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Email is a way to send mail digitally through the internet.

Creating a Username

e Usernames must be unique, so it may be hard to find something not already taken.

e You may need to add numbers or other identifying factors to it.

e Select a username that is appropriate to share with anyone you may give your email to, such as
your child’s teacher or an employer.

e Enter your name and create a password for your account.

a. My email address is:

b. My password is:

MNote: Take this sheet home and store it in a safe place in case you forget your
information.

Tips for Strong Passwords

e Don't share your password with others. Passwords should be kept private.
e Gmail requires a password that is a minimum of eight characters.

e It should not be easy to guess, like “password” or “123456."

e Don't include personal information, like your address or name.

e Don't use the same password on multiple accounts and websites.

e Make the password longer. The best defense is length.

e Use short phrases like “cowshelpmakecheese.”
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Search: Look for specific messages using the search box.

Compose: Create an email to send to another person or people.

Menu: Allows you to switch between folders that organize your email messages.

Inbox: Where your email is received.

Sent: Where you find the message you have sent.

Draft: A saved copy of an email that you have not completed. You can edit it later and send it.

Trash: Where deleted emails are stored temporarily—usually for about 30 days—and then deleted
permanently.

Spam: Unwanted online communication.

Log Out: Sign out of your account when you are finished so no one else can access it.



Messages

New Message

Cc

Bee

To: The email address(es) of the person or people you are sending the message to.

CC: Carbon Copy.

BCC: Blind Carbon Copy. The people receiving the email can’t see who is inside the BCC field.
Subject: Lets the person know what the message is about.

Body: The message you’re sending.

Attachment @ : Files included as part of the email.
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4. Reply s, Reply all ®» Forward

Reply: Email goes only to the person who sent the message.
Reply All: Sends the email to everyone who received the message.

Forward: Sends an existing email to another person.
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COMPOSING AND SENDING EMAILS

1. Click on (red box) “"Compose”
2. New message window opens
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ATTACHING A FILE

Click on paper clip icon

1.

2. Browse the computer for the file
3. Click on the file

4. Click Open
5.
6.

Type in your message
Click Send
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TERMINOLOGY
Computer An electronic device for storing and processing data
Desktop The primary display area of a computer screen

Desktop Computer A computer with a separate monitor, keyboard, and processor
Flash Drive A pocket-size data storage device used to save electronic files
Icon A small graphical representation of a computer program

Laptop Computer A computer that contains the monitor, processor, & keyboard in one unit

Monitor A computer component that allows users to view images

Start Menu The central launching point for programs and tasks in a Windows computer
System Tray A stationary taskbar that contains icons for system functions

Taskbar A stationary strip of icons used to access frequently used programs
Window An area of the screen that displays information for a specific program

'...YDIGITALLEARN.ORG



Keyboard & Mouse Basics

Mouse A hand-operated device that allows users to move a cursor around a computer screen

Scroll

Right-Click

Left-Click

Keyboard A piece of equipment similar to a typewriter that allows users to enter data into a computer

Function Kevs Numeric Keypad

—
Backspace INSERT

DELETE

Caps Lock

Shift

t

ENTER

Navigation & Special

Typing Keys

Keys




ADDITIONAL KEYBOARD & MOUSE PRACTICE

1. Left-click the appropriate icon to open the Internet (Google Chrome, Mozilla Firefox or Internet

m Acrobat Reader DC

ﬁy Apple Software Update
b Audacity

E&é Default Programs

[ Desktop Gadget Gallery Shana Lopez
LRLS. OCR Registration

(= Internet Explorer

@A Microsoft Security Essentials
& Mozilla Firefox

Docurments

9 DAL

‘__'Google Mozilla Internet
Chrome Firefox Explorer

Pictures

E paint.net Music .
& spotify Single left-
::T. WindnwsAny‘time Upgrade Computer click on
-,'J Windows DVD Maker .
&5 Windows Fax and Scan Contral Panel items in the Double left-click on desktop
9 Windows Media Center H
Icons to open programs

Windows Media Player Devices and Printers Start Menu P Prog

7 Windows Update or from the

KPS Viewer Default Programs

, Accessories task bar to

. CCleaner B Help and Support open them.

1 Back |

2 10 Useful keyboard shortcuts
Ol g d_ Ctrl| 4+ | C| = Copy

Ctrl| 4+ | X | = Cut

Ctrl| + | V| = Past

Ctrl| 4+ | A| = Select All

Ctrl| + | T | => New Tab
Paste Options:

Ctrl| + | Z| = Undo
Font...
Paragraph... Ctrl + B| = BO'd
iz'::,;ng Ctrl| + | U| = Underline
s ctril + [+ | = Zoomin
Hyperlink... |
Look Up Ctrl + - | = Zoom out

Synonyms

Translate




Using a PC (Windows 11) Learner Handout .'leGlTAL !N.ORG
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Taskbar

Desktop Terminology

Account — Menu used to sign out and manage your account.

All Apps — Menu that lists all the applications available on the computer in alphabetical order.

Applications — Tools that allow you to do things on a computer, such as write a letter using Microsoft

Word, search the internet using the Edge browser and do math using a calculator.
Desktop — The area that allows you to access the applications, files, and settings.

File — A package of information.

Folder — A method for storing and organizing files.

Power — In the Start Menu, it's where you restart, shut down, or put the computer to sleep.
Recycle Bin — Holds deleted files until you empty it.

Settings -- Menu used to change preferences, customize the desktop, and more.
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Taskbar — Access the Start Menu, search, frequently accessed applications, open files, settings,
notifications, and control functions.

Search Box — Search the computer for a specific file, computer setting or application.

Start Menu — Access all applications available on the computer; shut down, restart and put the
computer to sleep; manage user accounts, access files and computer settings.

Task View — Displays all the windows that are currently open on the computer.

Power Menu Options

Lock: Requires a username and password to access the computer.
Sleep: Power saving mode for when you're not using the computer.
Shut down: Closes all files and applications and turns the computer off.

Restart: Closes all files and applications and turns the computer off and turns it back on.

Minimize I
L
Title Bar |
AutoSave & ¥ End of Year Party « Saved v £ Search - ] X

[ |
Save | Maximize Close I

Close Button: Closes the application or file.

Maximize Button: Expand the window to fill the desktop.

Minimize Button: Hides the file in the taskbar.

Restore Button: Returns the window to the size it was before it was maximized.

Scroll: Use this tool to see more of the file contents that is not visible on the current screen.

Title Bar: At the top of every window it includes the name of the software name, file name, and

includes the minimize, maximize, restore and close buttons.
Save: Use this feature so you have a copy you can view or edit later.

Window: Working area of an application.



Tips for Using a PC
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Resize — When a window is too big or too small you

can change the size of the window.

1.
2.

Place the cursor on the edge of the window.
When the cursor becomes a double-headed
arrow, click and hold the left mouse button to
“grab” the edges of the window.

Drag the mouse to the left or right to change
the size of the window.

Release the mouse button when the window
is the desired size.

e Desktop and Taskbar are useful tools to access common applications and documents.
e Task View allows you to see all the open windows at one time.

e Folders help you organize files.
e The Search box allows you to quickly locate folders and documents.

e Documents can be restored from the Recycle Bin only if it has not been emptied.
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Windows 11 Basics

New Start Menu

1. Search Bar at the top

2. Tiles gone and replaced
with icons

3. Can still create folders by
dragging an icon on top
of another one

4. Recommended items are
located at the bottom of
the start menu unless
turned off

5. Your Profile

6. Power icon now in
bottom right corner

2 3 4 5
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Q_ Type here to search

Pmngl All apps >
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o % G - L @
2 Opera Browser Firefox Google Chrome  File Explorer OneDrive Settings
Outlook Word PowerPoint Excel Mitel Connect Zoom
c < -
n [
cura-lulzbot Paint Snipping Tool BlueStacks 5 VLC media Nitro Pro
3.6.37 player
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"
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o USB yid
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OBS Studio

To show your recent files and new apps turn them on in Settings. Launch Start Settings.
e BN E A LSRR =S 8T A —

[ Open Enter
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1.7 Add to Favorites

) Compress to ZIP file

Copy as path Ctrl+Shift+C
/2 Properties Alt+Enter
@ OneDrive

£ Show more options Shift+F10
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Print
1. Cut sy
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py E— Convert to PDF with Nitro Pro
3. Rena me E- Combine files with Nitro Pro
4. Share Open with...
Give access to >
5. Delete Copy as path
& Share
Restore previous versions
Send to >
Original Menu with Cut
Copy
fu ll options Create shortcut
_A' Delete
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I3 This PC = [} X
N © N fport ~ 8= View v
c > v | B > This PC 5 U Extra large icons v G . Search This PC
O Large icons
Exempt Staff Time Reporting # v Folders
2  Medium icons
» =
SCHEDULES ' Desktop q Music
Classes 88 Small icons |
Phillip Schneider ==l
Pictures == List Videos
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1) Basic functions: cut, paste, rename,

etc.
2) Navigation menu
3) Quick Access ltems
4) Allfiles
5) Change icon size with view
)

6) File search bar

& Settings
Qs System > Display
class15@GBPL.com

Brightness & color
Find a settir . .
10d 8. SEting 2 :g. Nightlight

™% Use warmer colors to help block blue light
| = System
HDR

© Bluetooth & devices More about HDR
¥ Network & internet

Scale & layout
/' Personalization Y
- cn  Scale
‘ Apps Qs Change the size of text, apps, and other items
& Accounts
: rD‘ Display resolution
B Time& language Y22 Adjust the resolution to fit your connected display
£  Gaming
X Accessibility
W Privacy & security @ Multiple displays

- Choose the presentation mede for your displays

® Windows Update

Settings
System: Make all icons larger, Night
light, HDR and Multiple monitors
Bluetooth & Devices: Bluetooth
connection and settings for printers,
Scanners and your mouse.
Networking & Internet: Wi-Fi
connections and settings
Personalization: Change desktop
and lock screen pictures
Apps: Deleting apps/programs and
setting default programs
Accounts: User account settings
Time & Language: Set date and
time
Accessibility: Change the size of
your text, mouse pointer, text cursor,
and magnification options.
Privacy & Security: Privacy options
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Computer Basics (macOS 11) @ _
W DIGITALLEARN.ORG
Learner Handout @*

¢ Apple Menu O\ Search

@ 4 SatOct30 12:40 PM

Folder _> !

nnnnnnnnnn ts

Menu Bar

Desktop

Launchpa  Applications

Dock
Desktop Terminology

Apple Menu: From this menu, you can access System Preferences and recently used apps. You can
also view information about the computer, sign out, and lock or change settings unique to your
account.

Menu Bar: Includes the Apple Menu, the date, time, volume control, and more. Menus change
depending on which program is open.

Siri: A virtual assistant that responds to voice commands by using the computer speakers.
Search: You can search the computer for a specific file, computer setting, or application.
Desktop: The area that allows you to access the applications, files, and settings.

Folder: A method for storing and organizing files.
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File: A package of information.
Dock: Find frequently accessed applications, open files, and empty the Trash.
Launchpad: Lists all applications available on this computer.

Applications: Tools that allow you to do things on a computer, such as write a letter using Microsoft
Word, search the internet using the Safari browser, and do math using a calculator.

Trash: Holds documents until you empty them.

Title Bar Application Open File Name

/

@ Pages File Edit Insert Format Arrange View Share Window Help
@] Q@ I End of Year Party.pages v

| Save

Title Bar: You can find this at the top of every window. It includes the name of the application that's
open and the name of the file. It also includes the Minimize, Maximize, Restore, and Close buttons.

Save: Use this feature so you have a copy that you can view or edit later.

Close Button: Closes the application or file (red circle).
Maximize Button: Expands the window to fill the desktop (green circle).
Minimize Button: Hides the file in the Taskbar (gray circle).

Restore Button: Returns the window to the size it was before it was maximized (also the green circle).

16



Resize: When a window is too big or too small,
you can change the size of the window.

5. Place the cursor on the edge of the

window.

e s e o ot 2 o o e 6. When the cursor becomes a double-
headed arrow, click and hold the left
mouse button to “grab” the edges of the
window.

7. Drag the mouse to the left or right to
change the size of the window.

8. Release the mouse button when the
window is the desired size.

Scroll: Use this tool to see more of the file contents that is not visible on the current screen.

Window: Working area of an application.

Tlps for Using a Mac

The Desktop and Dock are useful tools to access common applications and documents.

e Folders help you organize files.
e The Search box allows you to quickly locate folders and documents.
e Documents can be restored from the Trash only if nobody has emptied it.

17
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Parts of a Web Browswer

Browser Window - Is how you view and navigate Web Pages. Within a Browser Window you can
have multiple Tabs. You can also have multiple Browser Windows open at the same time.

Web Address — Tells the computer the correct combination of letters, numbers, and/or characters to
reach a particular website. It's like the street address for a Website!

Address Bar — The box where you type a web address (URL). It can also be used to search for
information and view content on the Internet.

Home - This is the Website page that first appears when you open your browser. You can select
which Web Page you want as your homepage in the web browser’s Settings.

Back/Forward — Clicking the Back button takes you to the previous page you were on. Forward
returns you to the page you were on before you hit the back button.

Refresh — This re-loads the page you are on to ensure the web content is up to date or to fix any
issues if the page didn't load properly.

Tab — When you open a browser, you start with one tab which loads your Home Page. You can use
this tab to visit other Websites by entering a URL into the Address Bar. To visit multiple sites or
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compare different Websites side-by-side, you can open multiple tabs within one browser window and
switch back and forth.

Options/Settings — Contains all the Settings you need to set up the browser. Includes tools such as
Display (zoom, font, themes, etc.), History (previous sites visited), the Print features and more.

Bookmarks — Save sites you visit frequently so you can quickly access them via the bookmarks
toolbar.

Internet Terminology

Internet — A system of interconnected global computer networks that allow people to share digital
information with one another.

Web - A system of online documents that are linked together, like a spider "web” (hence the term
World Wide Web).

Hyperlink - It is an element on the webpage that when clicked takes you to another document on
the Internet.

Website — A collection of Web Pages that are linked together that provides information about a
particular business, group, organization, or person.

Web Page - An electronic document with text, images, video and other links that is accessed by
clicking a Hyperlink from the Results List or Web Page in a Web Browser.

Home Page - The landing page or main page of a Website that provides links and a Search Box to
find information on other pages within the Website.

Web Browser — Also known as a Browser Window. It is a program that allows you to view Websites
and navigate between them using Hyperlinks.

Cloud - A term used to describe web-based applications and/or files that are stored and accessed on
the Internet (usually with a login and password) from a shared, remote server and not on your
computer’s hard drive.

Domains (the last few letters of the address after the .) USUALLY gives users an indicator about the
type of site they're visiting. Examples include: .com = commercial business or company; .org = was
originally used by non-profits but is now also available to politicians, political parties and online
communities.; .gov = government agency and .edu = educational institutions.

Parts of Website
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Navigation Menu: A collection of links to the main sections of the Website. Navigation Menus
usually appear near the top of the page. Click on these links to browse other sections of the Website.

Search Box: Just like a Search Engine searches the Internet, the Search Box on a Website allows
visitors to search for specific information on the Website they are visiting.

Main Content: The big area in the middle of the Web Page that contains most of the unique content.
Examples: a story you want to read, a video you want to watch, a recipe you want to bake, etc.

Footer: A collection of links that appears on the bottom of each page and often includes basic
information about the website or company including contact information, terms of use, social media
links and more.

Sidebar Navigation: A collection of links that allows the user to navigate to information in a
particular section of the Website.

[ [ & Google x + (-]

& C & google.com e Guest

\ I

About  Store Access other Gmal Images | | 35

GO Goc§I1toeols for 9 G 9

sea rch Account Search Maps

Box: Type Q > ) , o=

keywords YouTube Play News
Google Search I'm Feeling Lucky

M ¥

Gmail Meet Chat
N Carbon neutral since 2007

e
Advertising Business How Search works Pril e

Using Search Engines (example: Google)

Search Engine — A Website that allows you to look up information and view content on the Internet. Some
examples of commonly used search engines are Bing, Google and Yahoo!

Search Box — Used to enter keywords when the exact address is unknown. Some browsers only have a single
“omnibox” that is used to enter both web addresses and keywords (like Google).

Tips & Tricks

Use these tricks to search the Internet like a pro.
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1. Use quotation marks around a phrase to limit results to the terms inside the quotation marks in that
particular order.

=  Ex. “lllinois State Fair” retrieves results with lllinois State Fair in the title but not lowa State Fair

2. Use connectors AND, OR between keywords to broaden or narrow your search.
= Ex. Chicago AND events, Chicago AND events OR museums

3. If you want to exclude terms from the search results use the (-) minus symbol.
» Ex. Cardinal -baseball

4. A search for Chicago Tribune is the same as searching for chicago tribune.

5. Search Suggestions: Many Search Engines suggest possible search terms as you type your search in the
Search Box.

6. Many Web Browsers allow you to search the Internet from the Address Bar. If you see the magnify glass in
the Address Bar you can enter your search term in the box to search the Internet.

Go g|e chicago events X L Q
. . —
Limit Search 2, Al @ News ¢ Maps [&)Images [ Books : More Tools
To A
. po Aot II‘J{‘!{‘! nnnlnnn Llte 100 v\da\
Specific

Ad - [ttp:ffwww_chl‘cagoplays.comf v (312) 801-3445
Ads in Searc},lg;uago Events Calendar

Results Discover what's on stage and coming soon to over 200 Chicago theatres. 250 Theatres. Chicago
Theater District. Storefront Theatres. Shows Every Night. Options: Virtual Theatre, Live Theatre.

7. You can search for a specific format including images, music, videos and news. To do this type your search
in the search box, submit your search, and then select the type of format you want in the results list.

8. Ads in Search Results. Search engines sometimes display ads related to the search result.
9. Review results carefully before clicking on a link to be sure it is the best match for your needs.

10. If you aren’t getting an exact match or the results look off, be sure to check for the following:

» Additional pages of results (appearing in number form at the bottom of the page)
» Helpful hints from the Search Engine, like "Also try,” or "Searches related to”

Related searches

Q  chicago landmarks bean Q  chicago landmarks 1893

historical chicago landmark -

Q_  chicago landmark buildings Q codycross
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Mobile Device Basics — iOS Learner Handout .Q_,D'G'TA'- .ORG
External Buttons and Charging Port

Ring/Silent Switch
Volume Up Side Button:

Volume Down

Iy

Touch Gestures

T

Power Button

Charging Port

To control your mobile device, you touch the screen of the device with your finger and use gestures to

navigate and perform different functions. There are a few standard gestures that are important to

remember.
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Tap: Use this to activate a control or select something on
the screen. For example, you can tap on an app to open it.

Tap and Hold: Use this to display a menu of options.

&

Swipe Up and Down: If the text goes beyond one screen,
you can scroll up and down by swiping up and down. You
will also swipe up from the bottom of the screen to go to
the Home screen.

R

Swipe Left and Right: If you want to see what apps are
available on your phone, swipe left and right in the App
View.

Common Apps

all T .

— WED 2 H
I 00 “ -— Camera
FaceTime Calendar Photos Camera
Email ’ App Store
iTiies Store
Maps A Settings App Store Calculator
Maps Notes
Browser Messaging
Phone
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Tips for Wi-Fi Security

Follow these tips to keep your information safe when you connect to Wi-Fi.

1) Make sure you trust a public network before connecting to it. Do you know who set up the
network?

2) Try not to send private information over public Wi-Fi networks.

3) If you do send personal information, make sure the website is secure and begins with https.

4) Set up a password for your home network to block intruders from accessing it.

Locking and Unlocking Your Phone

111 s=w>  One of the most important things you can do is set a personal
¢ Settings  Face ID & Passcode identification number (PIN) or passcode to access and use your
mobile device. This will help protect the data stored on your device
if it is ever lost or stolen. Each time you turn on your device or wake
up the screen, you will see a prompt to unlock it.

iPhone Unlock

e —— To set a PIN or passcode, tap Settings. Then scroll to Face ID &
Wallet & Apple Pay Passcode. You'll find the options there.
. ay
Password AutoFill L/
Other Apps 2 App You can also use unlock your phone using Face ID. You would need

Ao to follow the prompts to store that information in your settings

before you can enable this feature.

Set Up an Alternate Appearance

Please explore these settings and be sure to use one of the
approaches to lock your phone to keep your data safe and secure.

Reset Face ID

Require Attention for Face ID Q
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Privacy Settings

Privacy settings are also important for mobile devices. 10:04

phone’s privacy settings, you can decide which apps < Settings Privacy

access to information and data stored on your device,

your location, photos, and microphone. Location Services
Tracking

To access the privacy settings, go to Settings. Then

i Contacts

down. Then tap Privacy and follow the prompts. -
g alendars

Reminders

Please explore these settings and be sure to set up Shotes

S
Bluetooth

phone in ways that keep your data safe and secure.

Local Network

Microphone

Speech Recognition
Camera

¥ Health

53 Research Sensor & Usage Data

HomeKit

Media & Apple Music

 Files and Folders

AAndinm O Cibmann

Accessibility Settings

all T .

Using your
have
such as

scroll

your

Accessibility settings on your mobile device can help you customize your phone to meet your visual,

physical, motion, or hearing needs. To find the Accessibility features, tap Settings. Then scroll down

the page and tap Accessibility.

Common features to explore include magnifying the screen using the Zoom feature, changing the

display, modifying the text size, and more.

Please explore accessibility settings after the workshop to make sure you are meeting all of your

needs.
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Mobile Device Basics—Android Learner Handout

External Buttons and Charging Port

Volume

Power Button \

Ring/Silent Switch

|

Charging Port

Touch Gestures

To control your mobile device, you touch the screen of the device with your finger and use gestures to
navigate and perform different functions. There are a few standard gestures that are important to remember.



Tap: Use this to activate a control or select something on
the screen. For example, you can tap on an app to openit.

Tap and Hold: Use this to display a menu of options.

Iy

Swipe Up and Down: If the text goes beyond one screen,
you can scroll up and down by swiping up and down. You
will also swipe up from the bottom of the screen to go to the

Home screen.

R

Swipe Left and Right: If you want to see what apps are
available on your phone, swipe left and right in the App

View.

Common Apps

4:59

Finder search

Camera

m—

Browser

S

Internet

S

Play Store

Gallery

o

Settings

Secure
Folder

Calculator

Calendar

Notepad
Free

©

YouTube

Duo

il 91% M

Camera

Contacts

Q

Maps Messages

Play Store Voicemail

Phone

Email

Messaging

Maps
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Tips for Wi-Fi Security

Follow these tips to keep your information safe when you connect to Wi-Fi.

1) Make sure you trust a public network before connecting to it. Do you know who set up the network?
2) Try not to send private information over public Wi-Fi networks.

3) If you do send personal information, make sure the website is secure and begins with https.

4) Set up a password for your home network to block intruders from accessing it.

Locking and Unlocking Your Phone

6:39 -l 60% =

Lock screen

Screen lock type
PIN, Fingerprints

Smart Lock

Secure lock settings

Always On Display @)

Tap to show
Clock style

[ @)

One of the most important things you can do is set a personal
identification number (PIN) or passcode to access and use your mobile
device. This will help protect the data stored on your device if it is ever
lost or stolen. Each time you turn on your device or wake up the screen,
you will see a prompt to unlock it.

To set a PIN or passcode, tap Settings. Then look for the option to lock
the screen.

You can also use unlock your phone using Face ID, iris scan, or
fingerprint. You would need to follow the prompts to store that
information in your settings before you can enable this feature.

Please explore these settings and be sure to use one of the approaches
to lock your phone to keep your data safe and secure.
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Privacy Settings

Privacy settings are also important for mobile devices. Using your
phone's privacy settings, you can decide which apps have access to
information and data stored on your device, such as your location,
photos, and microphone.

To access the privacy settings, go to Settings. Then tap the donut icon.
Then tap Privacy and follow the prompts.

The way you set your privacy settings may be different depending on
the device manufacturer. Because of the variety of Android mobile
devices, you may notice slight differences between your device and this
example.

Please explore these settings and be sure to set up your phone in ways
that keep your data safe and secure.

Accessibility Settings

Accessibility settings on your mobile device can help you customize your phone to meet your visual, physical,

4:09 =l 88% W

David Anderson
david.anderson92@gmail.com

Account

Account information

Password and security N
Privacy

Services

Personal information

My information

Places 0

motion, or hearing needs. To find the Accessibility features, tap on Settings. Then scroll down the page and tap

Accessibility.

Common features to explore include a voice assistant to get spoken guidance to navigate the device without

needing to see the screen; changing text size, contrast, and display color of the screen; adjusting audio

settings; and enhancing or changing the touch interactions.

Please explore accessibility settings after the workshop to make sure you are meeting all of your

needs.
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Tablet Apps

Below is a list of popular apps and staff favorites. Have fun exploring!

SOCIAL MEDIA

Facebook
Pinterest
Twitter
Flickr
Instagram
SnapChat
LinkedIn
Skype

y;
d

—
SparkReclpes

Healthy Recipes

HEALTH & WELLNESS
MyFitnessPal
Fitbit
MapMyRun/Walk/Ride

Yoga.com
7 Minute Workout
HealthTap

First Aid
(The American Red Cross)

Luminosity

Relax & Rest Guided
Meditation

SparkRecipes

InTuit

FINANCE

Your Bank’s App
Mint
PayPal
Square
Expensify

MOVIES, TV & VIDEO
Netflix
Crackle

Hulu

VUDU
Cable TV
Amazon Instant Video
Watch ESPN

Fandango
IMDb

YouTube

TRAVEL
Uber
Lyft
Waze

Airlines
Kayaak
Travelocity
TripAdvisor

Priceline

P

MUSIC & SHOPPING
Pandora
Spotify
Shazam

iHeartRadio
Living Social
eBay

Amazon
Retail/Department Stores

ScanlLife

Red Laser
ShopAdvisor

Groupon
Zillow Real Estate

NEWS

COMMUNICATION

Yahoo, Gmail & Outlook
The Weather Channel
CNN/ABC/NBC News

Yahoo/Google/Bing News

Chicago Tribune

Sun-Times
Tumblr
Blogger

TEDTalks

PRODUCTIVITY
Evernote
Google Docs

Google
Drive/Calendar/Maps
Dropbox

Microsoft Office
Trello
Tiny Scanner

Cozi Family Calendar
Genius Scan
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‘ DIGITAL N.ORG
L

LinkedIn Basics

LinkedIln URL: www.linkedin.com

TERMINOLOGY

Connection A person to whom you are directly connected.

Potential Connection A Connection of a Connection.

Recommendation An online paragraph or letter of support written by or for one of your
Connections.
Toolbar The stationary navigation bar at the top of each screen. Contains the

Search box and links to the Home page, Profile page, My Network,
Jobs, Interests, Messages, Notifications, Grow My Network, and
Account & Settings.

- I 2 o w A

Profile My Network Jobs Interests Business Services Try Premium for free

HOME PAGE

8 people viewed your profile in the

past 15 days 1 way to keep in touch

Monica Dombrowski

< Technology Education Manager | Gail Borden...
5 g y Dawn Ritter has a work
» ¥ Improve your profile 375 connections. Grow your network anniversary.
Celebrating 1 year at Shorewood-
Troy Public Library

6§ Share an update

¥ Upload a photo B Publish a post

[ Like H Comment “ Skip |

Patricia Yonushonis 13m Ads You May Be Interested In
< Senior Product Marketing Manager at Flexera Software Want to Write Creatively?
é Online Creative Writing Degree ;
Don't Underestimate What Users Want M Mmade forWorking Professionals.

Free Info
blogs.flexerasoftware.com - InstallTalk is a blog for software

* installation developers and program managers that discusses the
latest best practices, trends, events, and news impacting inst...

Want to Skip the GMAT?
Finish in 2 years or less. Learn
about SU's online MBA w/
GMAT waiver!

FLEXER

OFTWARE

-~

Like + Comment + Share
__ 18 month Master's in Ed.
Fﬁ Earn your Master of Education
o in curricuum ana Instructional

Strategies

|

=T

British Airways shared:
Sponsored

Follow

If you're flying to Dublin and happen to have an important presentation coming up then be
sure to make a day-trip to Blarney Castle in Cork where you can kiss the legendary Blarney

About Help Feedback Privacy & Terms -

Stone. Set into the wall below the battlements, you have t... show more

m

Linked[] Linkedin Corp. @ 2016
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http://www.linkedin.com/

PROFILE PAGE

Monica Dombrowski e
Technology Education Manager | Gail Borden Public
Library

Elgin, lllinois | Libraries

Current Gail Borden Public Library District

Previous Westwood College, Follett Software Company, Sears
Holdings Corporation

Educ ation Dominican University

Send a me! v e 375
connections
[ https:/Awww linkedin.c omvin/monic adombrowski BW Contact info

Published by Monica

Libraries = Education Upcoming Webinars for Free Webinar @ 10:30 am
September 11,2015 RAILS CST
June 23, 2015 June 23, 2015

% Summary

Innovative librarian with expertise in library instruction, collection development, reference services, and
pregramming. Extensive experience in the corporate sector in training. project/people management. and
customer service. Passionate about staff development, adult education, and collaboration between
departments to deliver an array of 21st century library services for customers.

Tk
-

YOUR HIRING TOOLBOX
IS WAITING.

Templates. Forms. Checklists.
DOWNLOAD NOW »

People Similar to Monica

Melissa Bernasek 1st
Director of Information Services
View Profile -« & 39

Ads You May Be Interested In

Creative Writing Master's
Online Creative Writing Degree
made for Working Professionals
Free Info.

Solve DBA Staffing Stress

Pythian  24/7 Remote DBA Services. Get
Fast Flexible Support. Contact
Today!

KU Online MBA Program
AACSB Accredited Online MBA
Degree. Expand Your
Opportunities. Inquire Now.

CREATE AN ACCOUNT
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Linked ]

Make the most of your professional life

Firstname

Lastname

Password (6 or more characters)

By clicking Join now, you agree to Linkedin's User Agreement,
Privacy Policy, and Cookie Policy.

Join now

To create an account, type the following pieces of
information into their corresponding boxes:

1) First name
2) Last name
3) Email address

4) Create a password (6 or more characters) and
type it into the Password box.
Note: Be sure to write your password down or email
it to yourself for future use

5) Click the Join now button at the bottom of the
screen and follow the wizard's directions.
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LinkedIn: Getting Started

N.ORG

Search Box

Notifications

HOMEPAGE

ift to The Fund for Dominican today to empower current students.

Monica DombroIvski

Technology Education NJanager | Gail Borde

g

people viewed your profile in the

past 30 days People you may know

Blair O'Keefe

& & Update statu

o Improve y]

views on your update "This is
1
great! Please take a moment to

Director, Contract Administration
and Business Development at

Page links

P Upload a photo

[% Publish a post

McGraw-Hill Higher Education

[ | o ]

Scott Edsall commented on this

Irene Atsatos

So truel

aMIIStatve.

Advanced

CCOuUMtS Payable Assistant

The biggest
concern for any
organization should
be when their most
passionate people
become quiet.

Graduate
Studv

Update your status, Upload

\

a photo, or Publish a post

hs -

Newsfeed

ADDING SECTIONS

E Language

Add languag:

1

Add a section to your profile — be discovered for your next career step

n Volunteering Opportunities

Add volunteering opportunities

N ew Mote Vv

N

2 t

E Language

Add language

Test Scores

Add test scores

ﬂ Patents

n Volunteering OpportM

Add volunteering opportunities

Courses

Add courses

Publications

@

Company Name *

Gall Borden Public Library District Change Company | Ect Omsplay Name
Tite *
Technology Education Manager
Location
Time Period *
Choose v ~Present

¥ | currently work here

Description

See examples

Cancel | Remove this position

Add Media: [ Document @I Photo P Lk @ Vieo

¥ Presentation

Add position
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PROFILE SECTIONS B Projects

Gail's Toolkit
Monica Dombrowski = Starting March 2015
;eg?nhr‘wuo‘\niiy Eifjig“ Manager | Gail Borden Library Gail's Toolkit is a 2-year project funded by ALA Publishing’s Carnegie-Whitney Grant. Our free, online
o portal—sponsored by RAILS—offers lesson plans. presentations, handouts, and surveys that librarians
Gail Borden Public Library District 4 . ) ) B N
Westwood College, Follett Software Company, Sears can use to teach classes ranging from Microsoft Word to Linkedln. The portal also offers an enline
. gzﬁ::i:z’:ﬁj‘s‘? bibliegraphy of training resources for those who want to learn mere about instruction. Gail's... more

i

w “olunteer Experience & Causes
[ https shwww linkedin.comfinimonic adombrows ki B Contactnfo pt Gail Borde...

Volunteer
Larkin High School Friends of the Arts ciate at Gail
2014 - Present (2 years) | Children
Assist with fundraisers, set up/clean up, selling tickets & concessions, and baking for Larkin Friends of

% Summary the Arts events

Innovative librarian with expertise in instruction, ccllection development, reference services, and

programming. Extensive corperate experience in training design and delivery. preject management, staff ,:’ Education
development, and customer service. Passicnate about collaboration and teamwork to promote the library | ¢
as the premier place of education in the community.

Dominican University
Specialties: Curriculum & course development, project management, staff development. mentoring MLIS, Library & Information Science

2008

Area of Concentration: Academic Libraries

Activities and Societies: Beta Phi Mu National Honor Society
Q Experience

Technology Education Manager
Gail Borden Public Library District
2014 — Present (2 years) | Elgin, IL

@ Certifications

ﬁ‘\ Publications

. . Professional Educator License

-Design technelegy education curriculum and classes llinois State Board of Education

-Man;ge tralners: aqd schedule classes-'prggrams December 2010 — June 2018 BackTalk: The Cell Phone Police
-Solicit community input and feedback on library tech programs and classes Library Journal

-Co-chair library Technology Committee and make decisions regarding technology purchases

May 1, 2009
-Partner with sister departments and community groups to determine technology training needs
-Provide and/or facilitate staff training on software, applications, and devices

-Facilitate and manage EDGE initiative efforts for GBPL

Certified Online Faculty
Westwood College

Starting February 2014 Signage: Better None Than Bad
Kev A lishment American Libraries

ey Accomplishments -
-Created stable of templates & repeatable design process that allows librarians to develop classes II © Honors & Awards July 12, 2010
-Added over 30 new offerings to the library cataleg in less than 2 years
-Secured 2 grants to help fund technelogy classes

Carnegie-Whitney Grant Recipient
American Library Association Publishing
March 2015

Awarded for Gail's Toolkit Project, an website that provides free downloadable training content that
library staff across the world can use to teach technolegy classes. The website includes a bibliography
of resources on adult leaming and instruction

Project Team: Menica Dombrowski, Melissa Bernasek, Stacy Michel, Phil Schneider, and Shana Lopez

ADDING CONNECTIONS

To Add a Connection:
Kurt Legac

1. Type their name in the

Kurt Legac “ Search box and click on
Region Manager Field Logistics at Sears Holdings

Corporation

Chattanooga, Tennessee Area | Lo s and Supply Chain

the[lESl button

Northem lllinois University

Cindy Schingen ' 2. Click on the Connect
Customer Relationship
senaKutiaat] - 294 Nasecaant Spec et button that appears under
= their picture

John Kennerly = OR
Associate Dean of the Library and Institutional
Effecti t Erskine Coll .
Grosenie, S Cacoena Aven | Hir Eucalion 1. Click on the drop-down

e T e menu next to the Send

David Marshall InMail button

Invite to join LinkedIn

i davidmarshall@studente 2. Click on the Connect

mn button

[ https

w.linkedin.comvin/johnke




. . . @ DIGITAL .ORG
Video Conferencing Basics Learner Handout @

Joining a Meeting

For many of us, the first time we use a video conferencing tool is when someone else invites us to a
meeting. We typically receive an invitation through email.

Parent Teacher Conference Inbox x ® 4
donotreply « Whoisinvitingyou
tome =

Ms. Brown is inviting you to a scheduled Zoom meeting. Topic
Topic: Parent Teacher Conference 4 '

Time: Oct 8, 2021 06:30 PM Eastern Time (US and Canada) q.\

Date and Time
Join Zoom Meeting
https://us06web.zoom.us/j/86959354609?pwd=Nmh5dG52Y1FXQ \

Meeting ID: 869 5555 4609 Link to join
Passcode: 944441
One tap mobile

+13155566799, 55559354609%,,, *944441# US (Chicago) Meeting ID and Passcode
+16465558656, 55559354609%,,,*944441# US (New York) B

Dial by your location

+1 312 555 6799 US (Chicago) Ph b
+1 646 555 8656 US (New York) < one humbers

<«




Common Participant Features

Common features you'll use when you join a Zoom meeting include:

1)
2)
3)
4)
5)
6)
7)
8)

Muting and unmuting your microphone.
Turning your video camera on and off.

Chatting with others in the meeting.

Sharing your screen.

Using reactions and raising your hand.
Changing the view from gallery to speaker view.
Viewing a list of other participants.

Leaving the meeting.

6. Change View

NS

Participants

5. Reactions

V&S0

# Raise Hand
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1. Mute and Unmute

s aad I

AN

8. Leave Meeting

Stop Video

Participants

More

Invite Mute All

More features
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@
Learner Handout: QR Code Basics ge R

What is a QR Code?

A QR code is like a barcode. You scan the QR code with your smartphone or tablet’s built-in camera app, which
connects you to a resource on the Internet, such as a website for viewing a food menu, an advertisement, or an
application for making a payment, among other uses.

What can you do with a QR code?

Examples include accessing a restaurant menu, checking in for a doctor's appointment, paying for parking,
downloading an app, watching a video, taking a survey, and more.

How to Scan a QR Code

o
P Ok 0]
':' oEae
o
N
A
Step 1. Step 2. Step 3. Step 4. Step 5.
Tap the screen of  Tap the camera The camera  Hold the device  The device
your smartphone icon. app opens. so that the QR will
or tablet with your code appears in  automatically
( finger. \ the camera'’s detectit's a
Step 1. viewfinder, QR code and
(o) From the home making sure display a link.
P screen, navigate the entire code Do not take a
T to the page with is visible on the  picture of the
I camera icon. screen. QR codel!
o Step 2. Tap the link
Tap on the on the screen,
N camera icon with ~ Continue to and the link
B your finger. Step 4. opens.

Tips to Help You Successfully Scan a QR Code
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If you accidentally take a picture of the code, return to the camera app and scan the code again!
Remember, tap the URL under the QR code in the camera app to open the resource.

Keep the camera steady. The camera can't read the code if the image is moving or blurry.

Check your browser if you tap the QR code link, but nothing opens.

Clean the camera lens if the image is blurry.

Make sure the entire code fits on the screen with a little space between the code and the edge of the
camera screen.

Turn on the camera’s flash if it's dark.

If you have an older device, you may need a QR scanner from your device's app store.

Using QR Codes Safely and Securely

Do

Do only scan codes from trusted sources. The item that opens after scanning the code should match
the organization promoting the QR code. How can you tell?
o The QR code name or branding should match the organization’s website.
o Make sure the organizational name in the URL or logo is spelled correctly — if it's not, be
suspicious.
o The item the QR code opens should look professional, which means no misspellings, typos, or
grammatical errors.
o Ifitis too good to be true, it probably is!
Do go directly to the organization’s website address if you are unsure the QR code is legitimate.
Do make sure your device’s operating system and applications are up to date to ensure you have the
most recent security updates installed.
Do make sure the URL starts with HTTPS.
Do contact the organization to verify it’s safe. If you are at a store or restaurant and are unsure
whether the QR code is safe, ask the staff.
Do: If you provide personal or financial information using a fraudulent QR code, what can you do?
o If you entered your username and password, change your password.
o If you provided bank or credit card information, set up a fraud alert and credit freeze. Contact
your financial institution for help.
o Inform your bank and monitor your accounts for unusual activity.
o Scan your device for malware and spyware.
Do watch the PLA DigitalLearn course Online Fraud and Scams at www.digitallearn.org to learn more
about using your mobile device safely and securely.

Don’t

Don’t scan QR codes that are damaged or covered by a sticker of a different QR code. Someone may
be trying to trick you by directing you to a different website.

Don’t give sensitive information to a company or person you don’t know like your social security
number, credit card, bank information, and passwords.

Don’t scan it if you are unsure it’s safe.
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Cybersecurity Basics- Learner Handout

Cybersecurity is all about the safety of information— our identity, our personal data, and our financial
assets— when we’re online.

Cybersecurity means that 1) your personal data is accessible only to you or others you authorize, and that
2) your devices— laptops, desktop computers, mobile phones, tablets— work properly and are free from
malware.

Tips for Strong Passwords

e Avoid common words like “password” or “123456.”

e Don’tinclude personal information like your address or name.

e Don’tuse the same password on multiple accounts and websites.

e Don’tshare your password with others. Passwords should be kept private.

e Make the password longer. The best defense is length. Longer passwords don’t need to be
complex and hard to remember.

e Use short phrases like “cowshelpmakecheese.”

Protect Yourself from Online Fraud and Scams
Types of Common Scams
Phishing

Scammers “fish” for sensitive information like passwords, Social Security Numbers, credit card and bank
account details, or other personal data. Phishing occurs when fraudsters or scammers use fake emails,
text messages, phone calls, social media profiles, websites, online games, surveys, or quizzes, or free
Wi-Fi to gain access to sensitive information. Once you enter your information on a fake site, they will
have you "hooked." The scammers can use this information to gain access to your money or steal your
identity.

Social Engineering

Social engineering occurs when a fraudster uses emails, text messages, phone calls, or social media
profiles to gain your trust by convincing you they are someone they are not, to get personal information or
money from you. Examples of social engineering include a person who

e (Claimsto be afriend or family member in trouble,
e Pretends to be a company with a great discount or offer, or
e (Claimsto be working on behalf of a government agency, organization, or collection agency.
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Dos and Don’ts to Avoid Scams

Don’t
[ ]

Do

Don’t give in to the pressure to act now. Take the time you need to verify the request.

Don’t give any personal information to something that could be a scam. This includes name,
email address, credit card number, or password.

Don’t share your personal PIN, password, or passcode.

Don’t give them money, including gift cards, prepaid debit cards, or transfer money.

Don’t reply or engage the fraudster. Doing this can notify the scammer that they’ve reached a
real person, which can result in more scam emails, phone calls, or text messages.

Don’t use the contact information or link from the person who contacts you.

Don’t click any links or buttons. Doing this can take you to untrustworthy websites.

Don’t provide remote access to your device. That person would have complete control over it,
including the ability to access your personal data or install malware.

Don’t download any files or attachments. They may contain viruses or malware that could harm
your computer or collect your personal information.

Do take time to investigate the request. Check with a trusted person to verify it’s safe.

Do be skeptical. If you think something may be a scam, it probably is.

Do put the suspicious email into your spam folder.

Do look up contact information from another source. Go directly to the company’s website or
check a statement you received in the mail.

Do only access websites that begin with HTTPS.

Do discuss with a trusted person. If you are unsure about the request, talk to someone you trust,
like a friend or family member. Don’t let them rush you into making a quick decision.

Do register your phone number with DoNotCall.gov to request that telemarketers not call you.
Do close pop-up windows by holding down the ALT and F4 keys on a Windows keyboard or
Command-W on a Mac. Don’t click on any buttons on the pop-up -- that includes the X!

Do use strong passwords that include upper and lowercase letters, numbers, and special
characters. Longer passwords are also stronger passwords.

Do regularly update and patch your devices to ensure the latest security updates are installed.
Do use multi-factor authentication that requires two methods to verify access to your account,
including a username and password, and another method such as a code sent to your email.

How to Identify if You’ve Been Scammed
Here are some tips to help you determine if you have been scammed.

Unexpected transactions show up on your bank or credit card statements.

Items you ordered and paid for did not arrive, and when you try to report the issue to the seller, you do not get
a response.

You receive an email that there have been an unusual number of unsuccessful sign-in attempts for one of your
accounts, but you have not tried to log in.

You can’t log into your account, and you cannot reset the password.

You can’t withdraw money from your account, and when you log into your bank account, the balance is zero, or
it has been closed.

The person you were communicating with disappears. You reach out to them via email, text, or social media,
but they no longer respond, or you can’t locate their online profiles anymore.
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You notice signs of malware on your device, such as pop-up ads that are hard to close, new or unfamiliar
toolbar icons, or your computer or mobile device not responding as fast as it used to.

How to Report Scams
Here are a few actions you can take if you identify or fall victim to a scam.

If you come across a phishing scam impersonating a known organization, you can reach out to the organization
being impersonated. For an IRS phishing scam, forward it to phishing@irs.gov.
Mark fake emails as spam or junk. This helps email providers identify and prevent scams.
Contact bank and credit card companies right away if you notice any unauthorized transactions.
Freeze your credit report so someone else can’t apply for credit cards or loans in your name.
Change your passwords if you think someone is trying to access your account, you gave your password, or you
were notified that your account may have been compromised through a data breach, unsecured internet
network, malware, or phishing attempt.
File a complaint with one of the following federal or state agencies:

o Federal Trade Commission at reportfraud.ftc.gov

o Federal Bureau of Investigation's Internet Crime Complaint Center at www.ic3.gov

o Your state’s attorney general at usa.gov/state-attorney-general
Report suspicious activity to your phone and internet service provider. If you think your identity was stolen or
your information was exposed in a data breach, check the IdentityTheft.gov website to explore your options,
report the theft, and create a recovery plan.
Stay Alert: Protect Yourself from Scams

o Be cautious of unexpected phone calls, texts, or emails asking for your personal, account, or credit card

information.
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Microsoft Word: Basics

. DIGITAL
L

.ORG

BASIC ELEMENTS OF THE PROGRAM WINDOW

Quick Access Toolbar Title Bar Minimize, Maximize, Close
A 4 v A\ 4
I : I | |
HOME = INSERT  DESIGN  PAGELAYOUT  REFERENCES  MAILNGS  REVIEW  VIEW Laptop User ~
— = N — L im s == A # Find ~
0 Calibri (Body) ~[11 ~| A" A" Aa~ ke = -i=-%z- &5 2l T |aapbcopc AsBbcede AaBbC ~| 25 Replace
Paste \. B I U-~abex, X% [A-~ aly . A v EBEEE == Ié v ") v B T Normal = TNo Spac.. Headingl |+ I Select~
Clipboard Font [P Paragraph ~ Styles P Editing ~
L 1 X 1 2 3 4 5 6 7
= T &
<«——| Horizontal & Vertical Rulers Scroll Bar & Arrows |—>

Document Window

0 WORDS

PAGE1 OF 1

i

Status Bar View Buttons Zoom Slider
THE RIBBON

File Tab Tabs

Evd : v

HOME I INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEWI Laptop User ~
sl I I . v i — Spzmmsy g Find ~
& Calibri (Body) ~f11 ~| A" A" Aa~ K¢ =-i=-%z- &3 | 2l T | assbcedel AsBbCED AaBbCt ;H "
g " |v|  23cReplace

Pavste o | B T e x| B .AEEE=E = D T Normal = TNoSpac.. Headingl |5 N Select~

Clipboard I Font I P Paragraph I [P I Styles ru Editing ~

Groups

A

Launcher
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Tab Groups

Home Clipboard, Font, Paragraph, Styles, & Editing
Insert Pages, Tables, lllustrations, Add-in, Media, Links, Header/Footer, Text, & Symbols
Design Themes, Document Formatting, Page Background

Page Layout Page Setup, Paragraph, & Arrange

References Table of Contents, Footnotes, Citations, Captions, Index, & Table of Authorities
Mailings Create, Start Mail Merge, Write/Insert Fields, Preview Results, & Finish

Review Proofing, Language, Comments, Tracking, Changes, Compare, & Protect

View Document Views, Show, Zoom, Window, & Macros

The exception is the File tab which includes general commands along with file options. On this tab
you will find Info, New, Open, Save, Save As, Print, Share, Export, Close, Account, and Options.

SAVE & SAVE AS
Handout - MS Word 2013 Basics.docx -
Save As
SAVE AS
- Save
@ Onebrive 1. Click File |
T Computer 2. Click Save As :
3. Select the location H - 0 -
+ Add a Place 4. Name the HOME IMSERT
document
5. Click Save
PRINTING
Print 1. Click File
= Copies |1 = 2. Click Print on the menu
. 3. Check Printer Settings & adjust if necessary
| (Copies, Pages, Double-Sided, etc.)
Printer ' 4. Click the Print button
% HP Laserlet Pro MFP M225-... .
= Ready
Printer Properties
Settings
B mewoemms - g”h
Pages: i F'rint 45
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Microsoft Excel: Basics

Quick Access Toolbar — Includes Save, Undo/Redo and
other frequent commands you place there (Ex: Print)

The Excel Window /

=) s
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Laptop User ~
- | v E3 iti i - P v -
&% Calibri Ji A A== % - E:“ General Condmonal Formatting &= Insert z éy ﬁ
E — [ Bix ol
B~ - $-% > [_FFormat as Table ~ & Delete ~ [y~ ST
aste w: | | Yo v | E=E = &&E a= - i, (o} n
v 80 - - el 0 8 EC&II Styles ~ 3 Format ~ @ Fiker~ Select~
Clipboard & Font M Alignment [ Number P Styles Cells Editing ~
o f v
| A B C D E F G H 1 J K L M N -
1
2
3
4
5 -
Sheetl @ 7] »
AD HH i 00%
Zoom Slider 7
. Ribbon Tabs
The Ribbon & Home Tab /
HOME IMSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW I Laptop User ~
&% Calibri Ju g == = & - = General M %Condltlonal Formatting - %"Insert - - %Y H
Em - $-9% > ’;Formatas Table - £ Delete = ' .
B I D-pA- E=E=EE B o ow - Sort & Find &
¥ N B il ] L?Cell Styles - =1 Format - C " Filter~ Select =
Clipboard T s Alignment L Mumber Styles Cells Editing

\l Command Group |

Dialog Box Launcher

Tips
e If you make a mistake when entering data press the ESC key
e To undo an entry, click the Undo button on the Quick Access Toolbar
e To use spell-check, click the Review Tab, then the Spelling & Grammar button
e When numbers suddenly change to #### it means that the cell is too narrow to display them.

Widen the column by double-clicking on the right edge of the cell border to auto-adjust the

size, as shown below, or by placing the cursor on the column border and dragging it to the

right until you achieve the desired width. :
c + C
1,500,500,500
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Mouse Pointer Shapes in Excel

=]

]

Select a cell or range
*:% Drag a selected cell or range B
R

Select whole column

:L Fill - Copies values or a series of values |
L

Entering or editing data 3

| A +p Resize column

&

11
=

Resize row

Select whole row

Excel Shortcuts — To use a shortcut, press & hold the CRTL key then tap the other key

Command Press Ribbon Tab
Beginning of Sheet Ctrl+Home

Bold formatting Ctrl+B Home

Copy Ctrl+C Home

Copy value from cell above Ctrl+'(Single Quote)

Cut Ctrl+X Home

Display all formulas and their values
for all formulas on a worksheet

Ctrl+" (Single Left Quotation
Mark Above Tab Key)

Formula, Formula Auditing,
Show Formulas

End of Sheet Ctrl+End

Enter the Date Ctrl+; (Semicolon)

Find Ctrl+F Home

Go to a specific Cell F5 Home

Hide columns Ctrl+0 (Zero) Home, Cells, Format
Hide rows Ctrl+9 Home, Cells, Format
Italic formatting Ctrl+I Home

Move to next worksheet Ctrl+Page Down

Move to previous worksheet Ctrl+Page Up

New line in cell Alt+Enter

New Workbook Ctrl+N File

Paste Ctrl+V Home

Print Ctrl+P File

Clear ALL formatting Home, Editing, Clear
Repeat the last action F4

Save Ctrl+S File

Save As F12 File

Spelling F7 Review

Underline Ctrl+U Home

Undo Ctrl+Z Quick Access Toolbar
Unhide columns Ctrl+Shift+) Home, Cells, Format
Unhide rows Ctrl+Shift+( Home, Cells, Format
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Microsoft PowerPoint; Basics
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..

Terminology
PowerPoint

The Ribbon
Tabs
Groups
Slide

Navigation
Pane

Layout

Themes

An application for creating custom slide show presentations

The area where commands are organized into Tabs, icons, & Groups
The areas within the Ribbon where like features are organized

The areas within Tabs where related task functions are organized
Each individual screen in a PowerPoint presentation

The display pane on the left side of the PowerPoint window that provides a
preview of all slides in your presentation and allows for quick navigation

The pre-arranged placeholders on each slide allowing for content to be quickly
added

Pre-designed background graphics, color combinations, and font pairings that
enhance the image of your slides

PowerPoint Program Window

Quick Access Toolbar Tabs Minimize, Maximize, Close
B A ¢ ;I Poily DRAWING... I
HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW FORMAT Laptop User ~
X — = T &% s | e ) _ ||A~ B Yy, D~ ;
| ’ = Segoe Ul Semibc - |48 - A* A o =-izv&E=E = “:l T; 0 | R "2 i Find
P N & Bl Sh o A on r_’ +  2.cReplace ~
aste ew . B I U § acAY- Aa~ i = = AR TangS o UIe
> Slidex O7 = 2 — - v v Styles~ Q- [} Select~
Clipboard = Slides Font P Paragraph r Drawing v‘.l Editing I ~
The Ribbon Groups
*
<«—| Navigation
: P
3 ane
* o Name
Title
Gail Borden Public Library District
k| e, -
@ A
3
e Click to add not Zoom Slider
= ! ick to add notes
h !

o
SUDE1 OF 41

£ NOTEs W COMMENTS | ==

T -———+ 4% [
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Adding a New Slide
1. Click on the Home tab
2. Click on the New Slide button

3. Enter the appropriate content in the boxes
provided (Hint: Use the Insert tab to add images,
graphs, etc.)

Using the Navigation Pane

N IEICECRE
Duplicating Slides h HOME = INSERT  DESIGN  TRA
1. Right-click on the oy % Cut (3 ayout-
o o E@ Copy ~ B ] Reset
appropriate slide Paste Pl % Ot
2. Clickon Cipboard___|E® Copy
. ‘y Paste Options:
Duplicate N "~ —
2 2 "

0 9 Micrasoft Por.~rPoint NI
Deleting Slides b
1. Right-click on the |—————> [t

) . 3 Add Section
approprlate S||de i Agenda E@ Publish Slides
2. Click on Delete e
& Layout 4
€] Reset Slide
Re-al"l"anglng Slldes @ Format Background...
1. Click on the .
N . 4] Hide Slide
approprlate Sllde Termimology 8 Descriptions
2. Dragitto the
intended position

BEH S- 6 E -
HOME IMSERT DESIGM T
e M Cut [=] Layout -
D E® Copy - ¥ Reset
Paste Mew
- % Format Painter Slide ~ | O Section -
Clipboard M Slides

Adjusting Slide Layouts

1. Click on the appropriate slide

2. Click on the Home tab

3. Click the Layout button and use
the drop-down menu to select
the desired layout

\:’lD Layout ~ I

Theme - Standard PowerPoint 1

Title Slide

Section Header

Two Content Comparison Title Only
I i |
L]
L
=

Blank Content with Picture with
Caption Caption

BHS ¢ B-

HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW

Presentation - PowerPaint Basics.pptx - Po

Aa

a2

VIEW Applying a Theme
[ aa 1. Click the Design tab
====—=__ —| 2. Click on a theme to apply

Microsoft PowerPoint: Basics

&

Playing a PowerPoint Presentation (“Slide Show")

It.
(Hint: Apply themes to one

or all slides. Right-click on
a theme for more options.)

BHS ©5-

1. Click the Slide Show tab

2. Click the From Beginning button

3. Enjoy the show by clicking through
the slides

4. Click at the end to return

)

'fi'\l
A

From
Beginning JCurrent Slide ~ Online -

Pres|

HOME INSERT DESIGN TRAMSITIONS ANIMATIONS SLIDE SHOW
= N | Play M

1 Y
¥ B HE WAL O
= = - seTi

From Present Custom Slide SetUp  Hide Rehearse Record Slide
Show+  SlideShow Slide  Timings  Show~ Show |
Start Slide Show Set Up 49




MS Publisher: Basics ‘q DIGITAL .ORG

BASIC ELEMENTS OF THE PROGRAM WINDOW

Quick Access Toolbar Title Bar Minimize, Maximize, Close

B : B % I—_LII

HOME INSERT PAGE DESIGN MAILINGS REVIEW VIEW I Laptop User -
q A_.J ) # Find -
Fy ez R 35c Replace
=, Styles Draw =
= !~ [Z Align~ [+ Select -
Clipboard Tabs nt Paragraph — Group Arrange Editing ~
|;|I|||I||E:I|||I||F|I|||I||E;I|||I||E|I|||I| 4|I|||I| E|I|||I||Z|I|||I |||||||||| |||I||Z|I|||I||E|I|||I|HI|||I||E|I|||I||Fi'll||I||€I|||I||E|‘I|||I||:_|I|||I||A

Pages

F

i
|

Horizontal & Vertical Rulers

Scroll Bar & Arrows

=

Page Navigation Document Window Zoom Slider g

: v ‘

PAGE:1 OF1 El -————+ 5%

Tab Groups

Home Clipboard, Font, Paragraph, Styles & Objects

Insert Pages, Tables, lllustrations, Building Blocks, & Text
Page Design Page, Layout, Pages, Schemes, & Page Background
Mailings Start, Write & Insert Fields, Preview Results, & Finish
Review Proofing & Language,

View Views, Layout, Show, Zoom, & Window

The exception is the File tab which includes general commands with file options. On this tab
you will find Save, Save As, Open, Close, Info, Recent, New, Print, Save & Send, Help,
Options, Exit.
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SAVE & SAVE AS

Save As

(‘.‘, OneDrive
Eltl Computer

+ Add a Place

Printer

-y

SAVE AS
6. Click File
7. Click Save As
8. Select the location
9. Name the
PRINTING
5. Click File

Click Print on the menu

Pages, Double-Sided, etc.)

8. Click the Print button

Save

HOME

Check Printer Settings & adjust if necessary (Copies,

¢ HP Laser

% Ready

SELECTING A TEMPLATE

Open Publisher

Hwn =

Click on the desired design

Search for online templates

Suggested searches:  Personal  Print  Design Sets  Blue Media Paper Event

FEATURED BUILT-IN

Blank 8.5 x 11" Blank 11 x 8.53"

Click Built -IN to access templates
To see more templates within a group, click All

a. On the right-hand side, under Customize, change your Color,

Font and Font scheme
b. Under Options:

e If your flyer is going to be folded and mailed without an
envelope, put a check mark by Include mailing address
o Select a Tear-off, if necessary (Depends on template type)

5. Click Create on the lower right

Je)
Customize
Color scheme:

(default template colors) v
Font scheme:

(default template fonts) v
Business information:
ECC W

Options
[ IInclude mailing address
| Include graphic

Tear-offs
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Computer Basics (Windows 10) Learner Handout -

¥ Recvcle Bin

ReydleBin

Desktop

Application

Search Box Task View
Start

Menu

10:51 AM
9/23/2021

m B 0O Typeheretosearch i © 73°F Partlysunny -~ @ T @ 7z O

Taskba
Desktop Terminology

Account: From this menu you can sign out, lock or change settings that are unique to your account
on the computer.

Applications: Tools that allow you to do things on a computer, such as write a letter using Microsoft

Word, search the internet using the Edge browser, and do math using a calculator.
Desktop: The area that allows you to access the applications, files, and settings.

File: A package of information.

Folder: A method for storing and organizing files.

Power: In the Start Menu, it is where you restart, shut down, or put the computer to sleep.
Recycle Bin: Holds documents here until you empty them.

Taskbar: Access the Start Menu, search, find frequently accessed applications and open files. The
right-hand side of the taskbar includes notification center, date, time and volume control.
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Search Box: You can search the computer for a specific file, computer setting or application.

Start Menu: Access all applications available on the computer; shut down, restart and put the
computer to sleep; manage user accounts, access files and computer settings.

Task View: Displays all the windows that are currently open on the computer.

. Minimize
Title Bar I
;) On @ d a odified: Yesterd O 3
Save I Maximize Close

Close Button: Closes the application or file.

Maximize Button: Expand the window to fill the desktop.

Minimize Button: Hides the file in the taskbar.

Restore Button: Returns the window to the size it was before it was maximized.

Scroll: Use this tool to see more of the file contents that is not visible on the current screen.

Title Bar: At the top of every window it includes the name of the software, name of the file, and
includes the minimize, maximize, restore and close buttons.

Save: Use this feature so you have a copy you can view or edit later.

Window: Working area of an application.

Resize — When a window is too big or too small you
can change the size of the window.

9. Place the cursor on the edge of the window.

10. When the cursor becomes a double-headed
arrow, click and hold the left mouse button to
“grab” the edges of the window.

11. Drag the mouse to the left or right to change
the size of the window.

12. Release the mouse button when the window is
the desired size.

Window
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