VPL DIGITAL LITERACY – Computer Essentials – Create and Format Documents
Create and format documents
Description
Learn the tools to create a basic desktop document. Learners will practice creating, formatting, editing and moving a digital document. We cover skills like cutting, copying and pasting, dragging and dropping text. This class is for those looking to develop the skills to create documents in software programs such as Microsoft Word, PowerPoint, Google Drive, and others. Basic ability to use a computer, including the mouse, is required.
This class is part of the Computer Essentials series.
 Learning Goals >Learning OUTCOMES

Digital Proficiency > Operate > Operate Digital Devices
Learners will be able to . . .
· Recognize the major components of computers and mobile devices
· Prepare devices for use by connecting components and charging (2016: cords and cables, adapters, wireless charging mats, power bars)
· Operate computer user interfaces effectively (2016: Keyboard, mouse)
· Locate and use common computer operating system features (2016: desktop, program icons, applications menu, Windows Explorer/Finder, Control Panel/Settings, Taskbar/Dock, etc.)
· Locate, organize and label files and folders on a computer

Digital Proficiency > Operate > Operate programs and Apps
Learners will be able to . . .
· Recognize common features of programs, and generalize knowledge from familiar to unfamiliar programs (2016: menus, toolbars, word processing, image and video, edit, delete, etc.)
· Identify and use features for saving and exporting files and information



Preparation

	Equipment Needed:

	· Projector/computer
· Computers for learners and instructor
· Internet access
· Sound

	Materials Needed:

	· “Create and Save Documents” PowerPoint
· Handout for learners
· Evaluation forms (learners)
· Practice Letter for learners

	Setup Procedures:

	· Review the “Adult Teaching & Learning at VPL”
· Review the lesson materials
· Confirm that all necessary space and equipment has been booked
· Read/use the Digital Literacy Setup and Closing Procedures Checklist
· Install practice documents on instructor and learner computers

	Background Reading (books, websites, articles for staff to get familiar with the lesson topics)
	· Word 2007: Text Basics (GCFLearnFree) CGF LearnFree.org link: http://www.gcflearnfree.org/word2007/text-basics/2/Yx5Wehm78hg?version=3&autoplay=1&iv_load_policy=3&fs=1&hl=en_US&rel=0
· Trainer Note: If you are training in a location using the Wireless Lab, you will need to familiarize yourself with Open Office and then adapt the terminology to match what the learners will be seeing. There are no PowerPoint visuals for Open Office.

	# of Staff Required and/or Staff:Learner Ratio
	· 1-5 learners: 1 instructor
· 6-12 learners: 2 instructors
· For branch meeting room capacities, please see: http://hub.vpl.ca/content/64490



Opening
Before doors open:
· Write your name and contact info (optional) somewhere visible
· Distribute handouts, evaluation forms
· Test internet & speakers



Lesson

	LEARNING ACTIVITIES
	LEARNING OUTCOMES

	Slideshow and/or Demo
	Time
	Trainer Does
	Learners Do
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	5 min
	·  Welcome
· Remind learners of washroom locations; turn off cell phones; emergency evacuation procedures; etc.
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	5 min
	Before we get started…

· This is one of many learning opportunities at the library.
· Today’s class is meant to be an introduction to the topic – there are lots more ways to delve deeper.
· Work toward a certificate for each series – when you take the final class, we’ll award it to you. 

	· Listen to instructor
· Respond to prompts
· Ask questions
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	Online learning at your own pace…

· Lynda.com 
· vpl.ca/lynda 
· videos; various tech topics; basic to advanced
· Learning Express Library 
· vpl.ca/digital-library/learning-express-library 
· basic computer skills; job skills; exam preparation
· VPL Research Guides
· guides.vpl.ca 
· Wide variety of topics; collected books & online resources    

	· Listen to instructor
· Respond to prompts
· Ask questions
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	· Drop in to any branch
· Tech Café at Central 

	· Listen to instructor
· Respond to prompts
· Ask questions
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	2 min
	Today We Will Learn How To . . . 

· Explain that this will be a mixture of informational and hands on learning – with lots of practical application
· Ask questions
·  Any comments or questions about what we will be covering today? 

Let’s Talk About Our Experiences Using a Computer

Ask Questions 
· Who has some experience working with documents? 
· Who has absolutely no experience working with documents?  
· What are your motivations for coming to this class today?  
· What are you hoping to learn?
Respond: 
· Anxiety about computers is common for new users.  
· You can’t hurt the computer.  
· A lot of programs can be solved by restarting (rebooting) your computer.
When you’re learning, things often take longer than you think


	· Respond to instructor’s questions/prompts
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	5 min
	Opening and Closing Programs
· Refer learners to “Create and Save Handout”  page 1
· Demonstrate how to open and close Microsoft Word. Learners practice
· Demonstrate how to minimize, maximize and close programs. Learners practice

	· Hands on Activity: 
Have learners practice 
· Opening and closing Microsoft Word 
· minimizing, maximizing and closing programs


	· Operate computer user interfaces effectively (2016: Keyboard, mouse)
· Locate and use common computer operating system features (2016: desktop, program icons, applications menu, Windows Explorer/Finder, Control Panel/Settings, Taskbar/Dock, etc.)
· Recognize common features of programs, and generalize knowledge from familiar to unfamiliar programs (2016: menus, toolbars, word processing, image and video, edit, delete, etc.)

	No slide:

 Demo in Microsoft Word

	5 min
	Toolbars and Menus
· Refer learners to “Create and Save Handout”  page 1
· Explain to learners that most Windows programs share certain features. Two standard Windows features are menus and toolbars. You’ll need your mouse to make the most of these!
· Menus: A list of commands or options from which you can choose 
· Toolbars: A series of buttons that give you an easy way to select commonly-used functions 
· Tips/Tricks: 
· Demonstrate hovering the mouse over a button – without clicking and explain that often, a label will appear describing or giving you an idea of what that button does. Have learners practice
· Explain that the little arrow on a menu can indicate that there is a hidden drop-down menu that can be accessed by left clicking. Have learners practice
· Explain that the redo/undo buttons can help correct mistakes:
· Undo reverts back to the last change you made
· Redo will undo your last undo
· Demonstrate the transferable skills by opening Firefox and demonstrating the menus on the VPL website
	· Hands On Activity:
Have learners practice using menus and toolbars
	· See previous
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	3 min
	Play “Setting Up Your Word Environment” video:
(2:06 min)
· Word 2007: Setting Up Your Word Environment (GCFLearnFree) CGF LearnFree.org link: https://www.gcflearnfree.org/word2007/setting-up-your-word-environment/1/SG73VVukQLY?version=3&autoplay=1&iv_load_policy=3&fs=1&hl=en_US&rel=0 
· Youtube Link: 
https://youtu.be/SG73VVukQLY 
	· Watch video
	· See previous


	No slide:
 
Demo in Microsoft Word

	15 min
	Setting Up Your Word Environment
· Refer learners to “Create and Save Handout” page 2
· Instruct learners to open word on their computers – a new blank document will appear
· Demonstrate how to minimize and maximize the ribbon (using the right click menu). Learners practice
· Demonstrate adding features to the Quick Access toolbar (using the dropdown menu). Learners practice
· Encourage learners to add the undo/redo buttons to the Quick Access toolbar
· Demonstrate the use of the display or hide ruler feature (using the icon top right). Learners practice
· Demonstrate the use of the Word Count feature (bottom left). Learners practice
· Demonstrate the zoom feature (bottom right). Learners practice

	· Learners practice: 
Have learners  practice:
·  Minimizing and maximizing the ribbon
· Adding features to the Quick Access toolbar
· Display and hide the ruler feature
· Use the word count
· Use the zoom feature


	· See previous
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	3 min
	Play “Text Basics” video:
· End at: 2:30 min
· Word 2007: Text Basics (GCFLearnFree) CGF LearnFree.org link: https://www.gcflearnfree.org/word2007/text-basics/1/Yx5Wehm78hg?version=3&autoplay=1&iv_load_policy=3&fs=1&hl=en_US&rel=0 
· Youtube Link: 
https://youtu.be/Yx5Wehm78hg 
	· Watch video
	· See previous


	No slide:
 
Demo in Microsoft Word using practice letter

	10 min
	Cut, Copy and Paste
· Refer learners to Handout, pages 3 - 4
· Instruct learners to the practice letter
· Demonstrate each step and give time to practice before moving on to the next one
· Demonstrate how to insert text (using the cursor and typing). Learners practice
· Demonstrate how to delete text (using the back space and/or delete key). Learners practice
· Demonstrate how to select text (using mouse click & drag – Optional: show how they can use the click (at the start of the text they want to highlight) and shift+Click at the end of the text they want to highlight). Learners practice
· Demonstrate how to drag and drop text (using the mouse and any text in the document). Learners practice 
· Demonstrate how to cut and paste (using the toolbar and any text in the document). Learners practice

	· Learners practice:
·  Inserting text
· Deleting text
· Selecting text
· Cutting, copying and pasting text
· Dragging and dropping text


	· See previous
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	3 min
	Play “Text Basics” video:
· Start at: 2:30 min
· Word 2007: Text Basics (GCFLearnFree) CGF LearnFree.org link: https://www.gcflearnfree.org/word2007/text-basics/1/Yx5Wehm78hg?version=3&autoplay=1&iv_load_policy=3&fs=1&hl=en_US&rel=0 
· Youtube Link: 
https://www.youtube.com/watch?v=Yx5Wehm78hg&t=2m30s 
	· Watch video
	· See previous


	No slide:
 
Demo in Microsoft Word using practice letter


	15 min
	Change Fonts
· Refer learners to Handout, page  4
· Demonstrate and have learners select all text on the practice document (using the toolbar – top right: Select > Select All)
· Demonstrate each step and give time to practice before moving on to the next one:
· Change font style. Learners practice
· Change font size. Learners practice
· Change font colour. Learners practice
· Make font bold, italic and/or underline. Learners practice
· Change text alignment. Learners practice


	· Learners practice:
·  Inserting text
· Deleting text
· Selecting text
· Cutting, copying and pasting text
· Dragging and dropping text


	· See previous

	No slide:
 
Demo in Microsoft Word using practice letter

	10 min
	Inserting an Image
· Refer learners to Handout, page  5
· Demonstrate how to insert an image (from “Computer”:  Libraries > Pictures > Sample Pictures). Learners practice

Line and Paragraph Spacing
· Refer learners to handout, page 5
· Mention this feature and encourage them to play with it on their own
	· Learners practice:
· Inserting an image


	· See previous
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	3 min
	Play “Proofing Features” video:
· (3:24 min)
· Word 2007: Proofing Features (GCFLearnFree) CGF LearnFree.org link: https://www.gcflearnfree.org/word2007/proofing-features/1/qblIBxUMQfM?version=3&autoplay=1&iv_load_policy=3&fs=1&hl=en_US&rel=0 
· Youtube Link: 
https://youtu.be/qblIBxUMQfM 
	· Watch video
	· See previous

	No slide:
 
Demo in Microsoft Word using practice letter

	15 min
	Proofing Features
· Refer learners to Handout, page  6
· Using the practice document
· Demonstrate each step and give time to practice before moving on to the next one
· Explain Word automatically checks your document for spelling and grammar errors. These errors are indicated by colored wavy lines
· Demonstrate the spell check feature (using the right click). Learners practice correcting the spelling errors
· Demonstrate the grammar check feature (using the right click). Learners practice correcting the grammar errors
	· Learners practice:
· Inserting an image


	· See previous
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	3 min
	Play “Saving Documents” video:
· (3:24 min)
· Word 2007: Saving Document (end at 1:31 min)
·  (GCFLearnFree) CGF LearnFree.org link: https://www.gcflearnfree.org/word2007/saving-documents/1/gnVdl3Ki-A4?version=3&autoplay=1&iv_load_policy=3&fs=1&hl=en_US&rel=0 
· Youtube Link: 
https://youtu.be/gnVdl3Ki-A4 
	· Watch video
	· See previous

	No Slide: 

Demo in Microsoft Word using practice letter


	5 min
	Save and Save As
· Refer learners to “Create and Save Handout” page 7 – 8
· Using the practice document
· Demonstrate each step and give time to practice before moving on to the next one
· Explain the difference between Save and Save As
· Save command saves the document in its current location and overrides the current version, using the same file name
· Save AS command allows you to save it in another location and rename the file
· Demonstrate the save command using the toolbar (file name: practice). Learners practice
· Demonstrate the quick access save icon, and explain once you have named and saved your document the first time it is good practice to save your work often, this icon is an easy way to do it.
· Demonstrate the sae as command using the toolbar and rename the file to practice 2. Open the computer drive to show that you now have two different documents. Learners practice. Explain we cover this in more detail in the File Management class.
· Close the document

	· Refer learners to handout page 7 - 9
· Learners listen to understand the difference between “save” and “save as”
· Learners practice:
· Using save
· Using save as
	· Recognize the major components of computers and mobile devices
· Prepare devices for use by connecting components and charging (2016: cords and cables, adapters, wireless charging mats, power bars)
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	2 min
	Checklist: Did We Learn How To . . . ? 

Ask: 
· Did we meet all of our goals today? 
· Was there anything we didn’t cover? 
· Do you have any other questions and/or comments?
· Refer learners to resources on the handout
· Review how to search for more classes 
	· Respond to instructor’s questions/prompts
	

	
	10 min
	Time for practice, questions, etc.
Rove around and assist learners as needed
	
	



Closing
· Thank learners for coming
· Ask them to take some time to fill out the evaluation form
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