should remember to use a name that
represents the files that will be saved within.

_

a) New folder & highlighted name field

’J Mpilonhle Documents:

b) New folder with name added

3. Documents can be dragged and dropped into a folder by left clicking on a file and
dragging it over the folder icon. Let go of the left mouse button to place the file into the
folder.
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Lesson 1: Beginner

Lesson 1: Beginner will provide students with basic computer skills including how to: launch a
program, login to a website, minimize windows, switch between programs, and save and upload
documents.

This lesson will also provide preliminary instruction for commonly used computer programs:
word processors, spreadsheets, and electronic encyclopaedias.

The lesson is broken into five 30 minute sessions on the following topics:
e Basic Navigation
e Microsoft Word
e Microsoft Excel
e Encarta

e TypingMaster

Basic Navigation (Beginner)

Goal: To teach fundamental computer skills that will allow students to proceed through
assignments and navigate the Mpilonhle Moodle site.

Time: 30 minutes
Objectives: At the end of the Basic Navigation section, students will be able to:

Launch a web browser

Login to the Mpilonhle site

Open Microsoft Word

Switch between Microsoft Word and a web browser
Submit lesson assignments

Material to present Basic Navigation can be found at the beginning of the Teacher’s manual.
Additional skills for Intermediate, Advanced I and Advanced II lessons are included.
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Microsoft Word (Beginner)

Goal: To teach students how to format text and paragraphs, including making changes to font,
alignment and spacing. These skills are useful when composing longer documents and are a
good early exposure to the features of a word processing program.

Time: 30 minutes
Objectives: At the end of the Microsoft Word section, students will be able to:

e Format text

e Change text font

e Change line spacing
e Align text

I What is a word processor?

A word processor, like Microsoft Word, is a computer application which allows the user to
create, edit and save documents. Word processors are useful tools to help write papers and
reports. Users can write and modify text, format the page to change the appearance of the
document and add features like images.

A toolbar at the top of the program provides an array of features that allows users to modify the
look and content of the spreadsheet.
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I Assignment

Teachers will walk students through the assignment steps and present directions for how to
complete tasks to the class. Instructions for how to complete each task within an assignment are
presented along with visual aids below.

Students will be asked to review the Community Word Processing assignments on the Mpilonhle
site.

Assignment 1

This assignment will ask students to go through the following steps:
1. Open Microsoft Word

2. Type two lines of text:
a) On the first line type their town name
b) On the second line type their name and age

3. Change the font:
a) Change the font style for both lines to Arial
b) Change the font size for both lines to 12pt
c) Bold the font for the first line of text which has the town name

Step 3 can be done by:
a) Highlighting the selected text

b) Modifying the selected text by using options on the top Home toolbar menu
(see below):

Cip o -0
- Hiiw il P Ll Bildignies Bl Rivits Vi EYTRL Endlicle ibg .
- : e i 3 y B Fand
| e i A | [ B S A B T | samcens | maBocood AaBbCs Aafhic .r'!l.u'l.t; "l:ﬂ'.‘. % Eapinm
P b e, NI UI‘- w = Kﬁ- EEaAN |2 - f iooernn | 8 B Spaeci. Mgl | Eesdng 2 Taie Tutiie S .T-:-u:--
/ | Font size B
Font style -
Bold
button
Town Name
Your Mame, Your Age

Note: Instead of using the Bold button on the toolbar hold the Ctrl + B on the keyboard to bold
the highlighted text.
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Assignment 2: Centre text

This assignment will build off of the previous exercise and ask students to go through the
following steps:

1. Open Microsoft Word

2. Type two lines of text:

3. Change the font:
a) Change the font style for both lines to Arial
b) Change the font size for both lines to 12pt
c) Bold the font for the first line of text which has the town name

a) On the first line type their town name
b) On the second line type their name and age

4. Change the text alignment and line spacing:

Both steps 3 and 4 can be done by:
a) Highlighting all of the text
b) Modifying the selected text by using options on the top Home toolbar menu

(see below):

a) Align the text to centre justified
b) Change the line spacing to double spaced
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Note: Instead of using the Bold button on the toolbar hold the Ctrl + B on the keyboard to bold
the highlighted text.
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Assignment 3: Italicize text

This assignment will build off of the previous exercise and ask students to go through the
following steps:

1. Open Microsoft Word

2. Type two lines of text:
a) On the first line type their town name
b) On the second line type their name and age

3. Change the font:
a) Change the font style for both lines to Arial
b) Change the font size for both lines to 12pt
c) Bold the font for the first line of text which has the town name

4. Change the text alignment and line spacing:
a) Align the text to centre justified
b) Change the line spacing to double spaced

5. Change the font:
a) Italicize the font for the second line of text which has your age

Steps 3, 4, and 5 can be done by:
a) Highlighting the selected text
b) Modifying the selected text by using options on the top Home toolbar menu
(see below):
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Font style Font size B
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Town Name
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Note: Instead of using the Bold button on the toolbar hold the Ctrl + B on the keyboard to bold
the highlighted text.

Instead of using the Italicize button on the toolbar hold the Ctrl + I on the keyboard to italicize
the highlighted text.
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Assignment 4: Underline text
This assignment will build off of the previous exercise and ask students to go through the

following steps:

1. Open Microsoft Word

2. Type two lines of text:
a) On the first line type their town name

b) On the second line type their name and age

3. Change the font:
a) Change the font style for both lines to Arial

b) Change the font size for both lines to 12pt
c) Bold the font for the first line of text which has the town name

4. Change the text alignment and line spacing:
a) Align the text to centre justified
b) Change the line spacing to double spaced

fh) 490
Al
Home Inzert Fage Layout Feferemces Madings Resip View Add-Ins Endlote Arrobat
S IR | I8 B N S i TR |
A W] == T | aasocend |

_.,1 Calibri [Bodyl - {11
B I U-shex x far[¥-A- EESE

Paste
. F Format Painter
Chipboard ¢ Font ] AaEgy Lo
= ; 1.15

= | iln = - T Hormal

cl| :
]

T Click the spacing [ = |/ 2
butten and select 5

2.0 -:

Ling Spacing Options...

add Space Gefore Paragraph

Remowe Space After Faragraph

23



5. Change the text:
a) Italicize the text for the second line of text which has your age
b) Underline the text for the first line Town Name

Steps 3, 4, and 5 can be done by:
a) Highlighting the selected text
b) Modifying the selected text by using options on the top Home toolbar menu
(see below):

CLITIE e ==
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6. Change the text colour by:
a) Highlighting the selected text
b) Modifying the selected text by using options on the top Home toolbar menu
c¢) Select Font Colour button
d) Select colour choice

When finished, the submitted text should look like this:
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Microsoft Excel (Beginner)

Goal: To teach students with basic information of how to use a spreadsheet program and present
some of the number manipulation functions.

Time: 30 minutes
Objectives: At the end of the Microsoft section, students will be able to:

Understand what a spreadsheet is

Add, subtract, divide and multiply in Excel
Determine totals

Count items

I What is a spreadsheet?

A spreadsheet program allows users to manipulate numbers easily. You can use it for
calculations, to sort data or create graphs. A spread sheet is like an electronic version of a paper
worksheet.

The spreadsheet consists of columns and rows made up of individual cells. Numbers, letters and
formulas can be put into these cells. Formulas are added to cells to define how to calculate the
information in the cells. Examples of this will be shown in the Excel assignment.

A toolbar at the top of the program provides an array of features that allows users to modify the
look and content of the spreadsheet.
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I Assignment

Teachers will walk students through the assignment steps and present directions for how to
complete tasks to the class. Instructions for how to complete each task within an assignment are
presented along with visual aids below.

Students will be asked to review the Community Spreadsheet assignments on the Mpilonhle site.

Assignment 1

This assignment will ask students to go through some basic calculations in Excel using the
following steps:

1. Open Microsoft Excel
2. The student will be asked to find the correct total for the following calculation:

e 169 divided by 13

For this assignment, students will need to insert the two variables into cells and an equation in a
new cell to get the result (shown below).

Students will insert:
e the first variable (169) into a cell
e the second variable (13) into the next cell below it
e create an equation in a third box (shown below):
0 type “="
0 select the first cell
O type the divide sign ““/”
0 select the second cell
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Calibri + {11 ¥ = e | i (e neral o |
B A A = ¥ =l PLI g
Paiie B I U - Iy = - 'E I 1 i- = = £ - = ¥ -rE ::_bﬂ Condrtional  Format [
4 7 - F & o . . Formatting - as Table = 5t
Chipboard '« F Sligrimer ML & Stule
e = =85/86 el
A B C D E F G H I K
1
3
4 g | BS
3 169 —
f 13 T
7 Answer: A | Resuli Displayed in
g Answer Box
k

The final submitted answers should appear in the format shown above with the following correct

answer:

169 divided by 13 =13
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Assignment 2

This assignment will build on the previous assignment and ask students to go through some basic
calculations in Excel using the following steps:

1. Open Microsoft Excel
2. The student will be asked to find the correct total for the following calculation:

e 169 multiplied by 13

For this assignment, students will need to insert the two variables into cells and an equation in a
new cell to get the result (shown below).

Students will insert:
e the first variable (169) into a cell
e the second variable (13) into the next cell
e create an equation in a third box (shown below):
0 type “="
select the first cell
type the multiply sign “*”
select the second cell button

O o0 O

(™ = = - ¥ Bookl [Compatibility Made] - Migrosolt Excel
o= Home Imsert Page Layaut Fermulas Cats Review View Add-Tns Arrobat
4 'd:' = | |
Paste ¥ B F g
1 L} Fanl Ignmenrt lumbe Iyle
|| EUM - ¥ ~ J| =B5/B5
a R L o C H | | K

1
2
3
4 e | B5 |

|
5 | 159

T | BG |
f 13] —
7 Answer; |:E554FBE JI | Adding Equation into
8 Answer Box
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Hitting the enter button will display the result in the cell.

L'-!n : d ) - _J. s Bookl [Compatibiity Mocde] - Microsoft Exoe

.'-i"“ Home Insert Fage Layout Formulas Diata Review Wieww Add-lns Acrobat

=1 & | u AT =8| (S| General ’ j‘g ‘d :
1"@; S B I U ~-|FE = .al' | 3 = | -:=+"- 1*.- & - 9 3 'lj-'g t:ﬂ Condiional Format ]

L 4 A b < mit . i Formatting = as Table = 5ty
Clipboard s Font s alignment y Humber - i

B7 - £ | =B5/B6

A B C

— 5
169
13 l— i

D E
| B |
Answer: I ;1_19?! e Rasult Displayed in
Answer Box

The final submitted answers should appear in the format shown above with the following correct
answer:

B s] B B D R e

e 169 multiplied by 13 =2197
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Assignment 3

This assignment will build on the previous assignment and ask students to go through some basic

calculations in Excel using the following steps:

1. Open Microsoft Excel

2. The student will be asked to find the correct total for the following calculation:

e 1442 minus 1329

For this assignment, students will need to insert the two variables into cells and an equation in a

new cell to get the result (shown below).

Students will insert:
e the first variable (1442) into a cell
e the second variable (1329) into the next cell
e create an equation in a third box (shown below):

[1==i)

O type "=
0 select the first cell
O type the minus sign “-”
0 select the second cell
l.-.:..".'l l"‘d:l- iy ¥ Book mpatibiity Mode] - M
3
# Home Imsert Fage Layout Formulas Diata Peview W e Bdd-Tms Arrobat
3 % canon " jul AL = =@ =F | Genenl }J 15
—F 13 5% -
Paste B I U~ = &~ ﬂ-' E ‘ i i; -E: ::j- & ~ % 1 qﬂﬁ ;'-rs Condiional Format
" " J — Ca Formatting = as Table = Sty
Clipboard ™= Font lgnmen Humber les
B7 - f | =B5/B6
A 8 = TR T — G H i f K
1
2
3
l'_ 1442 -
=
6 1329] Wimm— | o |
7  Answer: | =B5-Bf Ap— Result Displayed in
8 Answer Box
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Hitting the enter button will display the result in the cell.

L'-!D d ) - _l ¥ Bookl [Compatibiity Moce] - Microsoft Exce
A ¢
- Home Insert Fage Layout Formulas Data P eview W hmaa Add-Ims Arrobat
.:”* " Calibri 1l A AT T = & General = _a'-_"l -ﬁ !
Pate : EES = % .lr'-ll'F_ £
aste B I U-|FE-|d- - i= i i - - B g || Conditional  Forma o
B J' — — ﬁ i J = lj:g w #i:lnl,-'lttll'lll'.nful'.-lg' 3ty
Clipboard '+ Font I3 allgnment " Humber . Styles
B7 - fe | =B5/Bo
A B C D E F ] H i 4 K
1
2
3
aq
—
5 1442 I_ﬁl
5 1325t | B
7 Answer: I 113! e Rasult Displayed in
8 Answer Box

The final submitted answers should appear in the format shown above with the following correct
answer:

e 1442 minus 1329 =113
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Assignment 4

This assignment will build on the previous assignment and ask students to go through some basic

calculations in Excel using the following steps:

1. Open Microsoft Excel

2. The student will be asked to find the correct total for the following calculation:

e 1442 plus 1329

For this assignment, students will need to insert the two variables into cells and an equation in a

new cell to get the result (shown below).

Students will insert:
e the first variable (1442) into a cell
e the second variable (1329) into the next cell
e create an equation in a third box (shown below):

[1==i)

O type "=
0 select the first cell
O type the addition sign “+”
0 select the second cell
l.-.:..".'l l"‘d:l- iy ¥ Book mpatibiity Mode] - M
J". Home Imsert =Agr Layaut Formulas Diata B eview, W Edd-Tns Arrobat
3 % canon " jul AL = =@ =F | Genenl }J 15
—F 13 5% -
Paste B I U~ = &~ ﬂ-' E ‘ i i; -E: ::j- & ~ % 1 qﬂﬁ ;'-rs Condiional Format
" " J — Ca Formatting = as Table = Sty
Clipboard ™= Font lgnmen Humber les
B7 - f | =B5/B6
A 8 = TR T — G H i f K
1
2
3
: -—
2 1442 —~—
6 132g] Wm—
7  Answer: | sBE5+B6 m— Result Displayed in
8 Answer Box
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Hitting the enter button will display the result in the cell.

L'-!D d 'q = _l ¥ Bookl [Compatibiity Moce] - Microsoft Exce
A ¢
- Home Insert Fage Layout Formulas Data P eview W hmaa Add-Ims Arrobat
.:”* " Calibri 1l A AT T = & General = _a'-_"l -ﬁ !
*"_ i i EEFE 3 5 _lr'-‘I'F_ t
aste B 5 U~ =-d- - iE £ = b - B 3| ot Conditiona orma i
5 J' — — ﬁ i J = lj:g w #i:ml,-'lttll'lll' as Table = 3ty
Clipboard = Font {F] Allgnment w MHumbear w Styles
B7 - fe | =B5/Bo
A B C D E F ] H i 4 K
1
2
3
aq
—
£ 1443 I_ﬁl
5 1325 <t | B
7 Answer: I 2??1! A m— Result Displayed in
8 Answer Box

The final submitted answers should appear in the format shown above with the following correct
answer:

e 1442 plus 1329 =2771
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Encarta (Beginner)

Goal: To teach students how to use the various search mechanisms available for Encarta to find
information on a range of topics.

Time: 30 minutes
Objectives: At the end of the Encarta section, students will be able to:

e Look for topics in Encarta using categories and subcategories to narrow the search.
e Use the Encarta search box to find information on topics.

I Encarta Encyclopaedia Basics Lesson

Present the Encarta Encyclopaedia Basics lesson which can also be found on the Mpilonhle
Moodle site.

This lesson will provide students with information about the Encarta program and the resources
which can be found using the software.

In addition, the lesson will present visual directions for how to use the Encarta search functions.

Encarta

Encarta is a digital multimedia encyclopaedia created by Microsoft Corporation. The
encyclopaedia contains more than 62,000 articles as well as pictures, videos and sounds.

Encarta allows you to search by general category and narrow your search using subcategories.
For example to find more information about the game of soccer you can follow these steps:

1. Click on the main category Sports & Recreation.
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2. Next click on the subcategory folder Sports.

Efe Edi Fpoim  teb

Sports & Recreation

T Articles

More Encarta
Highlights

Fporta Figures
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3. Next click on the subcategory folder Soccer.

Fraddy Aty vl Bachbam Johan Cruytl WaICn ARLOeRE
Eichesamy

nas s

Do Maradona

Fowt| [DETOBE & = | Q| Boo | Fme | Foe o | we F OVl AT O

4. On this page you see basic information about the game of soccer. On the left hand side you
can see categories for different soccer related articles. Click on the any of the other articles to
find out more information.
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You can also try a search by typing the subject you are interested into the search box in the top
right hand corner of the screen. A search for soccer will bring up the most popular articles. It also
shows articles, pictures, web links and dictionary entries related to soccer.

37



Ee fot  Fperdes  Hep

O L ey Y- ) 5

3 Best Matches (25)

Encarta xor

EBECer
garniv pliyesd fry two tearm an e |,
Premium

David Reckham, popular English
socoer playir

T T

Pali, lagendary secoar player
Peld, borm 1940, Brazilian s00d8r .

E Warkd Cup (socoer)

< Histary ¥ Sdence & Nature tw0 SemAnens SoCoer
= Geography < Arts § Litesature ;:::_,m"‘ TH i S
i
< Naople & Sociaty - "'}SWT."& Recreation Mafor Lasgue Soccer Teams Tabls
(&) Artictes (97) +
] Photos & More (13) #:)
8 Web Links (5) + |
& Dictionaries (11} +
R .
wmm_hﬂﬁ
Kl Sikancty Teits bt opon

Bse| (Bl NO@E @ = Drw] Bonn | Fma | So [fe | (LN & [0 Ser Vil [ EE T

l Assignment

Students will be asked to read the instructions for Encarta Basic search exercises and complete
the online Encarta Quiz 1. (This quiz will require students to switch between the Encarta
program and the Internet Explorer web browser).
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Typing Master (Beginner)

Goal: To teach fundamental computer skills related to understanding the keyboard and
developing typing abilities.

Time: 30 minutes

Material to present Typing Master Beginner can be found at the end of the Teacher’s manual.
Additional skills for Intermediate, Advanced I and Advanced II lessons are included.
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Lesson 2: Intermediate

Lesson 2: Intermediate will provide students with further knowledge and skills of Microsoft
Word, Microsoft Excel and Encarta. These topics will build on the information presented in
Lesson 1: Beginner.

In addition, students will be introduced to Microsoft PowerPoint and learn basics about the
program and creating a presentation.

The lesson is broken into five 30 minute sessions on the following topics:
e Microsoft Word Intermediate
e Microsoft Excel Intermediate
e PowerPoint Beginner
e Encarta Advanced

e TypingMaster Intermediate

Microsoft Word (Intermediate)

Goal: To teach students how to format text and paragraphs, including creating columns and
bulleted lists to differentiate text. Students will also learn how to modify lists of bullets and
numbers.

These skills are useful when students wish to create more advanced documents, such as reports
or articles.

Time: 30 minutes
Objectives: At the end of the Microsoft Word section, students will be able to:

e Put text into columns
Add bullets and numbering
e Edit bullets and numbering
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I Assignment

Teachers will walk students through the assignment steps and present directions for how to
complete tasks to the class. Instructions for how to complete each task within an assignment are
presented along with visual aids below.

Students will be asked to review the Community Intermediate Word Processing Assignments on
the Mpilonhle site.

This assignment will ask students to go through the following steps:
Assignment 1: Creating Columns

1. Open Microsoft Word

2. The student will put the following text from the Mpilonhle homepage into two
columns:

Mpilonhle's Mobile Health and Education Units provide innovative health and education
programs in rural schools and communities that help prevent HIV and promote general
health, give medical and social services to those who need it most, and develop the
computer-based skills and knowledge necessary to succeed economically.

To create columns:
a) Copy the Mpilonhle text into Microsoft Word
b) Highlight the Mpilonhle text in Microsoft Word
c¢) Click on the Page Layout tab on the top toolbar
d) Select Columns and choose Two columns

Cin ur.l n-a
>
- Home Insert Fage Layout Heferences Mallings
ﬂa] B cotors - By 1_1' byl = Breaks =
—d -;ﬂ Fants = '—)] — K Line Numbers
Themes — Margins Orientation Size ([Columng| -
|| Errects - - = : - |bE Hyphznation
Themes Fage 54
= One
[ =l
= l Twa
__| Three
B _.| Left
S _.'| R.ﬂ"lt
EE | Mors Columns..,
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When finished, the submitted text should look like this:
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promote general health, give medical and

Assignment 2: Creating a Numbered List

1. Open Microsoft Word

uh_ﬂg

2. The student will create a numbered list of the continents posted below from largest in

size to smallest:
Continents (from largest to smallest):

Asia

Africa

North America
South America
Antarctica
Europe
Australia

To apply numbering to a list:

a) Paste text above into Microsoft Word
b) Highlight the text
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c) Select the Numbering icon on the Home tab of the top toolbar and choose
desired number style (see below)

E [~ Rl - R Decuments - Micosaft Ward T
Wy L u\ e :
= | Home Tyt Pigelapost Reletenied Ehailingy Rerviewd View Add-iy Frulbnle Attokat w
- i - A ___,__1.__ = g Hﬁhﬂ'
B B [cotor o u - At el P L] Pe— aaBbcor. AaBbC:| AaBbCc - b
| Faste 5 [ T S S L e L . i Mismbesing Library “lospaci.. Meadingl || mesgingz = ‘I;;ﬂm R
: ‘ = : o
| Chpbsard 1= Furt I i— || e | e
e o oo 11 ML |Fo 2 ey . .
dMumbering 3 e - . - > :
icon
I [ & a
Il | B, ]
n l&.- o
a I
b | —
C. i
Discumant Number Formats
1. A
1~ B -
p ff}
- Deline Mew Mumber Fornial.,. I
i sl - ' : R o

When finished, the submitted text should look like this:

Bl Documnent2 - Microsolt Word

©ElR Bl YwA Tl Aol Tk Taks Wiiker  Swp Tvps mgasstan forbsdn -« X
DEE RS SRR b9 e T ! A Mwnad BN v Ties e Romen e L2 'i-! u IElE; :’_E:_p:"‘ [E-% -4 -8
[v B e e S— =

1. Asin

2. Africa

A North America
4. South America
3. Antarctica
6. Europe
7. Australia
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Assignment 3: Modifying a Numbered List

1. Open Microsoft Word

2. The student will create a numbered list of the continents posted below from largest in

size to smallest:

Continents (from largest to smallest):

Asia

Africa

North America
South America
Antarctica
Europe
Australia

To apply numbering to a list:

a) Paste text above into Microsoft Word

b) Highlight the text
c) Select the Numbering

icon on the Home tab of the top toolbar and choose

desired number style (see below)
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3. The student will renumber the list starting with the number 2.
To do this, students will:

a) Highlight the numbers and right click
b) Select Set Numbering Value
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c¢) Inthe popup window that appears, select Set value to: 2 (see below):
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When finished, the submitted text should look like this:

B Documnent? - Micresoft Waord

© Bl Bl Ywe e Fooned Tk Talde Wiker Sap Type mqoestion forbela » o
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Asin

Alfrica

North America
Sonth America
Amntarctica
Europe
Amstralia

B Bth b

Additional information
To apply bullets to a list:

a) Select the Bullets icon on the top toolbar and choose the bullet style desired
(see below):
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Microsoft Excel (Intermediate)

Goal: To teach students with basic information of how to use a spreadsheet program and present
some of the number manipulation functions.

Time: 30 minutes
Objectives: At the end of the Microsoft section, students will be able to:

e Determine the average of a list

e Determine the largest amount in a list
e Determine the smallest amount in a list
e (alculate a percentage

e (alculate the percentage of an amount

I Assignment

Teachers will walk students through the assignment steps and present directions for how to
complete tasks to the class. Instructions for how to complete each task within an assignment are
presented along with visual aids below.

Students will be asked to review the Community Excel Intermediate assignments on the
Mpilonhle site.

Assignment 1: Finding Averages

This assignment will ask students to go through some basic calculations in Excel using the
following steps:

1. Open Microsoft Excel
2. The student will be asked to find the average of the following list:

128
167
13
44
68
35
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To find the average students will:

a) Enter each number in a separate cell all in the same column (see below)

Microsoft Excel - Book1

iEI_] File Edit Miew Insert Format Tools Data  Window  Help
NEHRS S B BR- 918z -4]| i@
Bo - b
L2 I ¢ | s | E | E
1
2 128
3 167
4 13
5 44
B R3
7 25
2
'% 1
4 4 » M|\ Sheetl / sheetz £ shest3 /
Ready
If_-.'Etartl I @ @ 2] W] (2] a2 J |38] Microsoft Excel - Book1

b) Inan empty Excel cell enter the formula: =AVERAGE(

E3 Microsoft Excel - Book1
‘5] Fle Edit View Insert Format Tools Data  Window Help
NEHRO G B @98 =x-4] 10

B9 - o
A |BEES € | b | E | F
1
o 128
i_ L ?g Enter formula:
e Py = AVERAGE(

6 68
e |
8
3 [FAVERAGE(

4 4 ¢ »[\Sheetl / Sheetz / Sheet3 /
Ready

#istart| | (3 @ o] W] 2] * ||| 3] Microsoft Excel - Book1

rh
=
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c) Highlight the list of numbers in a column and hit the enter key.

E3 Microsoft Excel - Book1

IE_J Eile Edit Yiew Insert Format Tools Data  Window Help
NEHRS S B aB-19-16 -3 i
B9 - 2
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distart| | G} @ 3] W] (2] » || 5] Microsoft Excel - Book1

d) The average of the list will now appear in the new cell.

EJ Microsoft Excel - Book1

‘E] Fle Edt View Insert Format Tools Data  Window Help
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Assignment 2: Sorting a List

1.

Students will be asked to sort the list below from highest to lowest number.
128
167
13
44
68
35
a) Highlight the data to be sorted (in this case the list of numbers in column B).
b) To sort, select the Sort button on the Data toolbar.
) d W) - — Bookl [Compatibility Mode]
_,f Home Insert Page Layout Formulas Data Review View Acrobat
i From Access N = pe. ,._J Connedtions 41 A2 \ W C
| £ |
{4 From Web 13 . 5’;[ £la [' 3 Reapply
Fram Other Enisting Refrash : il Sort Filter 7
L2 From Text Sources~ | Connections Allr = Edit Link %7 Advanced
et External Data -:unneth-:n:/ Sort & Fliter
B2 -l £l 121 ” |
L. A L c O |Sort Button G H '
1
2 121
3 122
4 123
5 124
6 125
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8 127
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c) Choose Largest to Smallest from the Order drop down section of the popup

window that appears.

sot 21 x|
[~ My data has headers

4| Add Level X DeleteLevel 223 Copy Level | + 4 Optons...

Caolumn | Sort On | Order |

Sort by ICulumn B j I'I.-'alues j Smallest to Largest j
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................. toSmallest o
Custom List. ..

(04 I Cancel
)

51



Assignment 3: Finding a Percentage
1. Find the percentage of 66 divided by 264

To find the percentage, students will:
a) Enter the two numbers into Excel cells. In a third cell enter the following:
0 Type the = sign
Select first cell
Type the / sign

Select second cell

O O O O

Hit the enter key

EX Microsolft Excel - Book1
] Fle Edt Yiew Insert Format JTools Data  Window Help
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b) A decimal number will appear after completing these steps.

E3 Microsoft Excel - Book1
‘] File Edit View Insert Format Tools Data ‘Window Help
NFHdRL S B @-19-/9 =2
v fc =B3/B4
B | G | D =

g <+ |B2

0251
i \ Result Displayed

in Answer Box

Ready
i ' start 3| Microsoft Excel - Book1

c) Highlight this cell and hit the % key on the Home toolbar to convert the decimal
into a percentage.

0n) i : s Bookl [Compatibility Model - Wi
i}"
Home Inzert Page Layout Formulas Data Review Wiew Arrobat
= c t - - = —
% Cu Calibri =11 - || A AT || =] | A =4 Wrap Text General
LAt . = = |% button on
o J Format Painter i il S| 1 ] | ﬁ == . : ﬂw %l
= Home toolbar
Clipboard e Fant [ ] Number
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d) The result will now be displayed in the highlighted cell.

£ Microsoft Excel - Book1
4] Fle Edt View [Insert Format Tools Data Window Help
NDEdRoS S B am- 98 -2 [
- A =B3/B4
ImERN ¢ | | | e =

b -— |B2

264 t— m

25%
Y \ Result Displayed as

% in Answer Box

1
4 4 » »[\Sheetl { Sheet? [ Sheet3 /

Ready

distart| | (3 @ 2] W] 2] » || 3] Microsoft Excel - Book1
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PowerPoint (Beginner)

Goal: To teach students how to create a basic presentation using a template and include text,
graphics and table features.

Time: 30 minutes
Objectives: At the end of the PowerPoint section, students will be able to:

Create a slide using a template
Add text and graphics to a slide
Add tables to a presentation
Add graphs to a presentation
Copy information

I Assignment

Teachers will walk students through the assignment steps and present directions for how to
complete tasks to the class. Instructions for how to complete each task within an assignment are
presented along with visual aids below.

Students will be asked to review the PowerPoint Beginner assignment on the Mpilonhle site.

This assignment will ask students to go through the following steps:

1. Open Microsoft PowerPoint
2. Students will choose a slide template of choice for their presentation.
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3. For the first slide of the presentation, students will be asked to:

a) Add the title: Mpilonhle
b) Add a subtitle: A good life
c) Insert the following graphic found in the Assignment instructions for this activity
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4. To insert the graphic above, students will:

a) Select the image to be inserted, right click, and select copy.

] Borgers and Shading..
# | Format Picture..,

b) In the PowerPoint program, right click on the main slide in PowerPoint and select
paste to insert copied image.

sy EERE L e e : Aot e e LRSS

N d Click to add subtitle
Rafresh

Customize This Foldar...

Paste Shartout

flew

Fropertias




5. Students will then create a second slide which will include the following:

a) Add the title: Mpilonhle
b) Add a bullet list for:

e Student Name
o Age
e Favourite Activity

To create a new slide:

a) Right click on the navigation bar on the
left hand side of the PowerPoint screen
and select New Slide

OR

b) Click on the New Slide button on the
Home toolbar

(If you have selected a template for your
presentation a new slide will be created using
this template).
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When finished, the submitted presentation should look like this:

Slide 1

Slide 2

Mpilonhle
|

o1 Student Name
o Age

01 Favourite Activity
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Encarta (Intermediate)

Goal: To teach students how to conduct more advanced searches for topics using Encarta.
Time: 30 minutes
Objectives: At the end of the Encarta section, students will be able to:

e Look for information in Encarta using categories and subcategories to narrow the search.
e Use the Encarta search box to find information on topics.

I Review Encarta Encyclopaedia Basics Lesson

Review the Encarta Encyclopaedia Basics lesson on the Mpilonhle Moodle site, which was
presented in the Encarta beginner lesson.

This brief review of Encarta will remind students about features of the Encarta program and the
resources which can be found using the software.

In addition the lesson will present visual directions for how to use the Encarta search functions.

I Assignment

Students will be asked to read the instructions for Encarta Intermediate search exercises and
complete the online Encarta Intermediate Search Quiz. (This quiz will require students to switch
between the Encarta program and the Internet Explorer web browser).
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Typing Master (Intermediate)

Goal: To teach fundamental computer skills related to understanding the keyboard and
developing typing abilities.

Time: 30 minutes

Material to present Typing Master Intermediate can be found at the end of the Teacher’s manual.
Additional skills for Advanced I and Advanced II lessons are included.
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Lesson 3: Advanced ]

Lesson 3: Advanced I will provide students with more advanced knowledge and skills of
Microsoft Word, Microsoft Excel, Microsoft PowerPoint and introduce steps on using messaging
and blogging. These topics will build on the information presented in Lesson 1: Beginner and
Lesson 2: Intermediate.

The lesson is broken into five 30 minute sessions on the following topics:
e Microsoft Word Advanced I
e Microsoft Excel Advanced I
e PowerPoint Intermediate
e Messaging and Blogging Beginner

e TypingMaster Advanced I

Microsoft Word (Advanced I)

Goal: To teach students how to insert graphics into a Word document and create borders and
shading. Students will also learn how to create borders and shading to a document and add
images within a Word document.

These skills are useful when students wish to create more advanced documents, such as reports
or articles.

Time: 30 minutes
Objectives: At the end of the Microsoft Word section, students will be able to:
e Setup a page for printing

e Insert graphics
e Add borders and shading
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l How to set up a document for printing

Once a document has been completed and saved you may want to print a version of it. Before
printing a document it is wise to see a print preview to ensure that the document appears as you
want it to for the final hard copy print.

To see a print preview:

a) Select Print on the Microsoft Word Main button
b) Then select Print Preview from the menu that appears

@unvo :
Y e

Lk Print
~u i'& Select a printer, number of copies, and
7 DOpen other printing options befare printing.

Preview and print the document

¢ Quick Print
fiw. = Convert L Send the document directly to the default

printer without making changes.

15 Print Preview
H Save | ‘ﬁ Preview and make changes to pages before

printing.
H Save As  »
I'l_ll Print 3

'{/ Prepare F
_ﬁ Send  F

Publish ¥

L
J LClose

| 23 ward Options | | X Exit Word |

A preview of your intended print job will appear which will allow you to see what each final
page will look like. The top menu will allow you to modify the appearance of the final print job

(see below).

(Dg) d 9 -

)
Print Preview

Print Options | Margin

41

Print

Ly [3 &) i |l one Page ¥ Show Ruler
_J \ LJ_;HTWO Pages | Magnifier
5 Orientation Size Zoom 100% _ s,
- - =| Page Width = Shrink One Page
Page 5etup {Fl Zoom

2009-02-03 Mpilonhle TH

1
Next P x|

L4 Previous Page | Close Print

Preview

Preview
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The Margins button will allow you to
modify how much space is on the page
around the body of the document.

For most documents you will want to have
the Normal setting, but you can apply more
options if you want to be able to fit more or
less text onto a page.

The Orientation button allows you to
determine the page layout. The default
setting for most documents is Portrait, but for
pages that include charts you may want to
have the page set out in landscape.

Note: The Margins and Orientation buttons
can also be found under the Page Layout tab
on the Home toolbar.

The Close Print Preview button will allow
you to leave Print Preview and return to the
active Word document screen.

J . 2
— Print Preview

Print Options  Margins

B

Print P

(L R
a3y
— Print Preview
e Lk | By R [ i
EE R e =1 :
Print Options | |Margins|Orientation Size Zoom 100%
Print | Last Custom Setting
Top: I Bottom: 1"
Left: 1% Right: 1"
: Mormal
Top: q Bottam: 1"
- Left: s Right: 1"
Marrow
Top: 05" Bottom: 0.5"
Left: 05" Right: 05"
: Moderate
- Top: Lt Bottam: 1"
= Left: 075" Right:  0,75"
5 Wide
3 Top: I* Bottom: 1"
a {0 ] Left: 2 Right: 2"
= Mirored
5 T1r Top: 1 Bottom: 1"
i I 1§l il Inside: 1.257 Outside: 1"
"
T Office 2003 Default
i Top: I Bottom: 1"
3 Left: 1,25 Right: 1,25
-
- Custom Margins...

E {

-

j Partrait ﬂ
ﬁ

: 13
(=1

Orientation

Zoom

Landscape

Close Print
Preview




I Assignment

Teachers will walk students through the assignment steps and present directions for how to
complete tasks to the class. Instructions for how to complete each task within an assignment are
presented along with visual aids below.

Students will be asked to review the Word Processing Advanced I assignment on the Mpilonhle
site.

This assignment will ask students to go through the following steps:

1. Insert the image below into a Word document.

Encarta Encyclopedia, Soames Summerhays/Photo Researchers, Inc,

a) Right click on the image and select Copy.
b) Then open a new Word document.
c) Right click on the Word document and select Paste.

The image will now appear in the word document.
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2. Create a red border around the image.
a) Right click on the image and select Borders and Shading.

Cut

LCopy

£ & o

Paste

Hyperlink...

Ercarta En ':.-'-'l -|'|-_-|]:.;|_. Soaihes '_=-|||':||.-|-_-rf|.:|';':.II'F'||-.l‘l_| F!_—::r_--:n:h::r:, Inc,

Insert Caption..
Barders and Shading...
Format Picbure...

& O [= @

b) In the popup box that appears select:
e Desired line colour
e Desired line width
e Then click on the sides of the Preview image to apply lines to image border.

EIE]

Borders | page Border | husdi |

Setting: Style: Preview Third: Apply
- Click i i

oo |:i ondogl lines ta image

Width: \ First: select

T o] o @]

Custom |2 %k j b desired color
Pk

Second: select Pl [picture
desired line width

Horizontal Line;.. Ok I
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3. Copy the following text and paste it above the image in your word document.
Volcanoes are openings or ruptures in the earth’s surface which allows hot, molten rock,
ash, and gases to escape from below the surface.

4. Apply blue shading to the text.

a) Highlight the text.

Voleanoes are openings or ruptures in the earth’s surface which allows hot, molten rock,
ash, and gases to escape from below the surface.

b) Select the shading button on the top toolbar.
c) Select the desired colour from the drop down menu.

Cin 1 H9-9 -
= Home Iniert Page Layout Refenenced Mailings Review Wit dd-Ir End™ote #oiabay
Times Hew Roman *[12 =g ""', = J' | |
=) - | AsBbCel -
.'\-;.-|. )‘For"ﬂ.‘uf Hainker B 7 U - x 2 Asc ot ﬁ | [HE e md F Hosmal 1 Siylel
Cliphoar =an 2 h Theme Colors
- : "I Select shading o m mEmsmEs)
L button
; /I, I
Select desired Illlll
5-1ar-dar|:--::c-lms
color EEEEE
| Ho Cosar
More Colar | —
2] i

When finished the submitted text should look like this:

Encarta Encycl

pada, Soames SummerhaysiPhobo Resaarthers, Inc

Yolcanoes sre openings or ruptures in the carth's surface which allows hot, molten rock,

ash, and gases to escape fom below the surface.

67




Microsoft Excel (Advanced I)

Goal: To teach students more advanced functions of a spreadsheet program and present some of
the options to printing and protecting a worksheet.

Time: 30 minutes
Objectives: At the end of the Microsoft Excel Advanced I section, students will be able to:

e Set the print range of a spreadsheet
e  Work on multiple worksheets at the same time
e C(Create password protection for the worksheet

I Assignment

Teachers will walk students through the assignment steps and present directions for how to
complete tasks to the class. Instructions for how to complete each task within an assignment are
presented along with visual aids below.

Students will be asked to review the Excel Advanced I assignment on the Mpilonhle site.

This assignment will ask students to go through some basic calculations in Excel using the
following steps:

1. Add the following numbers into a Microsoft Excel spreadsheet.

{ ' .:.?‘ Vil 9 *
—d/l Haome Insert Page Layout Formulas Data Review
3 ‘F’ o Calibri -1~ ||| =
Paste 54 S B U~ A==
- # Format Painter R R | = "||[|l= =
Clipboard 7] Fant o ajign
E14 * { £ |
. A B C D E F G
1
2| 2 3 5 7 1
3 13 17 19 23 29
4 | 31 37 41 43 47
5 53 59 61 67 71
6 | 73 79 83 89 97
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2. Set the print area of this sheet by:
a) highlighting the area desired

E_'J [ s B *
Home Insert Page Layout Formulas Data Review
3 "'E‘ fat Calibri = = =||#|
i 53 Copy e
i J Format Painter ||| i =t=nes|iimes)
Clipboard IF] Font ] Alignm
| Al - k|
A B C D E F G
1
2 2 3 5 x 11
3 13 17 19 23 29
| 31 37 41 43 a7
5 53 59 61 67 71
6 73 79 83 29 97
7
)
9
b) Select Page Layout tab on toolbar
c) Select Print Area button
d) Select Set Print Area to set the highlighted area
Ca) 1 - ;
LY,
- Home Insert Page Layout Formulas Diata Review
First: select / ) = i
2 . " | L | —
Page Layout L= 1 ] e | Ll £
tab on toolbar | Margins Orientation Size Print | Breaks Background ]Erll'ﬁ
a Area - - itles
. Themes : 'J-:"?-E L Set Print Area |l .
| Second: select A Claar Print ;‘reﬁ
— Print Area button | T gt
A D £ F § G
. Third: select Set Print
E 2 = 7 | Area button from drop-
3 13 17 19 | down menu
4 31 37 41
5 53 59 61 67 71
L 73 Fil 83 B9 97
Fi
8
9
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document for printing”

a) Select the desired text, right click and copy

e) To preview the page before printing it, follow the instructions under “How to set up a

3. Select the bottom three rows of the list and paste them into a new spreadsheet.

ETF\ -I LH ) - =

—;?/J Home Insert Page Layout Formulas Data Review

@ B colors - J Dys Ij ' _;j = _,:._J

- Fonts = ' = il | :
Themes Margins Orieptation Size Print Breaks Background]

i Effects ~ 2 : ~  Areav v
Themes Page Setup
B4 - £ 31
il B C . D E F

1
2 2 3 5 ) 11
3 | 13 17 19 23 29
4 | 21 37 41 43 47
3 | 53 59 61 67 71
o | 73 79 83 89 El?.
7

b) Select Sheet2 at the bottom left corner of the page.

4 4 » M Sheetl  Sheet2 -~ Sheet3 ~ ¥J

Ready

\

Select Sheet2 at the
bottom of the page

¢) Once you click on Sheet2, a new sheet will appear. You can now paste the rows
of numbers you copied here. To switch back to your original sheet, simply click

on Sheetl at the bottom left corner of your screen.
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4. Create a password for the worksheet.
a) Select Review tab on the toolbar
b) Select Protect Sheet button

c) In the popup window that
appears, type MPILONHLE
into the Password to unprotect
sheet: field.

d) Select OK
e) Now the worksheet cannot be

modified unless the user types
the password (MPILONHLE).

D*’n 9 - v
/ Home Insert Page Layout Formulas Data Review View Acrobat
v [ W s 4 T ic
L Show All Comments
S5pelling Research Thesaurus Translate Mew L re Protect
Comment Sheet
Proofing Comments
Protect Sheet ed |

¥ Protect warksheet and contents of locked cells

Password to unprotect sheet:

Allow all users of this workshest to:

[l Select locked cells
W Select unlocked cells
[ Format cells
[ Format columns
[~ Format rows
[ Insert columns

Insert rows

™ Insert hyperlinks

[ Delete columns

[ Delete rows LI

o]

Cancel |

Note: whenever creating a password, try to use a word or phrase that will be easy to remember.
Otherwise you risk being unable to access your document again.

To remove password protection from an Excel document:

1. Select the Unprotect Sheet button under

. Protect and Sh Warkbook
the Review tab of the Home toolbar. Bj R for W

HHE R ;
Unprotect| Protect Share 5

Sheet Workbook = Workbook |o# Track Changes =
Changes

2. Type the password you created into the
popup box that appears. Password: |
| ok I Cancel |

Password protection will now be removed from the Excel file.
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PowerPoint (Intermediate)

Goal: To teach students how to add and modify a presentation they are working on. Students
will also learn how to include more advanced features, such as movies and sounds, to a
presentation.

Time: 30 minutes
Objectives: At the end of the PowerPoint section, students will be able to:

e Add slides to a presentation

e Move the order of slides

e Add notes to a slide

e Add transitions between slides

I PowerPoint Features

The PowerPoint program allows you to customize your presentation and modify what you have
created. Creating and moving slides is an important way to add content to your presentation and
determine the order you want to present information.

Adding notes to a page allows you to make sure that you have important information about a
particular slide. Notes will not appear when you present your PowerPoint slide show, but can be
printed out to help you remember important points while you make your presentation.

Adding transitions between slides allows you to determine how you want slides to appear from
one to the next as you present.

I Assignment

Teachers will walk students through the assignment steps and present directions for how to
complete tasks to the class. Instructions for how to complete each task within an assignment are
presented along with visual aids below.

Students will be asked to review the PowerPoint Intermediate assignment on the Mpilonhle site.

This assignment will ask students to go through the following steps:

1. Open the presentation saved from the PowerPoint Beginner assignment.
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2. Add a new slide to the presentation

To create a new slide:

a) Right click on the navigation bar on the
left hand side of the PowerPoint screen.

b) Select New Slide

(If you have selected a template for your
presentation, a new slide will be created using
this template).

1 | Hew Slide

3. Add the title Mpilonhle to the new slide
4. Insert the graphic below into the new slide.

MPILONHLE
:zgaadff ¢
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5. Switch the order of your slides so that the new slide is the second slide in the
presentation.

e EERE
&)

g2

Home Inzert

a) Left click on the slide you wish to
move.

b) Drag slide to desired location in
the slide order list.

! - Second drag
| Slideto

desired

lecation

First select
slide by left
clicking

¢) The slide will now appear in the o) 9- 8+

. (A8
new location selected. Hanke . R
[ & o
I'—hl _i;-,'| Copy l ]

Faste Ty
JF Fnrmak Pasler | gjqe

| Clipbnard P

ETr—
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6. Add the following text into the notes section of the slide you just created:
This image is the official Mpilonhle logo.

To add notes, simply type text into the notes section at the bottom of the slide.

MPILONHLE

MPILONHLE
a good life

The notes section

This image is the offidal Mpilanhls ingo

7. Select a different transition for each slide.

a) To add a transition click on the slide you want to add the transition to
b) Select the transition you prefer from the Animations tab on the Home Menu

,’EE:; Lg e L] ¥ Presentationl [Compatibility Mode] - Microsoft PowerPoint
=

Home Insert Dresign Animations Slide Show Review Wiew Acrobat

pre —— W ___I_‘ E} !"‘ Eh EE

i=W || 3 Custom Animation

=alk Il I

Preview Animations | Transition to This Slide

-
>
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8. Once you have finished working on your presentation, you can view it by clicking on the
Slide Show button in the bottom right corner of your screen.

Note this button is very small and may be easy to miss.

.y

[ 58 = gomeuc) v Ol
Slide Show

Button

To move forward or backwards through the slides in the presentation, use the — and «
keys on your keyboard.

— key to move to the next slide in the presentation

«— key to move backwards to previous slides in a presentation.

As you progress through a presentation, you will be able to see the transitions you chose
between each slide.

These transitions are a way to customize your presentation and make your slide show
look more professional.

MPILONHLE

n

MPILONHLE
a good life

MPILONHLE
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Messaging and Blogging (Beginner)

Goal: To teach students how to use the basic messaging and blogging features of the Mpilonhle
Moodle site.

Time: 30 minutes
Objectives: At the end of the Messaging and Blogging section, students will be able to:

e Use the message features to send and receive messages
e Start their own blog
e Post new blog entries

I What is a message?

Messages can be sent from your account to any other account set up on the Moodle site. You
can send messages to anyone in class including your teachers. You can also check to see if other
people have sent messages to you or responded to what you have sent them.

I Messaging Assignment

Teachers will walk students through the assignment steps and present directions for how to
complete tasks to the class. Instructions for how to complete each task within an assignment are
presented along with visual aids below.

Students will be asked to review the Message beginner assignment on the Mpilonhle site.

This assignment will ask students to send a message to their teacher by going through the

following steps:

1. Click on the Participants button on the top left of the screen.

People -
H Participants
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A new screen will now appear with a list of all participants in the course.

Basic Computer Navigation Skills [ump o

SAM - BAMIIM Farticipants

Basic Computer Navigation Skills
Fardicipanis Slogs
by COUrsEs | SARIOT » Inacdve for more thar | Sslecpedod +
Role: Student
All participants: 3

[@zcounts unused for mare than 120 days ara automatically unenrolled)

Firstnams AlABECDEFGHIJKLMMNOPOQRSTUWW RYZ
Sumamz Al ABECDEFGHIJKLMANOPORSTU Y WEYZ

User picture First name / Surname Cityftown Country Last ae{particaants]
:‘ Erie Ho Exzston nited States i

_:' Peter Bergh Fgtin Jnited States 22 days

+* Anne Wang Bewton nited St=tas 38 days 23 hours

2. Find the name of the teacher you would like to send a message to and click on it. You
will be brought to the Profile page.

3. On the bottom of their information, there is a Send message button. Click this button to
prepare a message to be sent to this teacher (see below).
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Basic Computer Mavigation Skills Jumpin,

SAl - 3AMIOT Farticipants = Anne Wanhg

Anne Wang
Prafila Edil profile Fomim posis Filog Actiily reqnrds Jolas
.* Cibyftown: Mawton
» \ Emall address: awang@ed:.org
e Courzes: Basic Compitar Madoation Sxilks
Y Last acemes: Friday, 20 Junc 2008, 0401 PRy (32 days 23 hours)

Rales: Adrinistrale: Sludanl

| Zendmessags

4. Type your message in the popup window that appears. Once you have written your
message, click the Send message button. Your teacher will receive your message
instantly!

cﬂmpmer Na‘l'rigariﬂn Skills | | |Hkpifea-moods Shd ergimessegsidistuss on, phpre =5
SAM191 » Participants ~ Anne Wang "
& Anne Wang
FAI'II'IE WEIHQ ot i fed conbsst i Bock corled = Wemags Sy
Friotle =it prufile Farur poats Eag

Cikyltown: Mewdton
_® ...! Email address: avancdede org
~— Courses: Besic Compues Revigation SH
- Last access: Friday, 70 Jua 2002 0401 =
Reles: Acrministator, Sucant

Send ressage

Thiz ix =mo =maill]

o am Inggad in as Eic Ha Stucent (Rat

Srnd mesEa0A I
E4k01T

version wilhout rares and JavaSceipl

Trans e ng cata Fron sa-raode REd.ang ..
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5. To read messages sent to you:

] ] ) Messages -
a) Click on the Envelope icon in the L
Messages section in the upper right hand Al =
corner of the Mpilonhle Computer Messages...
Curriculum main page.
Blog Menu -
Note: In the Message section you will be able
h dth b Add a blog
to see who sent you messages an the number View my blogs
of messages you have received. Blog preferences
View all blogs
View site entries

s
._' } Anne Wang
gy @ sds cortast W Block contar B Mesmage Hatory
. . .
b) A popup window will appear that presents
he message you received bt T m
t gey ’ Thursday, 12 February 2009
~
¢) You will also be able to respond directly to it i
this message by entering text into the box Respond to message
and clicking the Send message button. JIRSRERAL A
4 = |
E
Send meaaags
Version without fames and JeaScnpt

I What is a blog?

The word “blog” is a combination of the words “web log.” Have you ever kept a journal? A
blog is like an online journal, except that you can let other people read your entries. You can
keep your daily thoughts or post any information about yourself. You can also add features to
your blog such as posting pictures or photos.

80



I Blogging Assignment

Teachers will walk students through the assignment steps and present directions for how to
complete tasks to the class. Instructions for how to complete each task within an assignment are
presented along with visual aids below.

Students will be asked to review the Blogging beginner assignment on the Mpilonhle site.

This assignment will ask students to write their own blog through the following steps:

1. To begin go to the Blog Menu in the top right corner of the Mpilonhle Computer
Curriculum screen.

2. Select Add a blog.

Mpilonhies W] ile

Featum 12 vy nommal ol

7 Ouzes
¥ Aesources

Paople Messagns

_ﬂ Participanés e messages wating
. WMhascaiagics

o s e Mpqlt_:nhle Computer =

£ BSOS i | et - Curriculum [livn My

A a blog

e ‘/ Wiew my biogs
: Elog preferences

Wiew all Bl

Assignments Blog manu Wiew ste enines
———

Adminksration
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3. Add atitle to your blog and content in the new page that appears.

] n Moodle

FMpilonhis = Mpilonnie Compoisr Qurnculums an Mckanos - Blogs s hdd s Bicg

General

Enryfdln® |
Bilog eniry bety® @ “‘l\' Aaaﬂi'mg

|Fratuchet =1 [imen = 3 O B B R
EEIW aw ZERE B —Fmagw QO o @

W | Add content

to your blog

P

4. Once you are finished, select the Save changes button on the bottom of the page.

Save changes

5. To view your blog or edit it once it has been saved, click on the View my blogs in the
Blog Menu on the Mpilonhle Computer Curriculum page.

6. To view other people’s blogs, click on the View site entries in the Blog Menu on the
Mpilonhle Computer Curriculum page.

Mplionhie s lam klebanus - Blogs Tom edtngan |
Profle | Egepeoiie | Fommposes | Biog | Motas | Ariety epams | Rakss
A & bing g Mo
A 3 blog
«* Blog entry Wew my o
= By Lnn Wlchan s - Mondiy. 9 February 2003, 3552 20 B prearances

Armpore on this sile VEW ERS BniNes
Thes 15 an example of 4 blog antre

Eon | Dulgle | Pemraing
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Typing Master (Advanced I)

Goal: To teach fundamental computer skills related to understanding the keyboard and
developing typing abilities.

Time: 30 minutes

Material to present Typing Master Advanced I can be found at the end of the Teacher’s manual.
Additional skills for Advanced II lessons are included.
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Lesson 4: Advanced I

Lesson 4: Advanced II will provide students with advanced knowledge and skills of Microsoft
Word, Microsoft Excel, Microsoft PowerPoint, and Wikipedia. These topics will build on the
information presented in Lessons 1-3.

The lesson is broken into five 30 minute sessions on the following topics:
e Microsoft Word Advanced II
e Microsoft Excel Advanced II
e PowerPoint Advanced I
e Wikipedia Beginner

e TypingMaster Advanced II

Microsoft Word (Advanced II)

Goal: To teach students how to find and replace text in a Word document. Students will also
learn how to finalize a document by running a spell check on a document.

These skills are useful when students wish to create more advanced documents, such as reports
or articles.

Time: 30 minutes
Objectives: At the end of the Microsoft Word section, students will be able to:

e Find text
e Replace text
e Spell check
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l Finding Selected Text and Replacing Text

When reviewing a document, whether a paper you have written or one that you are reading, it
can often be useful to use the find text feature to search for certain words or phrases. Rather than
reading through a long document and trying to find a particular sentence or topic, you can search
for a phrase that will bring you to that section of the document.

A second useful feature is the replace text feature which allows you to choose a word or phrase
in a document and replace it with an alternate word or phrase whenever that first phrase appears.
For example, rather than the word soccer appearing in a document, you may want to replace the
word with football. By using the replace text feature, every time the word soccer appears, it will
be replaced with the word football.

I Finding Selected Text and Replacing Text Assignment

1. Copy the phrase below and paste it into a Word document.
2. Find the word sport wherever it appears in the following phrase:

Soccer is a team sport played between two teams of eleven players, and is widely considered to
be the most popular sport in the world. It is a football variant played on a rectangular grass or
artificial turf field, with a goal at each of the short ends. The object of soccer is to score by
maneuvering the ball into the opposing goal. In general play, the goalkeepers are the only players
allowed to use their hands or arms to propel the ball; the rest of the team usually use their feet to
kick the ball into position, occasionally using their torso or head to intercept a ball in midair. The
team that scores the most goals by the end of the match wins. If the score is tied at the end of the
soccer game, either a draw is declared or the game goes into extra time and/or a penalty
shootout, depending on the format of the competition.

To use the find text feature:
a) Highlight the text

b) Press the Ctrl and the F button on your keyboard
c) In the popup box that appears, type sport
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Find |Reg|ace| GoTo |

Find what: |5|:u:urt

Options: Search Down

More == | Reading Highlight ~ I Findin + | Find Mezxt I Cancel

d) Shade the word sport blue everywhere it appears in the text.

e Highlight the word sport

e Select blue shading from the button on the Home toolbar
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24 | More Colors...

e Do this for each time the word sport appears in the text

3) Replace the word soccer with the word football every time that it appears in the text.

To use the replace text feature:

a) Highlight the text

b) Press the Ctrl and the F button on your keyboard

c) Select the Replace tab

d) In the popup box that appears, type soccer into the Find what: field

¢) Enter football into the Replace with:

f) Select the Replace All button

field
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Find Replace | 5o To |

Find what: Isaccer ;I

Replace with: |Fnu:ut|:ua||| |

Maore == | Replace Replace Al | Find Mext I Cancel |

The final text should look like this:

Football is a team sport plaved between two teams of eleven plavers, and is widely considered to
be the most popular spart in the world. Itis a football variant plaved on a rectangular grass or
artificial turf field, with a goal at each of the short ends. The object of football is to score by
manoeuvring the ball into the opposing goal. In general play. the goalkeepers are the only
plavers allowed to use their hands or arms to propel the ball; the rest of the team usually use their
feet to kick the ball into position, occasionallv using their torso or head tointercept a ball in
midair. The team that scores the most goals by the end of the match wins. If the score is tied at
the end of the football game, either a draw is declared or the game goes into extra time and/or a
penaltv shootout, depending on the format of the competition.

l Using the Spelling & Grammar Check

The Spelling & Grammar Check feature of Microsoft Word is a useful tool to finalize
documents. Sometimes even the best writers make mistakes. Using the Spelling & Grammar
Check helps the reviewer to find typos, misspellings, and incorrect grammar in a document. It is
helpful to run the Spelling & Grammar Check before submitting a final document.

I Spelling & Grammar Check Assignment

1. Copy the phrase below and paste it into a Word document.

2. Find the word spelling and grammar errors in the following paragraph:
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Football is played in accordance with a set of rules known as the Laws of the Game. The game is
played using a single spherical ball, known as the football. Two teams of eleven players each
compete to get the ball into the other team's goal (between the posts and under the bar), thereby
scoring a goal. The team that has scored more goals at the end of the game is the winner; if both
teams have scored an equal number of goals then the game is a draw.

To run the Spelling & Grammar Check:

a) Highlight the text
b) Select the Spelling & Grammar button under the Review tab of the Home toolbar

(On) 98 )~
,_'_,/" Home Page Layout

v 0 [ %

Insert References Mailings Review

L d

:j Translation ScreenTip =

:;/3’, 5et Language

5pelling &|Research Thesaurus Translate . Mew
Grammar iz Word Count Comment

_d

Proofing

c) A popup window will appear presenting grammar and spelling mistakes. There are a
number of options you can choose for each error that appears.

e Click the Ignore Once button to skip to the next error without changing the error
currently being shown.

OR

e Click the Change button to replace the error being shown with the Suggestion
shown below.

OR

e Directly make a change to the text by clicking into the Possible Word Choice
Error box and typing the new desired text.
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Football is plaved in accordance with a set of mies known as the Laws of the Game. The game is
playved using a single sphenical ball, known as the football. Two teams of eleven plavers each
competeto get the B3l into the other team's goal (between the posts and under the bar), thereby
scoring 4 godl. The team that has scored more goals at the end ofthe game is the winner; if both
teams have scored an equal nmber of goals then the gme is a draw.

You can also 0%
Click Ignore

make changes to Pusskie Word Cheice Error :
ﬂ e I".——. Once to sKip to
Igrer Al

the text directly in \ Two teams of eleven plavers each compete to the next ftem
the box getthe bal into the other team’s goal (between
the posts and under the bar), thereby scoring a

jgoal. =
Suppestops! -
[ | Cwo: e | Click Change to replace
the highlighted mistake
{EEE | above with the
- A prrat | suggestion below
[+ Chesck grammar

d) Once you have selected one of these options, the next error will appear in the popup box.

e) Go through the text until all desired changes have been made.
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Excel (Advanced II)

Goal: To teach students more advanced functions of a spreadsheet program and present some of
the options for creating graphs.

Time: 30 minutes
Objectives: At the end of the Microsoft Excel Advanced II section, students will be able to:

e C(Create a Bar Graph
e (Create a Line Chart
e (Create a Pie Chart

I Assignment

Teachers will walk students through the assignment steps and present directions for how to
complete tasks to the class. Instructions for how to complete each task within an assignment are
presented along with visual aids below.

Students will be asked to review the Excel Advanced II assignment on the Mpilonhle site.

This assignment will ask students to go through some basic calculations in Excel using the
following steps:

1. Add the following lists into two columns in an Excel document:

Stephen 26
Michael 78
Susan 14
Jill 88
Timothy 65

2. Create a Bar Graph from the data provided in these two lists.
a) Highlight both columns of data.

A B C D E
1
2
3 Stephen 26)
4 Michael 78]
5 Susan 14
6 Jill 88
7 Timothy 65
8
9
10
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b) Click on the Bar button under the Insert tab of the Home toolbar.

c¢) Select Clustered Bar under the 2-D Bar section of the drop down menu that
appears under the Bar button.

e -
= Home Insert Fage Layout Formulas Data Review View Acrobat
e | Hm
WO e B D gl xSl O
PivotTable Table Ficture Cllp Shapes Smartért  Column Lime Bar Area Scatter Other
- Art = - - v I = Charis~
Tables Hlustrations 1 2-DBar L
. Bar button i
B3 — = =
II 5 " ﬁ i = = | | — !j B | B
A B C D E F = i=_3 \l“ |
; / 3-D Bar |
3 Steph 5 = | (P |
pen 2 Select ] &i [j
4 Michael 78 Clustered Bar = | L —4l
5 Susan 14 from the menu Cylinder |
6 il 88 = ] | |
7 Timothy 55 L — N e
! (1
2 (| |- |

d) A Bar Graph will now appear in the Excel spreadsheet.

¢) Use the features under the Design tab of the Home toolbar to choose a colour for
your Bar Graph.

Chart Tool

ey Arrobat Dlesign Layoud Farmat
I || EE— I | =
|

‘\ Use the design features |-
to choose colars for

H 1 ! yaur bar graph M

e
- T
SLesmn -
Stephen _

W Serizsl

b a0 ao EQ -] 100




3. Create Line Chart from the data provided in these two lists.

a) Highlight both columns of data.

A B C D E
1
2
3 Stephen 26
4 Michael 78|
3 Susan 144
1] Jill 23
7 Timothy 63
8
9
10

b) Click on the Line button under the Insert tab of the Home toolbar.

c¢) Select Line under the 2-D Line section of the drop down menu that appears under
the Line button.

) 9" ’
'_Ji
- Home Insert Page Layout Formulas Data Review View
o Eme Ea [T A - A
et (| !-'__:' -‘3::\!' ﬁ IM‘ ;-" h
PvotTable Table Picture Clip Shapes Smartart Column| Line Pie Bar Area
® Art b y e = A
Tables lustrations 2-D Line
B3 = Line button |
Pl A B 4G D E it - i
1 /;
2 20 | baer] (TA -
3 Stephen 2 Select Line [ L2 o L
4 Michael 74 from the menu 2.0 Line
3 Susan 1<
-
6 Jill 88 l {}'
7 Timothy 65 | il
8 ih All Chart Types...
g :

d) A Line Chart will now appear in the Excel spreadsheet.

¢) Use the features under the Design tab of the Home toolbar to choose a colour for
your Line Chart.
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4. Create a Pie Chart from the data provided in these two lists.
a) Highlight both columns of data.

A B C D E
1
2
3 Stephen 26
4 Michael 78
5 Susan 14
3] Jill 88|
7 Timothy 65
8
9
10

b) Click on the Pie button under the Insert tab of the Home toolbar.

c) Select Pie in 3-D under the 3-D Pie section of the drop down menu that appears
under the Pie button.

Eﬂ-l d '] > o
3)
Haome Insert Page Layout Formulas Data Review View Acrobat
= EE ) T A es =
UJ] |_““| Bel 4 < =| ..V‘}f — ﬁ s"s

PivotTable Table Picture Clip Shapes Smartart || Column  Line Pie Bar Area ‘Scatter

At - - shde 5 > -

Tables Hiustrations /’ 2-D Pie

B3 v (2 Pie button | 5
A [mnaler D e L F] ‘3 Q‘ \Z‘*"
1
Select Pie in
2 #
- — — |3-D from the &B
P menu

4 Michael 78 3-D Ple
5 Susan 14
6 il 88 \A a
7 Timothy 651 .t‘i %
8 .1‘| All Chart Types..,
g o =

d) A Pie Chart will now appear in the Excel spreadsheet.

¢) Use the features under the Design tab of the Home toolbar to choose a colour for
your Pie Chart.

93



When finished, the submitted presentation should look like this:
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PowerPoint (Advanced I)

Goal: To teach students how to add images from the clip art database. Students will also learn
how to add audio features to their presentation from the clip art folder. Features such as audio
add more professional aspects to a presentation.

Time: 30 minutes
Objectives: At the end of the PowerPoint section, students will be able to:

e Add clip art images to a PowerPoint slide
e Add audio to a PowerPoint slide

I Assignment

Teachers will walk students through the assignment steps and present directions for how to
complete tasks to the class. Instructions for how to complete each task within an assignment are
presented along with visual aids below.

Students will be asked to review the PowerPoint Advanced assignment on the Mpilonhle site.

This assignment will ask students to go through the following steps:

e
B

~' Hnme rneit

B 4 on

— g Cujiy i

“':h JF Foimat fairker 5:;:-.
Chiphopd E

. N x|

1. Open the presentation saved from the

PowerPoint Beginner assignment.
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2. Add a new slide to the presentation

To create a new slide:

¢) Right click on the navigation bar on the
left hand side of the PowerPoint screen.

d) Select New Slide
(If you have selected a template for your

presentation, a new slide will be created using
this template).

5] | Hew Slide

3. In the new slide, add a clip art image of rain.

a) Select Movie from Clip Organizer under the Insert tab of the Home toolbar

@ H g - ﬂ Prevenlsliond [ompshbaly Made] - Microsol] PuywePomt
Fame [I1!.EII | Dexign SArumatinms Begle Show Renes Wiea Airokst

Ol P2l Q@ ) 3 4 FHEQE @rﬁ

Teble Picturs L'I.ﬂ Fhoto  Shames Smartdrt Cnart H'.Iperlﬂ}’ Lrean Test: Header Vorddrt Date SRde Symhbol Ohject crale | Sound
|

T Afbm = 3 Bow & Faotel £ & Time Numbar

Tabjes | Blustrtinns | Links- et UEE Mowedrom i

Mdowle from Clip Drganizer.
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b)

In the menu that appears, Search for
the term rain.

Click Go to get a selection of rain
related images.

Select one of the files from the list.

Drag this image onto the new slide and
expand to the size desired.

4. Add a sound clip from the clip art folder.

Clip Art v X
Search for:
Search in:
All collections -
Resulks should be:
Selected media file bypes -
"f 2 d

a) Select Sound from Clip Organizer under the Insert tab of the Home toolbar

E-., o - - Prezzristiord [Compatbiity Mode, . Micresoft foweFamt
=
— Home Insert Desan Enimations Slide Shorw Aealny Wew Acrobat
R . -_ by, [ 1 F = =-| B ]
hal BE B8 Y T2 g & AZfN= H ] O wl &5 d
Teioie Pecture: Chip  Photo  Sheper SmariAd Chart freeinl st feader ‘WordArt Dete Skde ol Object | MSoviz [Sound
= At Album~T T Oaw & Footer & Nime’ Humper = =
Takses Histrabong Links Test Wedid B | Soundram File.,
Shides . Gutiine x

Found fram Clio Organizer..
Fley €0 Audic Treg,.

Eeoond Saumd..
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b)

2

Clip Art X

Search Far:
rain
Searchin:
In the menu that appears, Search for Al collections e
the term rain. Results should be:
Selected media file tvpes -
Click Go to get a selection of rain
related sounds.
e
Select one of the files from the list. Low Thun. .. Thunderclap
@] @]
ot | ERIE
Double click on this sound file to add it iy — 1 . ";;
to the new slide. ma'n o 7? S
e
Thunders. .. Umbrella ...
@] @]

In the popup window that appears, select the Automatically button

Microsoft Office PowerPoint x|

L3
\13) How do wou want the sound to start in the slide show?

Show Help == |
Automatically I W'hen Clicked |

Now after you transition from the previous slide to this slide, you will hear rain sounds to
go with the image you selected.

Once you have finished working in PowerPoint, you can view the presentation by
clicking on the Slide Show button in the bottom right corner of your screen.

Note this button is very small and may be easy to miss.

Slide Show

Button
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To move forward or backwards through the slides in the presentation, use the — and «—
keys on your keyboard.

— key to move to the next slide in the presentation

«— key to move backwards to previous slides in a presentation.

As you progress to the last slide of the presentation, you will be able to see the image of
rain you selected and hear the audio file you selected.

When finished, the submitted presentation should look like this:

MPILONHLE
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Wikipedia (Beginner)

Goal: To teach students how to navigate to resources on a popular web-based encyclopaedia.
Time: 30 minutes
Objectives: At the end of the Wikipedia section, students will be able to:

e Look for topics in Wikipedia using categories and subcategories to narrow the search.
e Navigate to additional topics by clicking on links.

I Wikipedia Basics Lesson

Present the Wikipedia Basics lesson which can be found on the Mpilonhle Moodle site.

This lesson will provide students with information about Wikipedia and the resources which can
be found using Wikipedia.

In addition, the lesson will present visual directions for how to use Wikipedia.

Wikipedia

(from Wikipedia) Wikipedia is a multilingual, Web-based, free-content encyclopaedia project.
The name "Wikipedia" is a portmanteau (a combination of portions of two words and their
meanings) of the words wiki (a type of collaborative Web site) and encyclopaedia. Wikipedia's
articles provide links to guide the user to related pages with additional information.

The 2008/9 Wikipedia Selection for schools allows you to navigate by Subject Index, which is

organized by subject along the lines of subjects in the UK curriculum, or by Title Word Index,
which includes words from all article titles included in the selection.
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To navigate by Subject Index, click on Subject Index in the upper right hand corner of the
webpage. To navigate by Title Word Index, click on Title Word Index in the upper right hand
corner of the webpage.

From the Subject Index page, to find information on South Africa:

a) Click on Countries

Countries
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b) Then click on Africa

Africa

MozambigLe
c) Then click on South Africa MNigeria

Feunion

seychelles

Within the text of the article on South Africa, if you want to find more information about any of
the subjects in blue, simply click on the blue word and it will take you to an article on that
subject.

South Africa

200

hiools Wikipedia Selection, Related subjects: Africa; Afncan Countries
S0S Chuldren works n South Afnca, For more mformation see S0S Children in South Afnca

The Republic of South Africa {also known by other official names) is a country kocated at the southern bip of

Africa, It borders the Alantic and Indian oceans and Namibia, Botswana, Zmbabwe, Mezambique, Swaziland, and Republic of South Africa
Lesctha, an independant enclave surrounded by South African termitory. South Africa is a member of the
Commaorwealth of Mations, The South African economy is the largest in Africa and 24th largest in the world, Due to

this it is tha most socially, economically and infrastructurally developed country on the continant ‘

South Afnca has expenanced a different fustory from other nabions in Afnca because of early immigration from
Europs and the strategic importance of the Cape Sea Route European immigration bagan shortly after the Dutch

=Diay War taghlighted its significance o East-West rade. The country’s relatively developad Flag CoM of amms

East India Comparny founded a stalion at what would become C. sure of the Canal

e Town, in 16852 The

durning the
infrastruciure made its mineral wealth evailable and important to Western interasts, parbcularly throughout the late
nineteenth century and, with international competiion and rivalry, during the Cald War. Sauth Africa is ethnically
divierse, with the largest Caucasian, Indian, and racially mixed communities in Africa, Black South Africans, who
speak nine officially recognised languages, and many more dialects, account for slightly less than 0% of the
population

Motto: lhe & frarra fe (plam)
“Linity In Diversity” Qiteralty "Diverse People Linte?)

Anthem: National anthem of South Africa

Racial sirife babween the white minority and the black majority has played a large part in South Africa's history and

politics, culminating in aparthedd, which was instituted in 1945 by the Mational Party {afthough segregation existed

before that ima) The laws that defined apartheid began to be repealed or abolished by the Mational Party in 1980, y ]
after a long and sometimas violant struggle (INCIKING 8CoNOMIC SaNctions from he infernational community) by the ‘
Black majarity as well a3 many VWhite, Colourad, and Indian South Afncans

Saeveral philosophies and ideclogies have developed in South Africa, including whunty (the belief in a universal bond .

. Capital Pretona (executne)
of gharing that connects all humanity) and Jan Smuts's holism Bloemfantein (judicial)
Cape Town (legislatrz)

Requiar alections have been hald for almost a century, but the majority of South Africans were not enfranchisad .
Largest city Johanneshurg (2008)

unhl 1584

Official languages "
South Afnca s often called the " Ranbow Naborn™, a term coned by Archbishop Desmond Tutu and later adopted

by then President Netson Mandala. Mandeala used the term "Rainbow Nation” as a metaphor to describe the Demanym South Afncan
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From the Title Word Index page, to find information about HIV:

a) Click on the letter H in the
alphabet list at the top

ABCDEFGHIJ

b) Then click on HIV HI H Il region

Hillary Fodham Clinton

Harry 5. Truman
Hippopotamus

Within the text of the article on HIV, if you want to find more information about any of the
subjects in blue, simply click on the blue word and it will take you to an article on that subject.

HIV
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I Assignment

Teachers will walk students through the assignment steps and present directions for how to
complete tasks to the class. Instructions for how to complete each task within an assignment are

presented along with visual aids below.

Students will be asked to read the instructions for Wikipedia Basic search exercises and complete
the online Wikipedia Quiz Beginner. This quiz will require students to switch between two tabs
on their web browser, one with Wikipedia open and the other with the Mpilonhle Moodle site

open.

To open Wikipedia in a new tab of your web browser:

a) Hit the Ctrl key and the T key at the same time

OR

b) Under the File menu, select New Tab.
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To navigate between tabs, simply click on the tab you would like to view.
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Typing Master (Advanced II)

Goal: To teach fundamental computer skills related to understanding the keyboard and
developing typing abilities.

Time: 30 minutes

Material to present Typing Master Advanced II can be found at the end of the Teacher’s manual.
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Typing Master

Goal: To help students improve their typing ability through a series of exercises and games.
Time: 30 minutes
Objectives: At the end of the Typing Master section, students will:

e Improve skills and speed typing with the keyboard.
e Be able to progress through lesson topics and progress through lessons.

l Getting started with Typing Master

The Typing Master lesson can be found on the Mpilonhle site under the main Computer
Curriculum page.

Typing
o

L:ii Typinghastar

When students click on the Typing Master button the program will load the following screen:

[ 13 st evebpmes Covem g4 g |
£ "
Touch Typing Course
Lesson 1: The Home Row
1.1 mﬂj !EF.EQ t.]"-ﬁi £ H
12 PBlew keys: Home row Emin.
13 LUncerstandrg esults 3 min
14 ey gl 5 min
1.5 Word dnil Emin:
16 Bubbies game Emn
1.7 Lesaon = Emin
©
Exit this lessin
G TypingMaster
L_ App et var 740711 Copprght TypngManter, Inc. 1999 - 2308 __‘
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A Lesson is comprised of a series of readings to provide knowledge about the keyboard,
exercises to improve typing ability, and a Lesson exam which encapsulates the content and skills
presented in the Lesson.

7
Touch Typing Course

Lesson 1: The Home Row

1.1 Touch typing basics
1.2 New keys: Home row
1.3 Understanding results
1.4 Key drill

1.5 Word drill

1.6 Bubbles game

1.7 Lesson exam

Exit this lesson |

k Applet Ver 7.00.711 Copyright TypingMaster, Inc. 1999-2008

3 min.

\1

5 min.

3 min.

5 min.

5 min.

5 min.

5 min.

Select topics
within the Lesson

Skip to the next
lesson

? TypingMaster
W )

JRETES |

Present Topic 1.1 Touch typing basics to students to provide them with an overview of

important typing skills.

Once Topic 1.1 has been presented, have students proceed to Topic 1.2 New keys: Home row.
This topic has students type on their keyboards as they go through the material.

After the class has had an opportunity to go through the first two topics, allow students to try the

exercises and activities Topics 1.4, 1.5 & 1.6

These activities will score students and allow them to build up their typing ability.
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Typing Master Additional Material

l Intermediate Lesson

To continue with Intermediate typing lessons, launch Typing Master from the Mpilonhle Moodle
site.

TypingMaster

To move to Lesson 2, select the skip to the next lesson button in the bottom right corner of the
screen.

Touch Typing Course

Lezzon 1: The Home Row

1.1 Toweh lypng bescs Zmn. ifm— Select topics
1.7 hew keps Homs raw 5 . H‘ within the Lesson
1.3 n [ntells] mn

1.4 Koy dol i

1.5 Ward diil men.

1.0 Ehnn £5 Q&M mn

1.7 Lessorexam = mim.

Skip to tha naxt )
* L |
lessan 2):

| Emt this lessan

I@' TypingMaster
>

L Acplet Wer 7.00.711 Copyrighl Traingthailer, e 19952008
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A new set of typing topics will now be displayed:

r
Touch Typing Course

Lesson 2: Keys Eand 1
)2 Mewbeis £l

(a2 werdanl

(23 wordTis

()=a \ord gl

(Cr2- gentence doil

(e Enpromks

(2.7 Resiew Wizand
()28 Lessan gsam

| « ®»
@ rypingvaster |

W Appiet War 7O0.711 Copynight TrengM sster, nc. LAIS-2000

Present the following topics to students:
Topic 2.1 New Keys E and |
Topic 2.2 Word drill

Topic 2.3 WordTris

Once these topics have been presented allow students to progress through remaining topics to
build upon the skills presented in the first three topics.
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l Advanced Lesson I

To continue with Advanced I typing lessons, launch Typing Master from the Mpilonhle Moodle

site.

TypingMaster

To move to Lesson 3, select the skip to the next lesson button in the bottom right corner of the

screen.

Touch Typing Course

1.1 Touch typing basics

Lesson 1: The Home Row

3 mn;

\l

Select topics
within the Lesson

1.2 Mew Keys: HOme row 5 mn
1.2 ErEtang g 3 mn
1.4 Key dol 5 mn
1.5 ‘Word dril 5 min.
1.k ples Qame 5 mn
1.7 Lesson ex 5 mn

Skip to the next > | 5}

'._. .'_.l

Exlt this lessar lesson oL
s
{@ TypingMaster
L Acplal var 7.00. 711 Sepynght TyanyHaster, bne, 1062008 _J

PFIET |
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A new set of typing topics will now be displayed:

| R =loi x|

I N
Touch Typing Course

Lesson 3: Keys R and U

a1 new keys: R U E min
2.7 word drill 4 min
a3 I e [ 3 min
3.4 Waord drill 4 min
3.5 Senlbence drill 5 min.
a6 Paragraph drill E min
2.7 Reviaw Wizard A min
3,8 _essan exam 5 min

@ ®

TypingMaster
@ v,

ExIt this lesson

\ Applek Ver 700,711 Copyrighs Typing®astsr, [rz, 1999-2008

Present the following topics to students:
Topic 3.1 New keys: R U
Topic 3.2 Word drill

Once these topics have been presented, allow students to progress through remaining topics to
build upon the skills presented in the first three topics.
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l Advanced Lesson II

To continue with Advanced II typing lessons, launch Typing Master from the Mpilonhle Moodle

site.

TypingMaster

To move to Lesson 4, select the skip to the next lesson button in the bottom right corner of the

screen.

Touch Typing Course

1.1 Touch typing basics

Lesson 1: The Home Row

3 mn;

\l

Select topics
within the Lesson

1.2 Mew Keys: HOme row 5 mn
1.2 ErEtang g 3 mn
1.4 Key dol 5 mn
1.5 ‘Word dril 5 min.
1.k ples Qame 5 mn
1.7 Lesson ex 5 mn

Skip to the next > | 5}

'._. .'_.l

Exlt this lessar lesson oL
s
{@ TypingMaster
L Acplal var 7.00. 711 Sepynght TyanyHaster, bne, 1062008 _J

PFIET |
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A new set of typing topics will now be displayed:

i
a N

Touch Typing Course

Lesson 4: Keys T and O

4.1 Mew keys: TO 5 min
4.2 word drl 4 min
4.3 Wordlris game 3 min
4.4 Word ddll 4 min
4.5 Sentence drill 5 min
4.6 Paragraph dril 5 min
4.7 Beview Wizard 4 min
4.8 Lesson exam 5 min

2T

%
TypingM

@ yping asterJ

Exzit this lessan

L applet Wer 7.00.711 Copyrght TyoingMaster, Inc, 1999-2008

Present the following topics to students:
Topic 4.1 New keys: T O
Topic 4.2 Word drill

Once these topics have been presented, allow students to progress through remaining topics to
build upon the skills presented in the first three topics.
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Professional Development

The Professional Development section of the Mpilonhle Community Computer Curriculum is
designed to present learners with an opportunity to apply computer skills toward creating
resumes, cover letters and other resources useful to the job market.

Building a Resume

Goal: To teach students how to use templates in Microsoft Word to create a professional resume
based on a resume sample.

Time: 30 minutes
Objectives: At the end of the Building a Resume section, students will be able to:

Understand the value of a professional resume
Select a resume template in Microsoft Word
Fill out resume fields in a template

Finalize a professional resume

A resume, which can also be referred to as Curriculum Vitae, is an important tool to present the
skills and background of a job candidate to prospective employers. A resume provides a detailed
record of a jobseeker’s skills, education, previous employment, professional affiliations and
other relevant experience.

Employers receive many applications for a job posting; as a result an applicant’s resume needs to
stand out and make a lasting first impression. A strong resume should be professional, concise
and avoid errors in spelling and grammar. Resumes should be tailored to the position being
applied for based on the posted job description. A resume should be written in English, as this is
the language used in business in the South African job market. In order to strengthen your
resume, use concise and strong language in your writing. Include the use of verbs such as
contributed, organized, demonstrated, trained, managed, developed, and coordinated.

A resume can be broken into different sections. While not all resumes may have each of these
sections here are some commonly found components:
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Personal Details
Professional Experience
Education

Skills

Activities and Affiliations
Language

References

Nk =

Depending on the strength of your experience you may wish to present Professional Experience,
Education or Skills section first. A resume should be created to best represent the skills and
background you have and present you as a strong job candidate.

1. Personal Details
The Personal Details section should include any relevant information about you.

e Name

Address
Telephone
Email

Birth Date/ Age
Nationality
Gender/ Status
Race

An example of the Personal Details section can be found in the sample resume provided. In the
sample resume Name, Address, Telephone, and email information is found at the top of the
resume. Information related to Birth date, Age, Nationality, Gender, Status, and Race are found
in the Personal Details Section below.

2. Professional Experience
The Professional section should present:

e the job title of any current or prior job positions you have held
e the company information and dates when you held these positions

In addition to information about your job title and the company for which you worked, you
should provide a short summary about the nature of the work you conducted. This may be a
short paragraph or a bulleted list of responsibilities and accomplishments or a combination of the
two formats.
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An example of the Professional Experience section can be found in the sample resume
provided.

3. Education
The Education section should present:

the degree(s) you have obtained

the school(s) and date(s) at which you received your degree(s)
the subject in which you received your degree(s)

any special honours

and an optional section of relevant course work

An example of the Education section can be found in the sample resume provided.

4. Skills

Your resume has already presented your educational and professional background. The Skills
section is an opportunity to focus on additional skills you may have that are not presented in
these other two sections. These skills may include personal skills such as: quick learner and
excellent communication skills. These skills may also include information about proficiencies in
business applications such as computer programs (Microsoft Word, PowerPoint).

An example of the Skills section can be found in the sample resume provided.

Note: Successful completion of the Mpilonhle course will provide you with proficiencies in the
following programs: Microsoft Windows Operating System, Microsoft Word, Microsoft Excel,
PowerPoint, Encarta digital library.

5. Activities and Affiliations
The Activities and Affiliations section should present:

e community organizations to which you belong
e volunteer experience
e personal activities and interests
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An example of the Activities and Affiliations section can be found in the sample resume
provided.

6. Language

The Language section should present:

languages you know
level of spoken, reading and writing ability in each language

An example of the Language section can be found in the sample resume provided.

7. References

The References section should present:

the names and contact information for several references
indicate whether the relationship with referee is professional or personal

An example of the References section can be found in the sample resume provided.

I Assignment

This assignment will ask students to go through the following steps:

1.

SNk

Open Microsoft Word

iint]
Click the Microsoft Office Button, "~
Select New
Then click Installed Templates

Select Resumes and CVs (All the resume templates currently installed on our computer
will be listed).
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New Document ﬂ E

Diagrams —‘I ‘ IS&:\r-:h Microsoft Office Online for a template ‘ Blank document

Envelopes

Blank and recent

Expense reports
Faxes

Flyers

Farms Blank document | Mew blog post

Gift certificates

Greeting cards Recently Used Templates

Inventories
Invitations
Invoices
Job descriptions
Labels
Letters

Lists
Memos
Minutes
Newsletters
Plans
Planners

Receipts

Reports

Mew resume samples
Resumes and CVs
Schedules
Statements
Stationery

Time sheets

Maore categories

|l

Create I Cancel |

¥

6. Highlight the Chronologic resume (Traditional design) template and click Create.

A new file will open in the template you’ve selected.
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7. Begin filling out the resume fields in the new template with your background information

and qualifications.
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[Your Name]

Objective
| [Describe your career goal or ideal job. ] Resume fields
Experience
[Dates of emploviment] [Company Name| [City, 5T
[Job Title]

= [Job responsibility/achievement]
*  [Job responsibility/achievement]
= [Job responsibility/achievement]

[Dates of emplovment] [Company Name] [City, 5T]
[Job Title]

*  [Job responsibility/achievement]

= [Job responsibility/achievement]

= [Job responsibility/achievement]

[Dates of employment] [Company Name] [City, 5T

[Job Title]
*  [Job responsibility/achievement]
#  [Job responsibility/achievement)]
= [Job responsibility/achievement]

[Dates of emplovment] [Company Name] [City, 5T]
[Job Title]

= [Job responsibility/achievement]

= [Job responsibility/achievement]

= [ Job responsibility/achievement]

Education

[Dates of attendance] [School Name] [City, 5T]

[Degree Obtained]
= [Special award/accomplishment or degree minor]

Note: For guidance on how to fill out your resume review the sample resume provided.
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Building a Cover Letter

Goal: To teach students how to use templates in Microsoft Word to create a cover letter based on
a sample letter.

Time: 30 minutes
Objectives: At the end of the Building a Cover Letter section, students will be able to:

Understand the purpose and value of a professional cover letter
Select a cover letter template in Microsoft Word

Fill out fields in a template

Finalize a professional cover letter

In addition to a resume a cover letter is an essential part of your job application process. The
cover letter should expand on your personal qualifications and present what unique contributions
you can add to an organization. Write in a few lines how your experience and expertise can
contribute to the company. A cover letter should also refer to your present and future plans,
showing your prospective employers what you want to do now and what you will do for them in
the future.

A cover letter should be one paged typed and written in English. The letter should be
professional, concise and avoid errors in spelling and grammar. Cover letters should be tailored
to the position being applied for based on the posted job description.

It is customary to follow up with your cover letter by phone.

I Assignment

This assignment will ask students to go through the following steps:

1. Open Microsoft Word

Click the Microsoft Office Button, &

Select New

Then click Installed Templates

Select Letters and then select Cover letters (All the resume templates currently installed
on our computer will be listed).

SNk
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New Document ﬂ E

@ ISearch Microsoft Office Online for a template

Letters

Templates

|»

Elank and recent

Installed Templates
My templates... Academic
Mew from existing... Business

Microsoft Office Online Community

Featured Cover letters

Agendas Employment

Award certificates Healthcare

Personal
Brochures

Real estate
Budgets
Travel
Business cards
Calendars
Contracts
Diagrams
Envelopes
Expense reports
Faxes

Flyers

Farms

Gift certificates
Greeting cards
Inventaries
Invitations
Invoices

Job descriptions

Labels

Letters l

Lists

hd
hdamnrc

Create Cancel

6. Highlight the Resume cover letter in response to ad, longer template and click
Create. A new file will open in the template you’ve selected.
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7. Begin filling out the cover letter fields in the new template with your name and address
and the name and address of the potential employer.

Remember to carefully read the letter template and modify the template to match

job specifications.
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[Your Name]

[Street Address]
[City, 8T ZIP Code]
Tuly 20, 2000

[Recipient Name]

[Title] Modify template

[Company Name] to match job
[Street Address) B A
[City, ST ZIP Code] specifications

Diear [Recipient Name]

I am writing in response to your ad in the Elm Street News. The position requirements
and my skills are a perfect match.

Asvou'll see on my enclosed resume, [ have the educational background, professional
experience, and track record for which vou are searching. In addition, I am motivated and
enthusiastic, and would appreciate the opportunity to contribute to vour finm’s success.

I can promise that meeting with me will not be a waste of vour time—and [ will make
myself available at vour convenience, dunng or outside of normal business hours

Sincerely,

[Your Name]

Enclosure

I Interviewing Advice

When preparing for an interview make sure to research the organization and position you are
applying for thoroughly. This will enable you to answer questions well, and demonstrate
knowledge and initiative in your own questions about the company.

An important part of an interview is first impressions and professional appearance. Dress
conservatively in business clothing this means suits or sports coats and dress pants for men and
dresses or suits for women.

Being punctual for your interview is very important. As an applicant you should arrive five to ten
minutes before the interview. Being late creates a negative impression. If you are going to be
late, it is important to contact your interviewer to keep them informed and provide an
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explanation for the delay. If you think you will be delayed for longer than an hour, it is a good
idea to ask the interviewer to reschedule at their convenience.

An interview will usually start with introductions. Remember to use formal greetings and
references when talking to interviewers. Use terms such as, “Mr.” or “Mrs.” Or “Ms.” during
your exchange. You are likely to be asked questions about your experience, and asked what
solutions you may have to potential problems that can arise on the job. Listen carefully to
questions and remember to speak clearly and confidently when answering. Be prepared to
discuss your strengths, weaknesses, background, and accomplishments.
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