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MODULE 1: WORKING WITH COMPUTERS

1.1. General introduction to computer

1.1.1. Definition

A computer is an electronic device, operating under the control of instructions stored in its own memory
that can accept data (input), process the data according to specified rules (Control Processing Unit),
produce information (output), and store the information for future use (Internally or externally). Any kind
of computer consists of HARDWARE (collection of physical elements that constitutes a computer system)

AND SOFTWARE (set of instructions, data or programs used to operate computers and execute specific

tasks).

Computer systems consist of three components as shown in below image: Central Processing Unit, input
devices and Output devices, which processes data and generates useful information that is displayed to

the user through output devices.
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1.1.2. Types of Computers

Computer types depend on data handling capabilities or the physical appearance. The table below shows

O/P Devices

the physical appearance of some of the different existing types of computer and size:

Type ustration

1. Desktop Computer

A computer designed to fit Monitor ¢
comfortably on top of a desk,
typically with the monitor sitting on

top of the computer Keyboard_

—> Computer
Case

Mouse

Mouse Pad




2. Laptop

Camera Top Panel

A small, portable computer -- small

enough that it can sit on your lap

Keyboard Screen

Optical

Base Panel Drive

3. Tablet/iPad

A computer that is intermediate in
size between a laptop computer and

a smartphone.

4. Smart phone
A smartphone is a portable
computer device that
combines mobile telephone
and computing functions into

one unit

1.2. Hardware

Computer hardware is the physical components that a computer system requires to function. It
encompasses everything with a circuit board that operates within a PC or laptop, including the
motherboard, graphics card, CPU (Central Processing Unit), ventilation fans, webcam, power supply, and

SO on.



1.2.1 Computer peripherals

A peripheral or peripheral device is an auxiliary device used to put information into and get information
out of a computer. Peripherals are commonly divided into three kinds: input devices, output devices, and

storage devices
a) Input devices:
An input device is something you connect to a computer that sends information/data into the computer.

Examples of input devices

# Device Image Details

1 Keyboard It is used to enter characters and functions
into the computer system by pressing
buttons, or keys. It is the primary device

used to enter text. A keyboard typically

contains keys for individual letters,
numbers, and special characters, as well as

keys for specific functions.

2  Mouse A mouse is a small hardware input device
used by hand. It controls the movement of

the cursor on the computer screen and

allows users to move and select folders,

text, files, and icons on a computer.

Some are wired, others are connected

without wire (wireless).

b) Output device


https://www.merriam-webster.com/dictionary/Peripherals

An output device is any piece of computer hardware equipment,
which converts information into a human-perceptible form. The
main computer output device is a monitor or screen, which displays

computer information like video images and text.

Other output devices will be highlighted into the list of peripherals.

c¢) Storage devices

Storage is a mechanism that enables a computer to retain data, either temporarily or permanently.
Storage devices such as flash drives and hard disks are a fundamental component of most digital devices
since they allow users to preserve all kinds of information such as videos, documents, pictures and raw
data.

Examples:

m|

Memory Cards

Computer Storage

[ 1 Devices @ —\

Floppy Disk

Hard Disk Drive

Optical Discs
Digitalworldg39.com

nnnnn

Additional examples of computer peripherals

#  Peripherals Details

1 | Scanner The scanner uses the pictures and pages of text as
input. It scans the picture or a document. The scanned
Picture or document is then converted into a digital
format or file and is displayed on the screen as an

output.

2 | Printer A printer is a device that accepts text and images
output from a computer and transfers the information

to paper.



3 | Projector

Inbuilt
camera

Separate camera
which can be
added (or
connected) to

Power buttan

Termperature light

Security lock

Larnp light
Power light
Control panel
Zoom ring
Larnp cover

— Focus ring
Remote control
Sensor
Lens cap

Ajr exhaust vents Front adjustable foot Foaot release lever

A projector is an optical device that projects the

computer content onto a surface, commonly a

projection screen

A webcam is a video device which is designed to
record the pictures or movies. For the laptops it is

commonly built into a computer. For the desktop, it

will be plugged as external device



5

6

7

Speakers

USB Flash Drive

Power cord

A computer speaker is an output hardware device that

connects to a computer to generate sound.

A USB flash drive is a portable data storage device
that includes flash memory with an integrated USB
interface. It is typically removable, rewritable, and

small. It is measured into Gigabits.

The USB (Universal Serial Bus) port on the computer,
is used also for Modems, Printer and other devices

plugin.

Power cords are a vital part of any computer, whether
it is a laptop or a desktop. The desktop needs the
power cord to work. A laptop can run on batteries for
a limited amount of time, but then needs the power

cord for recharging.

10



1.2.2 Computer ports

In computer hardware, a port serves as an interface between the computer and other computers or
peripheral devices. In computer terms, a port generally refers to the part of a computing device available

for connection to peripherals such as input and output devices.

Desktop Computer ports

Legacy ports: For mouse and keyboard, but

for the new computers those ports are no

Legacy Ports

Monitor

longer used.

Firewire

Monitor: to connect VGA cable for

SB

monitor/screen

Ethernet

Firewire: It can transfer a large amount of

Line out

data at a very high speed

Headphones

USB: For connecting flash disks and other

Line in

devices with USB terminal

Laptop Computer ports

CPU COOLING VENT MIC™ HEADPHONES

NETWORK PLUG VGA - RGB usB 20 HDMI QR SF'EAKER

11



1.2.3. Identifying and addressing hardware issues

Examples of hardware issues

# Hardware fault Action
1 Keyboard Problems: - Unplug and plug it again
stuck keys, broken keyboards, keyboards that ) )
- Report if to IT repair

will not connect to the computer or keyboards

where the letters end up jumbled. - Orpurchase a new one

2 Mouse Problems: - Unplug and plug in again

freezing on the screen, connection problems,
- Restart the computer

failure to move or damage to the mouse. a .
- For wireless mouse, try to change

wireless mouse that freezes might need a
battery

batt hange, whil ired that i
attery change, while a wired mouse tha - Report to IT repair

freezes will need repairs or replacement.
- Or purchase a new one

- Check along the entire length of
the cord to ensure it is well

3 Power Cord Problems:

Power cords are a vital part of any computer,

plugged-in.
whether it is a laptop or a desktop. The desktop - For Laptop adaptors, report to IT
needs the power cord to work. A laptop can repair or replace the cord.

run on batteries for a limited amount of time,

but then needs the power cord for recharging.
The cable may not charge the computer

1.2.4. Start up and shut down a computer

a) Start a computer system/ Turn on your computer

Whether you want use a laptop or a desktop computer, you need to start the computer first. To do so,

you will have to locate the switch button on your device and follow the steps below:

12



Laptop computer

sssssssees
essssssssse
sssssssnes
ss0ssssnne
ssseessnes
sssscsssss

Desktop computer

Steps to turn on your computer:

1. Locate the power button on the computer which may display the icon below:

2. Press the power button once.
3. You should see the computer lights turn on.

4. The computer will now go through several processes to power on, these include several tests to

ensure each part of the system is functioning correctly.

5. Once the initial startup processes have completed, and this may take a minute or two, you should

now see a screen displayed with the date and time.

b) Shut down the computer

When you are done using the computer, it is a good practice to shut down your computer. This gives the
computer system a break and allows all components to cool down completely. This will also save energy

consumption.

To shut down the computer:

13



1. Click the Start menu

2. Click the Power icon

£

Calculator

3. Choose Shut down

Sleep
Shut down

Restart

Power

4. The computer will now shut down.

1.3. Software

Computer Software is a set of instructions, data or programs used to operate computers and execute
specific tasks. Computer software are mainly divided into three types:

System software / Operating systems: is a type of computer program that is designed to run a computer's
hardware and application programs. Example: Windows, mac OS, Android and i0OS

Utility software: is a type of program that is designed to run in the background like security and
optimization programs. Example: Antivirus

Application software: is a computer program designed to carry out a specific task typically to be used
by end-users. Example: Microsoft products such as Office, PowerPoint, Word, Excel; Internet browsers

like Chrome, Safari, and Firefox; and Music Application Software.

14



1.3.1. Application software installation

Today, the most common way to get new software is to download it from the Internet. Some are free
applications others are commercial. For example, if you wanted to install the Google Chrome web

browser, you can visit this page (https://www.google.com/chrome/) and click the Download button. Or

if you want to download VLC for video player, visit this page (https:/filehippo.com/download_vlc-

media-player-64/) and click the Download button.

The installation file will be saved to your computer in “.exe” format. Pronounced dot e-x-e, this is the
standard extension for installation files on Windows computers. You can follow the steps below to install

an application from an .exe file.

1. Locate and download an .exe file.

@ Chrome Browser ®

&« - C H https://www.google.com/chrome/browser/desktop/index.html bk @ =
@ GCFlLearnFree.org E Recommended Sup... 3 Other bookmarks
e chrome DOWNLOAD ~ SETUP ~ CHROMEBOOKS ~ CHROMECAST ~

Get a fast, free web browser

One browser for your computer, phaone and tablet
For Windows BUB}’?NistaJ’XZ-bit

2. Locate and double-click the .exe file. (It will usually be in

your Downloads folder.)

15
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https://filehippo.com/download_vlc-media-player-64/
https://filehippo.com/download_vlc-media-player-64/
https://filehippo.com/download_vlc-media-player-64/

Fiemn-|

Home Share View

T @ « Local Disk (C) » Users » wfisher.GCF » Downloads v O Search Downloads

s

™ MName Date modified Type

37 Favorites
Bl Desktop | Ly ChromeSetup.exe I 3/20/2015%535 AM  Application
lag

i Downloads
“Zl Recent places

1M This PC

1 item

3. A dialog box will appear. Follow the instructions to install the software.

Installing...

@ chrome

4. The software will be installed. You can now open the application from the Start

menu (Windows 7) or the Start Screen (Windows 8)

1.3.2. Protecting computer with password

If you are using a PC or laptop for your own needs only, it is always advisable to password protect it. Each
person has personal files, including documents, videos, photos, banking credentials, etc. that should not
be viewed or used by other people. Therefore, experts highly recommend password protecting the PC.

For a computer with Windows 10, here are the steps to password protect Local User Account:

1. Search for Control Panel and click on Change account type

16



> Control Panel

Adjust your computer's settings View by:  Cate

System and Security . User Accaunts
Review your computer's status - l' Changl account type I
Save backup copies of your files with File History
Backup and Restore (Windows 7)

Appearance and Personalization

Network and Internet
View network status and tasks 2 Clock and Region

Hardware and Sound Change date, time, or number formats

View devices and printers Ease of Access
Add a device Let Windows suggest settings

Adjust commonly used mobility settings

Programs
r Uninstall a program

Optimize visual display

~NHE @

1. Select a user account.

Choose the user you would like to change

8 e S ES
Administrator Guest account is off

2. Choose Create a password.

f_:'u - 4 E_i* « Manage Acc... » Change an Account v & Search Control Panel

Make changes to iSunshare's account

Change the account name

| Create a password | iSunshare
Set up Family Safety Local Account
Administrator

Change the account type

Manage another account

17




3. Enter a new password, re-enter it, type password hint and click Create password.

Create a password for iSunshare’s account

iSunshare
Local Account
Administrator

You are creating a password for iSunshare.

If you do this, iSunshare will lose all EF5-encrypted files, personal certificates and stored passwords for
Web sites or network resources.

It the password contains capital letters, they must be typed the same way every time.

n |

The password hint will be visible to everyone who uses this computer.

Create password | Cancel

1.4 Practices
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MODULE 2: CREATE DIGITAL CONTENT WITH WORD PROCESSING

Word Processing commonly known as MS Word in windows is one of the programs of MS Office which
aims to help computer users in creating text documents. MS Office is produced in several versions targeted
towards different end-users and computing environments.

This module of word processing aims at helping in service primary teachers to digitalize their
pedagogical documents.

This module will be focused on:

e Exploring Microsoft Word
e Formatting text
e Practices

2.1. Exploring Microsoft word

2.1.1. Creating and saving document in alternative File Formats step by step
a) Creating new document

Step 1: Click on Start button on the taskbar or typing Word in search Menu. The MS word appears

Click om start bulton

Typing im search area:Word

20



Step 2: We will use word 2016 as the office installed if office 2016 version, and there are different

versions of office, you can choose the one to use depending on your choice.

Apps

Best match

& Word 201F :
[ Double click to open new document

App
Apps
Word
WordPad
Cisco Webex Meetings
Office
search the web
2 word - see web results
Do uments

B Word 4 Twahinwa

report word

WORD 2007-2012
wordcount
wordcount min
MNumber_words

22 word)|

Step 3: To create a new blank document, Click the Microsoft Office button. The blank Document dialog
box appears. Select Blank document under the Blank and recent section. It will be highlighted by default.

WO rd Search for online templates )

Suggested searches:  Business Cards  Fiyers letters Education  Resumes and Cover Letters  Holiday

Recent FEATURED  PERSONAL

I 'Click hera to open blank Aa

document

Take a tour

E Create digital content using spreadsheet
R pesk

“j DIGITAL LITERACY PLAN OF ACTIVITY
» USER » Downloads.

Blank document Welcome to Word Single spaced (blark) Gaisp
[Janvary
ﬁ Digital Literacy Training Manual Modules . ==
LL DOCUMENTS FROM COMP 90 » DL TRAINI... S T — - Insert your first
Table of
contents
IITERACY Pl AN OF ACTIVITY 2 =
ALL DOCUMENTS FROM COMP 90 » DIGIT... = ST B ) T »=
Crisp and clean resume, ‘Snapshot calendar Insert your first table of.. Mod

(@ Open Other Documents

21



b) The MS Word user interface

MODULEZ - Word (Product Activation Failed)

st Design Lajout  References  Malings  Review  View

v v“ ‘,5 0:v2:vﬂ_-v _=_= J i
TmesNewRo (12 + A o Adv [ imrimvisy E2352 (Aalj AaBbCel 1

Capy v i Replace
Paste BIU-&xx (¥ A Heading3 Thornal ThoSpec. Headingl Hedingl Headingd T fublitle |5 ) Sete

o TomatPainter
(lipoard I Font i Editing

1. Quick access toolbar
2. Tabs
3. Ribbon

¢) Saving a document

Docurnentd - Woed (Product Activation Fadled)

Mailings Reviea Wiew

Y PP A S = e o T S .
Calibei (Body) = |11 K o Aa- B == B3R AT |aabeco] assboce AaBbCe 2asbcct AS B assbeec aocabe
Pi'ﬂe N Formst P, B 7 U o x, o B-Y-A-B=E=== 2. OH-{H- TMormal | TMoSpsc_. Hesdingl  Heading 2 Title Subtitle  Subtlef
Clipboard & Fant a Paragragh fa Stybes
L EEER A S | 1. B T RN R AR RN | e B

Click the File tab to see the backstage view

1. Used to save added content or as new document
2. Used to save a new document

3. Click on Browser to choose Folder, file format and rename a documents

22



Backstage view provides a range of options that are used to manage and print documents; for example,

view and edit document properties, and open, save, print and share documents.

* Save As - allows file name, file type, and location to be specified and is used to save a newly created

document, or to save another copy of a previously saved document.
* Save - allows you to save/update changes to a document.

d) Saving a document in alternative file formats in a created folder

E Save As b o
&« = 4 I ThisPC » D v 0 Search Desktop
Organize + Mew folder - (7]
B This PC lame a Date modified Type Saze
B 30 Objects ALL DOCUMENTS COMP 50 5/2022 238 PM File falder
m +# 3D Objects - Shortcut 2 ; Shertcut

B Create digital content using spreadsheet

5| Decuments
T8 Desktop - Shortcut
¥ Downloads P DIGITAL LITERACY PLAN OF ACTVITY
Ji Music 85 FORMATTIMG TEXT
&= Plictures B WORK OF PROFESSIOMAL ETHICS
B videos

i Locsl Disk(C ¥

File name: | Docd

Save as type: | Word Decurnent
Authors ‘Word Macro-Enabled Document
‘Ward 97-2003 Docurnent
‘Word Ternplate
‘Word Macre-Enabled Template
‘Ward 97-2003 Template
~ Hide Folders POF
KPS Docurment
Singk File 'Wek Fage
‘Web Page
'Web Page_ Filtered
Rich Text Format
[Plain Text
‘Ward XML Docurnent
‘Wiord 2003 XML Document
Steict Open XML Dacurnent
OpenDocurment Text

1. Folder location
Created folder
Rename file document

All file format

Sl
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2.1.2 Text editing

In this section, you will learn about to change the appearance of your text in a desired format through the
following steps:

a) Selection of text

Use the following to select, a word, a sentence, a text or a paragraph

*  Quickly double-click that word, to select a single word.

* Press Ctrl + Shift + down arrow on your keyboard, to select a paragraph, place your
cursor at the start of the paragraph,

* and press [Shift]+ down arrow, to move one character or one line at a time, hold down
the [Shift] key while pressing the right and left arrow keys and the up and down arrow
keys, respectively.

* Triple-click: A triple-click selects the current paragraph.
*  Ctrl+A: selects the entire document.

» Ctrl+click: To select a sentence (not just a line), hold down [Ctrl] and click any place
within the sentence.

*  Ctrl + Shift + Right arrow | Left arrow: Use this combination to select from the current
position to the right or left of the current word, depending on whether you press the right or
left arrow, respectively.

b) Editing text in a document

In Microsoft Word, you can edit text using either “Insert mode” or “Overtype mode”:

* Insert mode is the default way of entering text. In this mode, the text you type is inserted at the insertion
point.

* Overtype mode, existing text to the right of the insertion point is replaced as you type.
¢) Deleting text

To delete single characters or text, you use the [Backspace] or [Delete] key. The Backspace key deletes
the character or text to the left of the insertion pointer. The Delete key deletes the character or text to the
right of the insertion pointer.

24



d) Copying, moving/pasting text
Cut-Paste: will remove the original content from the document and place it in a new

Copy-Paste: inserts the content to a new location without removing the original content.

e) Using undo, redo and repeat

Quick access toolbar I

Repeat button

Undo button

f) Find and replace a text
4 onare
P Find =

s 18 2L Replace

8T AaB asmbced aBicd AaBbC AsBbCeD AaBbCel AaBHCel
Title Subtitle  SubtleEm.. Emphasis IntenseEJ |5 B Select~
i Editing

Design  Layout  References  Mailings  Review  View

=55

: v Z. & | THeadingl | TNomal | TNoS

¥ Format Painter = : == | A= i3 eading ormal o Spac.
Font 7] Paragraph Fa Styles

T T R T T AT T

i RS ¢

r r .-
. TimesNewRe =12 -~ A" A Aa-

Go through the following steps to replace a document:

1. Go to Home then click on Replace.
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——r ~
@ Insert Design layout References Mailings Review View  Format () Tell me what you want to do..

b Cut : e o7 b= = . [ e=3=| A O Find ~
Times New (12~ A A" Aa- A 3225 292 2L 90 agppcepg | AaBbCcDC| AaBbCcDe Cel AaBbCDe
- AaBbCcl AaBl AaBb(
. 2 N LayL A = . ; i g2 |- -
¢ Format Painter BT U-aex,xX A A Emphasis | T Normal Strong Body Text TNoSpac.. Heading1 Heading2 - % Select
ipboard [ Font [ Paragraph P Styles = Editing
1 E\ Sl 2 SRR IR SRS R SRR SRR SRR, S AR

The following will appear

Insert  Design  Layout  References  Mailings  Review

= P Find ~
A A AaB ABbcd AaBbCI AaBbC Aa8bCeD AaBbCel AaBbCcl P
|| ‘&
: iy = = |1=
it Painter B I U ~akx, X ¥-A =E==E= =
Clipboard ] Font [} Paragraph [ Styles Editing
-1---.---',‘;;-‘-\”-1---\“‘2 ------- 3 4 e e 04 e S e e e AT
Find and Replace ? x
Find Replace  GoTo
Figdwh!: 5555 ~
Replacew;rm:lgmgi ~
More »> I Replace Replace All Find Mext Cancel

2. Enter the word or phrase you want to replace in Find what.

Enter your new text in Replace with.

4. Click Replace All to change all occurrences of the word or phrase. Or, select Find Next until you
find the one you want to update, and then click Replace.

[98)

2.1.3 Text Formatting

Text formatting allows your documents to appear more professional. You can format text in Microsoft
Word by changing font types, font size, and font style, including bold, italics, underline and color. The
Font and the Paragraph groups on the Home tab allows you to format your selected text.

a) Font groups formatting

This group provides basic controls for font, style, and color settings of the selected text. Controls displayed
on a context-sensitive basis:

e Fonts Seclect from the installed fonts by doing any of the following:
- Click the arrow to drop down the list, then click on the desired font.
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- Click in the text box and start to type the name of the desired font. Hit Enter on your
keyboard to apply the selected font.
Size Select or type the size of the text in Points.
Bold Click to turn the text bold, or turn it back to non-bold.
Italic Click to turn the text italic, or turn it back to non-italic.
Underline Click to underline the selected text with the actual style (displayed on the button).
— To change the style, click on the arrow to drop down the list of underline styles, and then
select one.
- To remove the underline, click the button again.
Strike-Through Click to strike-through the selected text. Click again to remove strike-
through.
Superscript  Click to make the text superscript. Click again to remove superscript.
Subscript Click to make the text subscript. Click again to remove subscripts.

Font Color Click to color the selected text with the actual color (displayed on the button).

b) Text formatting toolbar

1.Font 2. Strike through | 3. Font size 4. Grow Font 5.Shrink Font
6. Change case 7. Clear all 8. Bold 9. Italic 10. Underline
formatting
11.Subscript 12. Superscript 13. Text Effect and 14. Text 15. Font color
typography Highlight color
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¢) Paragraph group Formatting

Paragraph formatting refers to formatting commands that affect entire paragraphs — settings such as
indenting, bullets, line spacing and paragraph spacing. To understand paragraph formatting and how it
works, you need to understand what a paragraph is.

In this section, you will learn about:

* Creating and merging paragraphs

* Aligning paragraphs

* Aligning text with click and type

* Paragraph spacing

* Line spacing

 Applying border/shading to paragraph/text
» Copying paragraph formats

Paragraph group Formatting icons

wl

ragraph
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1.Align Center 2. Align Right | 3. Justify 4.Line and 5. Shading
Paragraph Spacing

6. Borders 7.Show or Hide | 8.Sort 9.Increase Indent 10.Decrease Indent
Marks

11.Multilevel List 12.Numbering | 13. Bullets 14.Align Left

2.1.4 Equation and special characters

a) Insert a special character

A special character is a character that is not an alphabetic or numeric character. Punctuation marks and
other symbols are examples of special characters.

Steps to insert special character:
Go to Insert > Symbol > More Symbols.

The following dialog box will appear on the screen in which select the character that you want to insert.

Symbol ? et

Symbols  Special Characters

Font: | [normal text) s~ | Subset: | Latin-1 Supplement o
UU|U|IY|P|B a aldlale|c é "~
sli|i|i]|i|d|n|o JEEIR

A =

alv|ply
¢ D|d|D

Becently used symbols:

O :l'irl i
Frh | man
@ | g B | -
ETde| oo
W [ | O | o
b | | O
@ | | O
=
@ |
tTj< (g}
(De
Qs
£

[ A

elc|e|od %

A
™

L1 ¥|O|®|IM L+ £ <+

av k)

Unicode name:

Latin Small Letter E With Acute Character code: |DOES from: | Unicode [hex) |+

AutoCorrect.., Shortcut Eey... Shortout key: Ctrl+' E

Insert Cancel
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Steps to insert special character:

Go to Insert > Symbol > More Symbols> Special Characters

Symbol

Symbols Special Characters

Character;

— Em Dash

- En Dash

- Nonbreaking Hyphen
- Optional Hyphen

Em Space

En Space

1/4 Em Space
Nonbreaking Space
© Copyright
® Registered
§
1

Trademark

Section

Paragraph

Ellipsis

Single Opening Quote
Single Closing Quote
Double Opening Quote

Shortcut key:

Alt+Ctrl+Num -
Ctrl+MNum -
Ctrl+Shift+_
Ctrl+-

Ctrl+Shift+Space
Alt+Ctrl+C
Alt+Ctrl+R
Alt+Ctrl+T

Alt+Ctrl+.
Ctrl+"
Ctrl+,
Ctrl+","

AutoCorrect... Shortcut Key...

Insert

Cancel

A

Double-click the character that you want to insert. Select Close. The special character is inserted into

your text.

b) Inserting equation

Steps to inserting equation:

i. Place cursor in the document where you want to insert an equation

ii. Go to Insert tab in the Ribbon, click on the Equation drop-down icon in

the Symbols section at the top right corner of the screen.

iii. The following dialog box will appear on the screen in which select the equation

that you want to insert.
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File Home Insert Design Layout References Mailings Review View Design

TU [ Ercesent [ ][] [=][] [ <] L= << )]

FEFAE 5 e L
= Fraction Script Radical Integral

Theodore Ngendahayo = 9. Share

{0 sime ¢ Jm A [3

Bracket Function Accent Limit and Operator Matrix

| ° & Line: — —
w1 S0 EVMOLDVEEMDEEEEERE g sttt e Opctr
Tool. [ Symbol. tructures

2.1.5 Insert table
Steps
Click on Insert tab > Table > Insert Table.
Table can be inserted in three ways
> Insert table by using grid.

> Insert table by filling rows and columns number.

> Insert table by drawing a table.

B Cover Page - | Semartint & 5o B, Hyperinik * | Hesder - 7| ] Quick Parts = [3¥ Sagnature Line
[} Blank Page ik & gly Chan P Bockmark ¥ [ Footer - " A4 Wordart [ Date & Time
: Table | Pictures Online B0y Adding - Wikipedia O = Comment ", Text s
4= Page Bresk “ Picures = v Screenshat = Video [ Cross-reference [ PageNumber=  poy - [ otject -
Pages S5x6 Table Add-ins Medha Lanks Commerts Heades & Fooler Tent
, AT . NI NN EEwE, ra

1.2.6 Insert picture

Click on Insert tab > Pictures

rmenid - Word (Pr

References Mailings Review

Bi Cover Page - r :_D [ _ ' "".:_,- :?jﬁmaff.hlt i Store W > % Hyperhnk

Dotk page | o0 | RN nnli:; g T8 a Wikipedia C|Il1lm:‘ 3 Boow

"= Page Break 3 Pictures = i Screenshot = il el 17 Video = Cross-reference
Pages Tables Iiustrakisms Add-ing (S ) Links

L [ IS RN, T T ' T g sk e 3 .

- Click here to select a picture from this device
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Browse the picture file from your computer

) wsert Picture
LAl o Pictures » Scresmshols o w & Search Screenchat
k #  [ Beader-
Crganize = Mew faldes = @ 8 L, i "o [ Footer-
= Commert
B Thiss PC reference |=] Page Mumnber *
.l 3D Objects g, o —— g ki Commenis Header & Foober
e 1 LI w 53 e i i
5 Documents — — - - S
& Dovrioads ASSESSMENT BLENDED FLIFPED OMLINE
LEARNING LEARMING LEARMING
b Mbusic
= Pictures " -
. Wideos g')]""'k -_g.:'a
- " 2 r_ﬂ
2, Local Disk (T3 E -
S - L
- M elume (0 PEL OUESTIONMING | Screenchet {32)
#8 CD Drive (E)
- Selected photo
S T Y-,
File name: | Screenshet (32) «| | anPictures o
Tools - I Cancel

Click here io insert piciure

1.2.7 Insert shape

Click Insert, click Shapes, select a shape, and then click and drag to draw the shape. After you add one

or more shapes, you can right click to choose add a text.
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Dexsign Laypout References Madirgs Rewview

. -
[ CoverPage- | MM B [ AR T Smanhet i e w

o S A ) Chant

[} Blank Page 25 P . = I" 5
g £ ictures  Online £ » Wikipedia
= Page Bresk z e Scretrshot = | T My Add-ins
Pages Tabdes ently Used Shapes *
L mlem -2
Click here to Al
Insert shapes §,
of your | - TN A%
choice e i et

Block Arrows
A e LA
oG

CEavndhD]

e
Equation Shapes

&

o = I ap B2
Flowchart

1.2.8 Insert page number

Click on the Insert tab, click the Page Number icon, and then click Page Number. Select a location,

and then pick an alignment style. Word automatically numbers every page, except designated title pages.

To change the numbering style, select Format and then choose the formatting you want to use.

Layout Refeienced
B Cover Page~ i_ - P?Srr-arl-!-lt il Stoee W &Iq-p-:flﬂl- o [H Quick Parts = ./ Signature Line = ]|
7 Blank Page Ean = = 1/l Chart ™ Boolomark o Woddrte 5 Dete & Time g
Teble Pictwres Online Shapes & My Add-ins Wikipedia Owmlne Comment o,
— Page Break ® Pactanss s Foreenshot = ¥ Video bl Cross-reference Object -
Pages Tabdei Ihusteation Add-ng i dia Links Commenti » Texd
L IR T R 1 1 4 i [ b B
5
5
FP.I.QE- numbér Pﬂ!lﬂb\ﬂ and format I
1.2.9 Page background

The Design Tab includes document formatting and Page Background. But in the module, we focused on

Page Background which includes watermark, Page color and page borders.
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B 9 [0

Watermark Page Page
= Color - Borders

Page Background E

a) Watermark

Insert a watermark step by step

> On the Design tab, select Watermark.
» Choose a pre-configured watermark, like DRAFT, CONFIDENTIAL, or DO NOT COPY.

> For placing a logo or image, Select Watermark > Custom Watermark > Picture watermark >

Select Picture. On the same menu you can create a custom text watermark.

Insert a text watermark

e Home It W loost  Referencs  Malings  feview  View

MM e me o w x| wp IE%’PWWPMPWE‘ :
e e o B e s M R B B i Bl fects- -

iy
S b

R (oo | S I ol el T i it < Colors Foaks WatermarkfPage  Page
e R [T T

Document Formatting Page Batkaround A

1. The following window will appear on the screen. Click on the Custom Watermark option.
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‘ [ A i = Parageaph Spacing = "-: ,-"

Cal Font B Ettacea - Watermark £ P
G ronks = -
5 g &) Set as Default i i 2 o

L ondidemnt ial -

D0 MOT COPY 2 -

kore ‘Watermaris from Offece.com L

T Custoen Watesmark..

Remicrs Watermark

2. The following window will appear on the screen. Click on the Custom Watermark option.

A Printed watermark dialog box will appear on the screen. Click on the Text watermark radio button and

do the following:
Click on the Language: Select the language from the drop-down menu for the Watermark.
Text: Type the text that you want to insert in the document as a watermark.

Font: Click on the drop-down menu associated with the font to select the font that you want to add

Watermark.
Size: Select the size for the Watermark.
Color: Select the color of the text that you want to add to the Watermark.

Layout: click on either Diagonal or Horizontal layout for the Watermark.
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References  Mailings

§]
n _E,pmgmphspa(;ng- m \a;j D
- Ij‘Effects'
= | Colors Fonts Watermark Page  Page
z - SetasDefault xt Color - Borders
Page Background
T, 000

Printed Watermark ? X

() No waterma
() Picture watermark

Washout

Language:

| English (United states) v
Text: ASAP v
Font: Calibri

Size: Auto ]

Color: [“] [ semitransparent
Layout: ®) Diagonal () Horizontal

Insert a picture watermark

Microsoft Word not only allows you to insert Watermark inside the text, but you also insert watermark in

the form of an image. An image Watermark can be a logo of a company or a simple attractive image.
You can use below-mentioned steps to insert a picture watermark:

Step 1: Go to the page layout tab and click on the Watermark option.

Step 2: A window appears on the screen in which click on the Custom Watermark.

Step3: A Printed Watermark dialog box will appear on the screen. Click on the Picture watermark radio
button, click on the Select Picture button to browse the image that you want to insert and click on

the OK button at the bottom of the screen.
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Mailings

[I‘-?

Owords

Insert

(O No watermark.
(®) Picture watermark

Select Picture...

® &0

Watermark Page Page
@ Color - Borders

You need an internet connection to insert online pictures.

‘While you are offline, you can insert pictures from your computer.

Try again ‘Woaork offline

Cancel

Used picture from this device

Mailings

Owords [Z Inset 23

b) Page color

Scale: Auto v Washout ’r

(O Text watermark
Language: 'Engluh (United States)

Watermark Page Page

Color ~ Borders
Page Background

Text: ASAP
Font: Calibri
Size: Auto
Color: Automatic Semitransparent
Layout: Diagonal Harizontal
A Cancel
[ Insert Picture
« v A <« Pictu... » Saved Pictures v O O Search Saved Pictures
Organize » New folder =

E Documents b

‘ Downloads

D Music

=} Bicnires 2021018105823
B videos v - Copy (2)

20211018_105823

- Copy

File name: | 20211018_105823 - Copy

v| | ANPictures

20211018_105823

2.9

Page Background

Go to Design > Page Color. Choose the color you want under Theme Colors or Standard Colors. If

you don't see the color you want, select More Colors, and then choose a color from the Colors box.

37



Select the Design tab in the ribbon.

Dacument? - Word (Product Activation Faled)

Maifirgs  Raview
™9 L I ;JPaluiraphSpa(ing' B ;d B
¥ ! [ ffects» i
O s TR,
Page Background A
T ., 1+

=) >

© Share

A '_l_"gfparagraphSFIaCing' D @ D
Ef‘fEEB"'
Colors Fonts Watermark] Page | Page
5 - @ Set as Default = Color = Borders

Page Background P

e Choose a color from the drop-down menu.

= B35 [

Watermark Fa-g:- Page

- Caoldor = Baorders
Theme Colors

Standard Colors
L EEEEN




(Alternative) Select More Colors in the Page Color menu, and then choose advanced color options

from the Colors dialog box.

= # Paragraph Spacing = Ty R [
s I SARe N
O Effects - Watermark P P
atermar bg{ EEE
€9 Set as Defaule - Calar = Borders
Page Backgiound F
SRR,
Colors ? b
Standard  Custom | oK
Calors: Carce

.

HEw

Current

> After making your choice, your page background color should change immediately.

> If you want to remove the page background color, reselect the Page Color button and then

select No Color from the drop-down menu

¢) Page borders

Add a page border in Word document

1. Go to the Page Layout tab and click on the Page Borders in the Page Background box.
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layout  References  Mailngs  Review  View Y Tell mewhat you want to do £ Share

" e m o ow o= o= . - e ‘Eiﬂparﬂmphﬁpacing- W,
Do gy S = - e | i

Watermark Pagel Page
0 Set as Defaut » Color | Borders

Saetariirl e Y e——

ey ey

Dacument Farmatting Page Background A

Layout  References  Mailings

TILE Title TTLE e

at you want to do q
=4 Paragraph Spacing ~
TITLE Title u ./ graph Spacing D ﬁ D
. d A Eﬂem‘ &
. = L]

==~ _| Colors Fonts Watermark Page Page

Set as Default Color - Borders

Page Background
..a , .1 || Borders and Shading ? X N WY,

Borders  Page Border  Shading

Style: Preview

El ~ Click on diagram below or
use buttons to apply borders

1z
s
a

oo [ i

Shadow
hd #
Color: 1
2 Automatic v|
— Width:
=|| custom 2 pt -
Apply to:
Art: | |Whole document v
{none) —
V| Options...
=

3. Select the Shadow option to give shade around your page.

o Select a line, from the style section that you want to add as a line border of your page.
o Choose the color that you want to add on the border.
o Define the width of the border using the Width drop-down menu.

o Click on the Apply to drop-down menu to select the page and document in which you want to

apply a border.

o Click on the OK button at the bottom of the screen.
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2.9

i Mailings Review i ¢ Tell me what you want to do...
Tile TITLE e Title TIMLE Tile Title Tile e TITLE ™ Title E ~# Paragraph Spacing - D @ D
a1 — o — st s e - = - Effects'
s = = — Colors Fonts Watermark Page Page
N v - @ sSetasDefault > Color ~ Borders
n. . i Page Background
1 i . 5 P . . . 1 | Bordersand Shading ? x i 3 A 7

Borders  Page Border  Shading

Setting: Style: Preview
Click on diagram below or
Mone use buttons to apply borders

———— e Iil —

,.
-
g
3
2

[<]

=|| Custom % pt t|
= | pply to!
Art: Whole document
(nonej ‘Whole document

This section

This section - First page only

This section - All except first page
UK

<]

(=L

B H B - ——+

of1 Owords [Z Inset &3

Instead of lines, you can also add designed shapes in the border. To add design, click on the Art drop-

down menu and select the border design that you want to add on the page.
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Te . =4 Paragraph Spacing ~ ot
e DS ~ (@) Effects =
- | Colors Fonts Watermark Page Page
- ~ @ Setas Default - Color ~ Borders
o, e 4 Page Background
r a 1 | Borders and Shading ? X.‘...B..‘ﬂ‘.‘y...
Borders Page Border  Shading
Setting: Style: Preview
= —_ A Click on diagram below or
Mone use buttons to apply borders
w || ——— ||| fpccceen
Q Shadow | ... =
v
B e ER =
Color
0 Automatic
wan o @
3; Custom 12pt ¥
- Apply to:
jart: Whole document ~
Options...
of1 owords [Z Inset @3 o] B - 1 R
1 of = 3
~ - E . 27 :49 AM

1.2.10 Layout Tab Menu

Page setup

The Page Layout Tab holds all the options that allow you to arrange your document pages just the
way you want them. You can set margins, apply themes, control of page orientation and size, add
sections and line breaks, display line numbers, and set paragraphs. But this module focused on control of

page orientation and Text column

a) Page orientation steps

Layout > Page Setup dialog box launcher. In the Page Setup box, under Orientation, click Portrait or

Landscape.
Portrait format refers to a vertical orientation or a format which is taller than it is wide.

Landscape format refers to a horizontal orientation or format which is wider than it is taller
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Review

Document?2 - Word (Product Activation Failed)

View

e Mailings
@ r‘ﬂ IE % *=) Breaks - Indent Spacing [ [Z Align -
== . — T |r= k3 .
N D iline Numbers = 2= Left 0" - 1= Before: Opt - - D[, L] Group
Margins Orientation  Size Columns . < — | Position Wrap  Bring Send  Selection
z - - - b¥ Hyphenation~  SERight |0 2AS After Gpt Text~ Forward - Backward - Pane Rotate
. up [ Paragraph ] Arrange
L Dpnm" 13 ------ [ R S SRR S 4 B 6 e . . .
- j Landsc
Vertical format
Horizontal format
~
Pacetlof1  Owords [2  Incet #3 m rE R

b) Text column
To add columns to a document:
1. Select the text you want to format.

2. Select the Layout tab, then click the Columns command. A drop-down menu will

appear.

3. Select the number of columns you want to create.
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H ©- 0O s Document2 - Word (Product Activation Failed)

File Home Insert Design References Mailings Review View

DI (N #= Breaks - Indent Spacing [l 2 Algn-
ﬁ_ Fli u i[)line Numbers~ | 3=Left: (027"  |]=Before: Dpt : . ) D[_} Grou
Margins Orientation  Size Columns . o ; rg — | Position Wrap  Bring Send  Selection
- . . . ¥ Hyphenation- | SERight 052° - XZAfter 34pt - e e o e e Rt
- oS ] one ;H,,,‘.:'aém“’h‘r W ——
%I _ columns to a document:
: T Select the text you want to format.
B 3 lect drop-down 3. Select the
- =| e Layout ta menu will number of
. =" then click appear. columns you
: i e Columns want to
. = MoreCoumns} | dbmmand. A create.
. . The text will format into columns.
i Number of used columns Text displayed in selected columns
Paaelaf1 25afd6wards [ Incert  ®7 B =2 = - 1
4. The text will format into columns.
List of basic computer shortcut keys
Alt+F File menu options in the current program.
Alt+E Edits options in the current program.
Fl Universal help (for any sort of program).
Ctrl + A Selects all text.
Ctrl + X Cut the selected item.
Ctrl + Del Cut selected items.
Ctrl + C Copy the selected item.
Ctrl + Ins Copy the selected item.
Ctrl + V Paste the selected item.
End Go to the end of the current line.
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Ctrl + End Go to the end of a document.

Ctrl + (Left arrow) Move one word to the left at a time.

Ctrl + (Right arrow) Move one word to the right at a time.
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1.3 PRACTICE




MODULE 3: CREATE DIGITAL CONTENT WITH SPREADSHEET

3.1. Exploring spreadsheet

Spreadsheet or Microsoft Excel in windows devices is a general-purpose program used to organize,

calculate, and analyze data.
This program performs numerous functions and formulas to assist the users in their projects.
3.1.1. Working with MS Excel

a. Starting MS Excel

-

Mail

—fEf:;NEP;:—

(e ]

O frype hereto sea'rkch

Start button

Search bar
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x g Excel
App

7 - = *
Fe] Sign in to get the most out of Office
Suggested semches  Business  Personsl  Planners and Trackers  Lists  Budgets  Charts LR
Cabendars
A 3 c
1 ’
2 :! Get started with Make your first
s Take a tour Formulas PivotTable
4
Welcome 1o Excel Formauls tutorial Prvot Table tutorial
Blank workbook S
Going beyond
Get more out of : Y
PivotTables Pie charts
| Get more out of PivotTable: Beyond pie charts tuboris Seasonal photo calendar

b. Components of excel file

When the blank workbook icon is clicked, the new workbook will appear as shown in the below interface.

A L] 4 D E F G H ] 1 K L M N L] P Q R s T u

3

f

5

6

7

8

L]

10

n Cell 14

17

13

u

15

16

17

N

15

b2

2

b2 ]

e ©

Sheet —

H P Type here to search

number

Excel file is called workbook in which we can create numerous worksheets depending on the task.
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Every worksheet is made up of thousands of rectangles, which are called cells.
A cell is the intersection of a row and a column—in other words, where a row and column meet.

Columns are identified by letters (A, B, C, D, E, F, ...), while rows are identified by numbers (1, 2, 3,4
,S, 6, ...). Each cell has its own name or cell address basing on its column and row. In the above example,

indicated cell intersects column I and row 4 to make cell 14.

Note that the cells in your spreadsheet should each contain one piece of data.

i Book2 - Excel
Insert Page Layout Formulas [ i Q@ Tell me what you want to do...
gg e Calibri -l A A== = & - %Wrap Text General - =E
_— EECopy - L e = =
Paste % Format Painter B I U- H- &-A- === =3= Merge & Center ~  $ - 95 » 5§ 3 F(;Dr:ndal:::tlﬁ'
Clipboard 1} Font 1} Alignment [} Mumber [P
H12 5 5
A B e D E F G H |
1 No First Name |Last Name| Birth Date | Birth Place | Exercise nol |[Exercise no2|Exercise no 3| Total marks
2 1 HITIMANA Felicien 2/12/1988 |Musanze 36 38 40
3 2 MUNEZERO Bosco 15/08/2002 |Rubavu 38 41 34
4 3 MUTUYIMANA |Mireille 6/10/1995  |Nyabihn 32 48 32
5 4 NISHIMWE Naome 2/1/1997 Musanze 45 41 39
6 5 TUYISENGE Olive 7/10/2003 |Rutsiro 41 46 42
7 6 UWUMUKIZA  |Celine 25/02/1992 |Gatsibo 50 45 47

c¢. Cell splitting and cells merging

In your worksheet, you will sometimes face a situation where you will need to merge or split the cells

according to your needs.

When the content to enter in a cell is bigger than the size of a cell, you can either split the cell which
means increasing the size of a cell or you can merge the range of cells which means combining different

cells.

> Steps to merge selected cells

1. Select two or more adjacent cells you want to merge.

2. Click at Home menu and click at Merge and Center if you want the content to be in center
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3. If you want to merge cells without centering, click the arrow next to Merge & Center

click Merge Across, or Merge Cells

= Book2 - Excel
Page Layout Formulas Data Review View

— Cut = _

- 3 Cu Calibri M~ A A T == - ?f‘WrapText General -

Pasti 6B Copy - M C
aste i B I U~ | = - ry == = €= 3= - - €0 .00 0l
- ¥ Format Painter = = A~ === 2= (= Merge& Center $-% » %8 e

Clipboard N Font ] Alignm E Merge & Center Number ]
B Merge Across
Bl 5 Fe .
B Merge Cells
A B C D E F G ] Unmerge Cells K L

R TERE SR

3.1.2. Managing Worksheets

. Then

Any information you enter into a spreadsheet will be stored in a cell. Each cell can contain different types

of content, including text, numbers, formulas, and functions.

a. Setting Worksheet Margins

To set worksheet margins in your worksheet

1. Click the PAGE LAYOUT tab.

2. Choose the margin format from the given list and you can even customize yours

= =

File Home

j E Colors ~
----- Fonts ~

Themes

Insert

[L1]

"3

Themes MNormal
Top: 0.7

Al - : Left: 0.7
Header: 0.3

Wide
Top: 1
Left: ™
Header: O

Narrow

Header: 0.3"

6 [
Margins] Orientation Size

= Effects ~ = — =

Top: 0.75"
Left: 0.25"

U= RS- T ST

| Custom Margins...

Formulas Dat

Print
Area ~

Breaks Bac

Bottom: O
Right: 0.
Footer: O

Bottom:
Right:
Footer:

o= =
W7

]
|

(=N lis
Ul =

Bottom: (
Right:
Footern:

IR
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b. Setting Worksheet Orientation

The worksheet can be set in portrait or landscape. To choose the one of your choice you must follow the

below steps.
1. Click the Page Layout tab.
2. Click the down arrow of the Orientation button

3. Select one of your choice

Page Layout Formulas

B-walln] fn Ry
Th

emes Margins| Orientation| Size  Print Breaks B
= Effects ~ - - - Area~ -
Themes \ Setup
| Portrait
E10 7 -

A I B | Landscape E F

c. Scaling your Worksheet to fit the Pages
To scale your worksheet to fit the desired pages the below steps are recommended
1. On the Page Layout tab, click the down arrow of the Width button in the Scale to Fit group.

2. Select pages of your choice from the dropdown arrow at width

File Home Insert Page Layout Formulas Data Review View Q Tell me what
— T =)

. K Colors - E lt L‘_‘j L [‘_D'— oz Width: ‘1page
) Al & '™ &L
onts~ : : 3|_|He|ght Automatic

Themes Margins Urlentatlon Size  Print Breaks Background Print .

[0 effects- - - + Ampav v Tiles | =l Scale | ! PAge

2 g

Themes Page Setup Fl Scale cpeg=

3 pages

Al v fe 4 pages

3. Select pages of your choice from the dropdown arrow at height
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Insert Page Layout Formulas Data Review View Q Tell me what you want to

oy Width: |1page - Gridlines

ECqurs' H Lﬂ' =N s .'. | | :'I
[A]Fonts~ :D:' h—-] H_‘\] nﬁiﬁ . :i‘ﬁl" ¢ [|Heig 1 page H

v = , 1 [ Heightt | V| View
- Margins Orientation Size  Print Breaks Background Print z - -
|O)| Effects - . v » Amsar -+ Titles Scale |Automatic
Themes Page Setup ] Scalet 1 page 4
2 pages
ki fe 3 pages

4 pages

3.2. Data manipulation and organization
Microsoft Excel program is a widely used tool for data entry, storage, analysis, and visualization.

This topic in this module aims to introduce the use of formulas and functions in spreadsheets, data sorting

and the use of charts.
3.2.1. Use of formulas and functions

In MS Excel or spreadsheet programs, the formula is a mathematical expression that computes the value

of the range of given cells while functions are predefined formulas that are already in Excel.

a. Basic Formulas

Excel formulas allow you to identify relationships between values in your spreadsheet’s cells, perform

mathematical calculations with those values, and return the resulting value in the cell of your choice.

When you write formulas in Excel, you must begin with an equal sign (=) because the cell contains, or is

equal to, the formula and its value.

Some of the mathematical operators that can be used in a formula are listed in the following table:

Operator Performs

+ (plus sign) Addition

- (minus sign) Subtraction

* (asterisk) Multiplication

/ (slash) Division

52



% (percent) Converts a number into a percentage

For example
=A1+A2+A3 will return the sum of the cells range from cell Al to cell A3
> Entering Formulas
a. Enter data in cells
b. Select the cell where the result will be displayed to make it the Active Cell.
c. Type an equal sign (=) to begin the formula.
d. Click on the first cell to be referenced in the formula
e. Enter the operator

f. Enter the next cell to be referenced in the formula

g. Press on Enter key

H Book? - Excel
Insert Page Layout Farmulas Data Review View
ey db Cut Nrap Text
oo ER Copy -
W ) (e (+74 0o {
a's : Faormat Painter B I U Merge & Center b i .
Clipboard a Font Alignment Number
E5 = X « k|| =E4E5
A B C D E F G H
1 -
2 My saving in 2022
3 | Quarter 1|Quarter2 |Quarter3 |Quarter 4
4 | Total mcome 105000 | 127000
5 Total expenses 35000 1 48000
Saving per Quarter =E4-E5I
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b. Use of excel functions

Functions are predefined formulas that are already in Excel. Functions carry out specific calculations in a

specific order based on the values specified as arguments or parameters.

The below table is for some basic functions.

Function Name Description
Sum SUM Returns sum of the given range of cells
Average AVERAGE | Returns average of the given range of cells
Minimum MIN Returns the smallest value in the range of cells
Maximum MAX Returns the largest value in the range of cells

For example
=AVERAGE (A1:A10) This function will return the mean value of the content from cells A1 through A10.
> Steps to using a function
b. Enter data in cells
c. Select the cell where the result will be displayed to make it the Active Cell.

d. Onthe FORMULAS tab in the Functions Library group,

H ©- :

File Home Insert Page Layout

o2 E 8 -EEDE R 6

Insert AutoSum Recently Financial Logical Text Date& Lookup & Math & More
Function - Used ~ - v v Time ~ Reference~ Trig~ Functions~

Function Library

e. Click the Insert Function button

X > 1B I8 4 2 B &

{ Insert AutoSum Recently Financial Logical Text Date & Lookup & Math &

Function - Used ~ - - - Time ~ Reference~ Trig~ Functions~

Function lihrars
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f. Select the function of your choice from the list

Select a function:

AVERAGE
IF
HYPER.LIME
COUNT

g. The Function Arguments dialog opens with function arguments selected with the cell ranges.

Home Insert Page Layout Formulas

E Define Name

Formula

i

Insert  AutoSum Recently Financial Logical Text Date& Lookup& Math&  More Name - _ - )

Function - Used Time - Reference~ Trig~ Functions~ | Manager Eo Create from Selection B
Function Library Defined Names

Ga = b v =AVERAGE(E4:F4)

A B C D E F G

1

2 My saving in 2022

3 Quarter 1| Quarter2 |Average

4 Total income 105000 127000 =AVERAGE(E4:F4)

5 Total expenses 35000 48000

3 Saving per Quarter 70000

7 Function Arguments ? >

8

g AVERAGE

10 Number1 | E4:F4| F&z| = {105000,127000}

1 Number2 | =

12

13

14

15

16 = 116000
Returns the average [(arithmetic mean] of its arguments, which can be numbers or names, arrays, or references

17 that contain numbers.

iz Mumber1: numberl number2, ... are 1 to 255 numeric arguments for which you want

19 the average.

20

21
Formula result = 116000

Sheetl G Help on this function Cancel

h. Finally, click at OK to get the result in indicated cell
3.2.2. Data sorting and filtering

Sorting lets you put data in various sequences, such as alphabetical order or grouping all of the rows of

data related while filtering creates a smaller subset of the data while hiding the rest of the dataset.
In the Data tab, go to the Sort & Filter group. To sort values based on Excel's interpretation of the column.
1. Select data to be sorted

2. Click the home menu
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3. Click sort and filter menu at the top right corner

4. Then choose A to Z for ascending order or Sort Z to A for descending order or choose custom

sort to define your preference.

Practice za DL - Excel

Insert Formulas  Data  Review  View

Page Layout

ey _ 1 r o @ e .
fjgézz;l ) TmesNewRoma =12 /A A === ¥+  EeWpTat General FE E,h 9 = E;x LI_J E:‘L:t'ﬂum ":Z\Y p
Paste . BIU- h.alBzzles . . e0 m  Conditional Formatas Cell  Insert Delete Format Sort & Find &
- ¥ Format Painter == 4 EE ElVegeaCerin - § % %3 Formatting~ Table Sty . |0 |Fifarelsuect-
Clipboard [F] Font & Alignment fa Number [F] Styles Cells Editi ?I' SortAtoZ
B v | HITIMANA i SotZto
E Custom Sort...
A B G D E k G H [ K L M N Y Er @
ilter
1| No |First Name Last Name Birth Date |Birﬂ|Place Exercise nol |Exercise no2{Exercise no 3 o
2| 1 |[HITIMANA  |Felicien |2/12/1988 |Musanze 36 38 40
3 1 |MUNEZERO  |Bosco 15/08/2002 |Rubavu 38 1 41 34
4] 3 |MUTUYIMANA [Mireile  |6/10/1995 |Nyabihu 32 4 32
5 4 |NISHMWE  |Naome [2/1/1997 |Musanze 45 41 39
[ 5 |TUYISENGE |Olve 7/10/2003  |Rutsiro 41 46 41
7| 6 |[UWUMUKIZA [Cebne (250211992 |Gatsibo 50 45 47
3.3. Printing worksheets
FILE
Printer
Micrasoft Print to PDF
Soi
= Fax
ﬁ Ready
Microsoft Print to PDF
SO fety
Microsoft XPS Document Writer
g Ready
Send To OneNote 16
g Ready
Copies |1 -
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Print

3.4. PRACTICE
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MODULE 4: CREATE DIGITAL CONTENT WITH PRESENTATION

4.1: Exploring PowerPoint

PowerPoint (PPT) is a powerful, easy-to-use presentation graphics software program which allows you to

create professional-looking electronic slide shows. PPT is used to present information in an organized

manner to an individual or group. You can easily create a presentation that will impress your audience

and convey your message clearly and professionally.

4.1.1 Create and manage presentation

Power point is one component for Microsoft Office.

From the list of installed programs into your computer, search where PowerPoint is located and click on

it.
Create a presentation
New
1) Click on the File tab
2) Click on New
Famd Prepeedpiion

3) Select either a Blank

Presentation,

4) Double-click Blank
Presentation to create a

new presentation

Segeibrd starbur

e tes and Theime

Tregristern |Purme

QuickStarter

Frmerf partt

1Bt rezer

W Bowen -ﬂ i} |S‘| ¥
F-
{hartn  Chagrers  Bundreea  Infospaphion

When you create a Blank Presentation in PowerPoint, the workspace opens in Normal view.

Normal view is divided into three main areas:
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7) Slide Pane - shows the full layout of a slide
2) Thumbnails — shows slide thumbnails

3) Notes Pane — used to input text relevant to a specific slide

Other views include Slide Sorter view which shows thumbnails of the entire presentation and Slide Show

view where you preview your presentation as your audience will see it.

U T WS T~ R Presentation] - PowerPoint
Insert  Design  Transitions  Animations  Slide Show  Review  View Q) Tellme

o8, = []Layout ~ = [ O Find

& | : =] OO o
5 o o | Reset - AL L& E - e # Replace ~
aste ey - 3 ] sk A A & ~ mange !

2 * glide- Ol Section* us S L W - g ks Sefect
Clipboard & Shides Font Paragraph Drawing Editing ~

G- 15 - TRV CRE TRRT AL RO Tre e | R EORT e TErV s VORTREE 1
1
/ ™ _ Slide Pane
Thumbnails Click dd titl
T T T
Click to add notes
— Notes Pane

Shde 10 1 = Notes W comments + 4% [

Normal Slide Slide
View Sorter Show
View View

Entering Text on a

Slide

When you create a
new  presentation,

the first slide to : Click to add title

Chick to add subtitle

Placeholders

appear is a Title
slide. It contains two

placeholders: a title
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placeholder and a
subtitle placeholder.
To add text, click
within the

placeholder and type

4.1.2 Managing slides

PowerPoint includes several different slide views, which are all useful for various tasks. The slide view

commands are located in the bottom-right of the PowerPoint window. There are four main slide views.

Click to add notes

= Notes B Comments @ 33 E3 (= ] + 43% E{

> Normal view: This is the default view, where you create and edit slides. You can also move slides

in the Slide Navigation pane on the left.
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File Home Insert Draw Design Transitions Animations Slide Show Record Review View Add-ins Help iSpring Suite 9 d

v s v - o A =] -
2 gt @| R R -k Rl o N T I et
O Paste LB 7 New rewse £ B I U S & AV. Aan. |2 - A . == ===|=. E9 hapes Amange G Fe 7| Editing
e Slide v Sides [ B o £ o E==EE|= . N " syl @ v "
Undo Clipboard % Slides Font [ Paragraph [ Drawing [

Introduction to
Mid-Fi Prototyping with
PowerPoint

Leon NTABOMVURA
Instructional Designer

University of Rwanda

Click to add notes
== nNotes = 88 =

Slide 10f 59 [} English (United States) 93 Accessibility: Unavailable

> Slide sorter view: In this view, you'll see a thumbnail version of each slide. You can drag and drop

slides to reorder them quickly.

@ AutoSave @ off) [ 1D lecture-7 - Compatibility Mode - Saved to this PC v P Search (Alt+Q) Leon NTABOMVURA ' V24 =

File Home |Insert Draw Design Transitions Animations Slide Show Record Review View Add-ins Help iSpring Suite 9 ®Record

?2- Y |EED VA AR | = gzzév[““ o B E@‘ﬁ PN )

<

. & . v e
O Paste L‘Q New  Reuse ] AV 2 A = = = = == 2 Shapes Arrange  Ouick == Editing | Dictate
o fee — B I U S dMN. AL A EEE==- e Arenge y
v pa g ide v Slides Fj « B Styles~ g v
Undo Clipboard 1§ Slides Font [ Paragraph [ Drawing [ Voice [

New presentation (2)

_ nto Wid-Fidelity Prototyping (MFP) New presentation (1)
Mid-Fi Prototyping with .
PowerPoint [ —— + Toopen snsxising Presenaton

ucton in mid-fléeity) prototyping using
ot [URL]

« Example-1: O Hesth Hospial [UEL]
* Example.2 £-Commerce [UAL]
« Example-3: CO-piayer U]

sy

Chocse 3 side layout
e S ractice: Getting Started
Design Templates

Slide Layout

> Slide show view: This is the view you'll use to present to an audience. This command will begin

the presentation from the current slide.
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What PowerPoint will not do

e It will not replace having to think
It will not eliminate the need for planning and
designing with paper and pen

It will not make the students ‘smarter’

It will not take over from the teacher’s many roles
It is not indispensable

It will not make your world dissolve if you do not
use it

To get a full animated impression of this
tutorial, please download the PPT and
run it from your computer!

To Add New Slides:

7) Click on the Home tab
2) Click on New Slide in the Slides group

3) Choose a slide layout

DHES 0B eR Y D e

Insert Design Transitions Animations Sl

o | Reset

aste r abe AV A
v 5 Section ~ Bt

Clipboard ides Font

4.1.3 Formatting slide Text

Text is an indispensable element, so you should know all there is to make it appealing and useful for your
audience.
Format options include:

Font Color - Choose a font color for your text.
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« Numbering or Bullets - Create a list using numbers or bullets.

« Add or Remove Columns - Add or remove columns in your text.
Text Direction - Change the direction of text.
Align Text - Connect your text to the top, middle, or bottom of a bounding box.
Align Left, Center, Align Right, or Justify - Align your text the way you want.
Increase List Level or Decrease List Level - Increase or decrease a list indent.

To Format Text:
7) Click within the placeholder
2) Select the text to format
3) Click on the Home tab
4 ) Click on the formatting buttons in either the Font or Paragraph groups

5) You can also use the Mini Tool Bar that appears when the text is selected

New presentationﬁ?ﬂ

O 0]
e To open an existing Presentation:
1 Open MS PPT
2 Select Open an existing presentation
3 Select the presentation and press OK

Os Click in the area “Click to add fitle” to add Title to add title o
e Click in the area “Click to add text” to add Text

O O 0]
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4.2. Adding special effects

You can animate the text, pictures, shapes, tables, SmartArt graphics, and other objects in your PowerPoint
presentation. Effects can make an object appear, disappear, or move. They can change an object's size or

color. There's also a related video about animating text.
4.2.1 Animate text and picture in slides

In PowerPoint, you can animate text and objects like clip art, shapes, and pictures. Animation—or
movement—on the slide can be used to draw the audience's attention to specific content or to make the

slide easier to read.

The four types of animations

There are several animation effect you can choose from, and they are organized into four types.

e Entrance: This controls how the object enters the slide. For example, with

the Bounce animation the object will drop onto the slide and then bounce several

times.
Entrance
*: J.t‘ r :.l.t ﬂ 1 r Y
Appear Fade Fly In Float In Split Wipe
= ﬁ LT L4
® X = ¥ 3k
Shape Wheel Random Bars  Grow & Turn Zoom Swivel
¥
Bounce

e Emphasis: These animations occur while the object is on the slide, often triggered
by a mouse click. For example, you can set an object to spin when you click the

mouse.
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Emphasis

Pulse Color Pulse Teeter Spin Grow_e-'Shrink Desaturate

Darken Lighten Transparency Object Color Compleme..  Line Color
; l' A A u B B

Fill Color Brush Color Font Color Underline Bold Flash Bold Revea
A

e Exit: These control how the object exits the slide. For example, with

the Fade animation the object will simply fade away.

Exit
Il
e kA x * h  H
Disappear Fade Fly Out Float Out Split Wipe
Aok x #F K ®
=~ Kk
Shape Wheel Random Bars Shrink & Tu... Zoom Swivel
4‘{
Bounce

e Motion Paths: These are similar to Emphasis effects, except the object moves

within the slide along a predetermined path, like a circle.

Meotion Paths
- ™ a0 b4
L ] ] =
] N . O o0 :
Lines Arcs Turns Shapes Loops Custom Path

To apply an animation to an object:

1. Select the object you want to animate.

2. On the Animations tab, click the More drop-down arrow in the Animation group.
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File Home Insert Design Transitions Animations Slide Show Review View

Preview

-

Mone Appear Fade Fly In Float In Split =

Preview Animation

3. A drop-down menu of animation effects will appear. Select the desired effect.

File Home Insert Design Transitions Animations Slide Show Review View
*\ Mone - ¢

Preview Effect
Options =
MNone ke
Preview Ta
Entrance
1
Appear Fade Fly In h\ Float In Split Wipe
Shape Wheel Random Bars  Grow & Turn Zoom Swivel
Bounce
2
o Emphasis
Pulse Color Pulse Teeter Spin Grow/Shrink  Desaturate

4. The effect will apply to the object. The object will have a small number next to it

to show that it has an animation. In the Slide pane, a star symbol also will appear
next to the slide.

IEI‘\f\«'horwms the
person to wg

66



At the bottom of the menu, you can access additional effects.

Exit
A G A S | S e
Disappear Fade Fly Qut Float Out Split Wipe
E l e a upw %
=1 * zﬁn
Shape Wheel Random Bars  Shrink & Tu... Zoom Swivel
lf
Bounce
Motion Paths
»
] ~ 1 O 0 ¢
Lines Arcs Turns Shapes Loops Custom Path [+

% Moaore Entrance Effects...
Maore Emphasis Effects...

“ More Exit Effects...

1% More Motion Paths..,

_n_* OLE Action Verbs...

Effect options

Some effects will have options you can change. For example, with the Fly In effect you can control which
direction the object comes from. These options can be accessed from the Effect Options command in the

Animation group.
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Review View Format 2 Tell me what yo

¢ . -'-_{.'1Animatiu:un Pane

A Trigger =
Split = Effect Add
i Options=  Animation - % Animation Painter

Direction wimation

¢ From Bottom

z From Bottom-Left

From Left
s N
N From Top-Left

rson 1R

To remove an animation:

1. Select the small number located next to the animated object.

™ Who was the first

person to walk on the
moon? '

2. Press the Delete key. The animation will be deleted.

Animations are best used in moderation. Adding too many animations can make your presentation look
unprofessional and can even be distracting to your audience. Consider using subtle animations, or not

using them at all.

Working with animations

To add multiple animations to an object:

If you select a new animation from the the menu in the Animation group, it will replace the object's current

animation. However, you'll sometimes want to place more than one animationon an object,
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like Entrance and Exit effects. To do this, you'll need to use the Add Animation command, which will

allow you to keep your current animations while adding new ones.

1. Select an object.

2. Click the Animations tab.

3. Inthe Advanced Animation group, click the Add Animation command to view the

available animations.

Animations Slide Show Rewiew View Format Q Tell me what you want to do...
A 9 * 1'1 Animation Pane Start: | On Click
PY R Trigger ~ (Z) Duration: 00,50
B Flock i Spht Os:r:rc]t = Anirj:::::iion . ¢ Animation Painter | (5 Delay: 00,00
ation G| Entrance

114
Float In

Appear

i

-*.. e e e Zoom ounce
: 5 Emphasi
Who was the IS
1 Pulse I} Color Pulse Teeter Spin
" 5 Desaturate Darken Lighten Transparency
Answer: Neil \
Sl k k A
Compleme...  Line Color Fill Color Brush Color

Who was the first
person tfo walk on th
moon?¢

To reorder the animations:
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Who'wcs the first

person to walk on the
moon¢ :

* 3.‘1 Animation Pane Start: | On Click ~ | Reorder Animation
o Trigger - L " Duration: | 00.50 > & Move Earlier
A _
Aot feme i'—: Delay: 00.00 21 * Move Later
Advanced Animation Timing

To copy animations with the Animation Painter:

In some cases, you may want to apply the same effects to more than one object. You can do this
by copying the effects from one object to another using the Animation Painter. In our example, we want

to copy an animation from one slide to another because they have similar layouts.

Answer: Neil Armstrong ¢
ey -~ n

X

2. From the Animations tab, click the Animation Painter command.

70



Animations Slide Show Review i Format Q@ Tell me what yo

b ‘l* M Animation Pane
’.-t. ,r 1 r - EFF_ dd Trigger ~
m i _ ect
Fly In Float In Split - Options = Animation ~ % Animation Painter
P Advanced Animation

ation

To preview animations:

Any animation effects you have applied will show up when you play the slide show. However, you can

also quickly preview the animations for the current slide without viewing the slide show.

1. Navigate to the slide you want to preview.

File Home Insert Design Transitions Animations
L I
Preview Swivel Bounce Pulse Color Pulse Ti
Preview Animation
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P Start: | On Click ~  Reorder Animation
':B' Duration: |00.30
(&) Delay: 00.00

Timing ~

& Move Earlier

* Mowve Later

Animation Pane ~ X

P Play From allw

19 Question text:...[]
2 - Question text:..[ | %
Start On Click
Start With Previous
(D Start After Previous
Effect Options...
Timing...
Hide Advanced Timeline

Remove

When you preview the animations, all the effects will play through automatically. To test effects that are

set to Start on Click, you will need to play the slide show.

4.2.2 Slides transition

Slide transitions are the animation-like effects that happen when you move from one slide to the next

during a presentation. Add slide transitions to bring your PowerPoint presentation to life.

D H -0 Imﬂ ‘\‘a'a E\ :E/( E" [~ o Presentationl - PowerPoint
File Insert Design Transitions Animations Slide Show Review View Q Tell me what you want to do... Sign in (Q,. Share
P— — @,Snund: [No Sound] ~| Advance Slide
. «
@ I b5 (O Duatiop 0200 .| [¥| On Mouse Click

Preview

None Cut Fade Push Wipe Split Reveal @

Select the slide you want to add a transition to.

Select the Transitions tab and choose a transition. Select a transition to see a preview.
Select Effect Options to choose the direction and nature of the transition.

Note: Not every transition has Effect Options.

Select Preview to see what the transition looks like.

To remove a transition, select Transitions > None.

E‘,ApplyTo All After: |00:00.00 -

Transition to This Slicle Timing ~
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4.2.3 Add audio and video content to slides

While how you insert a movie or sound file is similar to inserting a picture (go to the Insert Ribbon and

click on the Video or Audio icon)

Here are the steps:

H 5

Video Audio

Step 2. Navigate to the correct clip, and click the OK button.

[ 4 P> 00000 o)

4.3. Preparing output

By completing the preparation of your slides, the output will be presented to audience or will be printed

on papers.

4.3.1 Presenting the prepare slides to audience

The purpose of PowerPoint is to act as a visual aid as a presenter goes along presenting their option, ideas,
sales pitch, etc.

Steps to present slides to audience

Step 1: Connect your computer with projector

Step 2: Open your PowerPoint file, show the slide to start with, click on Slide show icon
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[0 L £
Paste Mew i ShapssRmange Edits
- Slide ~
Unide Cipboard & Slickes Font Paragraph
Introduction to
> Mid-Fi Prototyping with
per PowerPoint
3
4
Click to add notes
ir ] a i b, ity Laih == Motes 1] H ¥

Step 3: Use your computer arrows to present the next slides

4.3.2 Printing slides

You can print the entire presentation, only print the selected slides, only print the current slide and or enter

specific slides to print.
Steps to print slides:

Step 1: Click on the File tab
Step 2: Click on Print

Step 3: Choose the Printer connected
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Step 4: Navigate Settings

Presentation! - Microsoft PowerPoint (Safe Mode) 7 - O %

Signin

Print

Copies: |1 - =
L,
=

Print

Printer
, ; Send To OneNote 2013 _‘

D Reay

Printer Properties

Settings
|’ﬁ Print Al Slides -

Print entire presentation

PowerPoint Training L

T

Full Page Slides
Account ||:| Print 1 slide per page

—  Collated
Options |"=EIEI 123 023 121 -

[ .

Edit Headler & Footer

[1 Jor2 » 0% - —————+ [

Under Settings click on Print All Slides and select one of the options to print:

e Print All Slides — print entire presentation
e Print Selection — only print the selected slides
e Print Current Slide — only print the current slide

e Custom Range — enter specific slides to print

Step 5: Choose number of required copies

Step 6: Click on Print

75



4.4. PRACTICE
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MODULE 5: ACCESS INFORMATION ONLINE, COMMUNICATE ONLINE AND
SOCIAL MEDIA IN WORKPLACE

This module introduces the broad meaning and steps of communicating online, accessing online

information and using different social media in our daily life.

5.1 Access information online

5.1.1 Connecting to the internet

The Internet (or internet) is the global system of interconnected computer networks that uses the Internet
protocol suite (TCP/IP) to communicate between networks and devices. It is a network of networks that
consists of private, public, academic, business, and government networks of local to global scope, linked
by a broad array of electronic, wireless, and optical networking technologies. The Internet carries a vast
range of information resources and services, such as the inter-linked hypertext documents

and applications of the World Wide Web (WWW), electronic mail, telephony, and file sharing.

Once you've set up your computer, you may want to have Internet access so you can send and receive
email, browse the Web, stream videos, and more. You may even want to set up a home wireless network,

commonly known as Wi-Fi, so you can connect multiple devices to the Internet at the same time.

Internet Connection means a connection provided by an Internet Service Provider that enables individual
computers or other hardware components, either individually or registered within a Local Area Network,

to exchange Data over the public Internet. Let’s now see how to manually add Wireless.

e’/(;: Zapatha

87 TecNO sPARK 4

Click here to se the
available WI-FI
network



https://en.wikipedia.org/wiki/Computer_network
https://en.wikipedia.org/wiki/Internet_protocol_suite
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https://en.wikipedia.org/wiki/Optical_networking
https://en.wikipedia.org/wiki/Hypertext
https://en.wikipedia.org/wiki/Web_application
https://en.wikipedia.org/wiki/World_Wide_Web
https://en.wikipedia.org/wiki/Email
https://en.wikipedia.org/wiki/Internet_telephony
https://en.wikipedia.org/wiki/File_sharing

Dise. ~nect

ﬂ,@ TECNO SPARK 4

Choose one of the
WI-FI and put a
password if the
network is secured

L 0
Mobile
Airplane mode hotspot

(@] St ™ » e ] w & 23°C Partly cloudy

Now you are connected to the internet.
5.1.2. Web browser

A web browser (also referred to as an Internet browser or simply a browser) is application software for
accessing the internet, it takes you anywhere on the internet. It retrieves information from other parts of
the web and displays it on your desktop or mobile device. The information is transferred using the

Hypertext Transfer Protocol, which defines how text, images and video are transmitted on the web.

Here are an examples of web browsers:

'

Q O €
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On your desktop
open any browser

Here down is what you get once your web browser is opened:

C G Search Google or type a URL 2 % » 09

M Gmail @B YouTube @ Maps Etienne 4D ROUTER () Microsoft Office Ho.. [ FreeStock Photos... € Etiennefb @ Apowersoft Online... [fl] TMIS - Teacher Ma.. @ ERecruitment | Rwa.. »

‘Gmail lwEiges

Q Search Google or type a URL

© 0:0 0O

(36) YouTube WhatsApp inbox (177) (4) Facebook

© 00 0 O

Microsoft Of . IremboGov Reb eleaming LTE Wireless ... Add shortcut

This is what you get once a
browser is opened
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5.1.3 Search engines

A search engine is a website that allows users to look up information on the World Wide Web (WWW),
part of the Internet. The search engine will achieve this by looking at many web pages to find matches to
the user's search inputs. We can say that it is a web-based tool that enables users to locate information on
the World Wide Web. Popular examples of search engines are Google, Yahoo!, Ask.com and MSN

Search.

For example, if you want to search Cell in Biology you can do this

C @ wwwrebrw » 0O a i

M Gmail B YouTube Maps (B Etienne 4D ROUTER [ Microsoft Office Ho.. B Free Stock Photos,.. @ Etienne fo B Apowersoft Online.. [fl] TMIS - Teacher Ma ¥ ERecruitment | Rwa

Gmail lmages i}

*

CELL BIOLQGY

cell biology - Go

cell biology notes

cell biology questions and ans’
cell biology pdf

3 Phe oby Giulio Rossé Chioso cell biology questions and answers pdf

Type a key word to search
anything you need and hit
ENTER button on the keyboard

I Address bar I

After pressing the Enter button on your keyboard you get different information, it is now up to you to

choose which one best meets your search.
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<«

c @& google.com/search?q=cell+biology8ioq=celdags=chrome.0.69i59j69i57j46i131i433i51212j0i51216.2170j0j 158&sourceid=chromedlie=UTF-8 Q =2 w » 0O e

M Gmail @B YouTube @ Maps @ Etienne %) ROUTER ) Microsoft Office Ho Free Stock Photos,.. P Etienne fbo B Apowersoft Online... [ TMIS - Teacher Ma.. @ ERecruitment| Rwa. »

GO gle cell biology

Q Al

About 769,0008000 results (0.67 si

Cell biology

the tissuesfand organisms that cells compose?

&) Images [ Videos  [f] Books

onds)

the study of cell str
nd the concept that the c

ure and function, and it
is the fundamental unit
ing on the cell permits a detal

.nature.com » topic » cell-bioloav-13906536

I Click here to get related images

X & Q

(=) News : More Tools

ANATOMY OF

understanding of

I Click here to get related videos I

5.1.4 Searching information from different sources

We need to search information from different sources because knowing the kinds of information in each

category of sources will help us to choose the right kind of information to meet each of our information

needs. Some of those needs are very particular, we may need sounds, videos, text, etc..

<« C @ youtube.com/results?search_guery=cell+biology e+« » 0O 9
M Gmail @ YouTube Maps @ FEtienne ) ROUTER I Microsoft Office Ho.. [E] Free Stock Photos... @ Etienne b BR Apowersoft Online.. [l TMIS - Teacher Ma @ ERecruitment | Rwa »
= B3VYouTub cell biology x| & | & = (@ ﬁ
a8 1 J 7R PUISS Gl ELRGIYULES | LS FUIILUVIES | EURGIFUUL LEIL | EURGIYUL UIYaIISIES | Fladiiia.. 14 Uilapies v
\
Home
he Ce” STPUCTUf‘ jology - Intro to Cell Structure - Quick Review!
@ Y 708gviews - 3 years ago
= & 8
Explore @ ThMgrganic Chemistry Tutor
6 This biology v tutorial provides a basic introduction into cell structure. It also discusses the functions of organelles such as the
Shorts
@& The Nucle®gl The ER | More Organelles | The Cytoskeleton 4moments v
=
Subscriptions
Molecular & Cellular Bi y UNF Spring 2021 Lectures
\E Biology Basics
Library All about Cells: The fundamentals units of Ii 51:51

Biological Membranes Overview * 28:50

VIEW FULL PLAYLIST

I Type a keyword and hit ENTER or search button

by typing www.youtube.com in the address bar

You can get information from other sources like YouTube
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5.2. Communicate online (Gmail account)

Online communication refers to the ways in which individuals as well as computers can communicate
with each other over a computer network, such as the Internet. These ways include: chat rooms and e-

mail.
5.2.1. Create Gmail account

Gmail is free to sign up for and use, and has no hidden fees. There is no limit to how many emails you
can send or receive, the number of people you can contact, or how much time you can spend using it.
Gmail has some features you can purchase, but they do not drastically change user experience. Let us now

start by creating a Gmail account.

Then after you will get this:

G www.gmail.com = W

| G Gn“wwwvgmall.cam X

wwwilimail.com - Bing Searc

G https://accounts.google.com/ServiceLogin/identifier?service =mail&passive = 1209600&osid = 1 &continue=https%3A%2F % 2Fmail

£ Comffom - www.gmail.com.com
wngree

to continue to Gmail

Email or phone

Forgot email?

Not your computer? Use Guest mode to sign in privately.
Learn more

English (United States) -

Go to the address bar and type
www.gmail.com and hit ENTER key on
the keyboard

Click here to
create an account

You will be prompted with boxes to fill in information to complete the account creation.

82



ol » accounts.google.com/signup/vZ/webcreateaccount?service=mail&continue=https%3A%2F%2Fmail.google.com%2F mail %. lowName=GlifWebSig... &
C a googl g 2/webs 7 18 https%3A%2F%2Fmail.googl %2Fmail%2F&flowN Glifwebsig.. # % #» 0O

A Gmail @B YouTube @ Maps (@ Etienne #) ROUTER () Microsoft Office Ho.. [ Free Stock Photos.. ) Etiennefb BN Apowersoft Online.. . TMIS - Teacher Ma. % ERecruitment | Rwa.

Google

Create your Google Account

to continue to Gmail

First name Last name

Etienne TWUMVIRIMANA

Username

etiennetwumvire068 @gmail.com

You can use letters, numbers & periods @ Bi

Password Confirm ! =
&

Use 8 or more characters with a mix of letters, numbers &

symbols One account. All of Google

[ isheipasswerd working for you,
W

Type to fill correctly in the boxes and remember to
create a strong password then click on next

Next step:

oy C @& accounts.google.com/signup/v2/webpersonaldetails?service=mail&continue=https%3A%2F%2Fmail.google. com%2Fmail%2F &flowName=GlifwebSi.. 1= Y ®& [ '

4 Gmail @B YouTube '@ Maps (@ Etienne 4 ROUTER () Microsoft Office Ho.. [E) Free Stock Photos... €@ Etiennefb @R Apowersoft Online.. [Hl} TMIS - Teacher Ma.. @ ERecruitment | Rwa...

Google
Welcome to Google

@ etiennetwumvireosg@gmail.com

Phone number (optional)

= - 788733

unt security. Your
oose later whether to

Google will use this number only fol
number won't be visible to others. You ¢
use it for other purposes.

i

Recovery email address (optional)

We'll use it to keep your account secure

b o Vi Your personal info is private and

5 September 1989

Your date of birth

Gender
Male -

I Type your phone number here

Type in the above boxes to put your
birth date information

Scroll down to agree with the terms and regulations. Then, click on the continue button to proceed.
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X @ mailgoogle.com/mail/u/3/ ® % 0 §

Smail @B YouTube @ Maps @@ Etienne %) ROUTER () Microsoft Office Ho.. [E) Free Stock Photos... € Etiennefo G Apowersoft Online.. [ TMIS - Teacher Ma.. @ ERecruitment | Rwa...

Google Workspace

Now, google is taking you to your account

You are now done with creating your Gmail account.

< C @ mailgoogle.com/mail/u/3/#inbox 2 % #» 0O '
M Gmail @B YouTube @ Maps (B Etienne #) ROUTER () Microsoft Office Ho.. [B Free Stack Photos. @ ttienne b @® Apowersoft Online... [l TMIS - Teacher Ma.. @ ERecruitment | Rwa...
= M Gmail Q, Search in emails TE ® @ @ G
# Compose a- le] H 1-10f1 < E
& Inbox 1 @ Primary © Promotions 2, Social
Y Sterred
@ Snoozed
B sent Get started with Gmail b [c]
O Drefts
v  More Customise your Change profile .. Import contacts Get Gmail for
@& inbox o image o and emails a mobile e
Labels 4
Google Community Te. Etienne, finish setting up your new Google Account - Hi Etienne, Welcome to Google.... 10:42 I
ferms - Pr ramme Policies

0GBof 1GBused [}

You can now start
exploring your
account!

>

Wow!!! Just smile you are there A and you are done with creating a Gmail account

5.2.2. Compose and send an email with attachment

A process sends an email to a user and another process receives the email, by either sending a response to

the sender, or writing it to a log in the console. This process contains Send Mail and Receive Mail
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&« &

@ mail.google.com/mail/u/3/#inbox?compose=GTuVIcSBmIkBWwcScgRQPXSVCKGbmIIZdXctLjqdNIXZBdzkhfHgWdKpGxfNHIsVSXGVTLBTNgsnL

s % » 0§

™ Gmail @B YouTube @ Maps (B Etienne 4 ROUTER I Microsoft Office Ho.. [ tock Photos, @) Etiennefb B Apowersoft Online... [l TMIS - Teacher Ma ¥ ERecruitment | Rwa,
= M Gmail Q, searchin emails = @ @ G
# Compose Oo- ¢ Tof 1 B
3
£ Inbox 1 1 & Primary ©  Promotions Wedding invitation -2 X
¥ Starred
@® Snoozed girageena@gmail.cor
B Sent Get started with Gmail Wedding invitation @
[ Drafts 1
v  More Customise your Change profile Dear Gilbert,
[33 inbax 9 image Please! Open the attacheMynvitation. Type a
.
Labels ar ait for your confirmation. recelve["s
Google Community Te. Etienne, finish setting Your f .
four friend Etienne emall a_ccount
0GBof 1GBused [
Wedding invitation.pdf (846K) x
© & sansSerif ~ 7T~ B I U A~

Click on compose to
type and send email to
someone

Type to add the
body text or
email description

Click here to attach file(s)
from your computer

Type to add the
Subject or topic

5.2.3. Read, reply and forward an email

Reply all sends the new message to the original sender and all other recipients on the To and Cc lines.
Attachments are not included. Forward allows you to type in a whole new set of recipients. Any

attachments included in the original message are automatically included when you forward a message

Here you can read the received email as shown below:
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<« C @& mailgoogle.com/mail/u/3/#inbox e % ®» 0 ﬁ

™ Gmail @ YouTube @ Maps @ Etienne €} ROUTER (3 Microsoft Office Ho.. [E] Free Stock Photos... €) Etiennefb B Apowersoft Online... [l TMIS - TeacherMa.. @ ERecruitment | Rwa...

= M Gmail Q,  Ssearchinemails = @ @ G

# Compose O~ ¢ 1-20f2 < B
& Ingox 2 & Primary ©  Promotions 2 Social

b d

® sffozea Gilbert Iragegna Hello - Hello Sir, | am glad to write to you asking how you are doing in this time. Thank yo. 11:39

B sqt Google Com: Etienne, finish setting up your new Google Account - Hi Etienne, Welcome to Google.... 10:42 @
0O Offts 1

v Miire

,_
o
o
o
&
+

Terms - Privacy - Programme Policies Last account activity: 20 minutes ago +
0GBof15GBused [ Details
Click on INBOX to see .
et : Click here to open and read the 5
e incoming messages incoming message
& C @ mailgoogle.com/mail/u/3/#inbox/FMfcgzGqQSIFCpNINtMPNPSGTLiGrM 2 % » 0O 9
M Gmail @ YouTube @ Maps @@ Etienne #) ROUTER I Microsoft Office Ho.. [E) Free Stock Photos... @ Etiennefb @ Apowersoft Online.. [l TMIS - Teacher Ma ¥ ERecruitment | Rwa...
= M Gmail Q, Searchin emails = @ @ G
# Compose < B O ® B2 0 @& B O i 10f2 > B
1 G I I WIS W UG SRy I PO QIS Uy 1S s,
& inbox 1 Thank you and | hope to hear from you soon.
Yr Starred
Q@ Sncozed
B Sent @&
O Drafts 1 @ Module 5&¢6.doc
v More B
Labels +
+
You are welcome. Than! for your response. Thank you for your mail.
< Reply |~ Forward
>
Showall X

@ Module 586.doc / ‘

. The email message is now opened, click on
. Click on forward to
Click here tor eply to the down arrow to download the attachment
. 3 transfer the message to the
the received email other people

5.3. Social media in workplace (twitter and facebook)

Social media can be a powerful communication tool for employees, helping them to collaborate, share
ideas and solve problems. Research has shown that 82% of employees think that social media can improve

work relationships and 60% believe social media support decision-making processes.
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5.3.1. Twitter

58w ¢ ®
S H/ L 0 3
PS5 P, _NING Vs

‘ﬁT’saAPPENmG s 4 Happening nOW

Join Twitter today.

e Signin as Etienne G’
etiennetwumvire068@gmail.com

‘ Sign up with Apple

or

HAPPEMII ¢
» HAPPENII
i’ HAPPEHIL
S UADDIL I

Sign up with phone or email

By signing up, you agjee to the Terms of Service and Privacy
Policy, including Cogfie Use.

Already hgve an account?

Signin

I Go to the address bar and type www.twitter.com | I Click on sin up to create account
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o G ® -

&« C @ https://twitter.com/i/flow/signup B A B

X Step1of5

Create your account

Use email instead
Date of birth
This will not be shown publicly. Confirm your own age, even if this

account is for a business, a pet, or something else.

Menth Day
v

Fill in the above text boxes the required information ]

€« o ] hitpe://antier.comyi/Rovi/signup G Sign In - Google Accounts - Persanal - Microsoft Edge - 5’5 {: @ -
https://accounts.google.com/gsi/select?client id=49625052041-k.. AY

& Sign in with Google

Confirm that you want to signin to
twitter.com as Etienne
Q -t i gmail.com

To create your account, Google will share your name,

email address and profile picture with twitter.com. See
twitter.com's privacy policy and Terms of Service.

Cancel

English ~ Help Privacy Policy Terms of Service

Click here to confirm
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<« C (3 https://twitter.com/i/flow/single_sign_on B A % = -

« Step 2 of 5

Customize your experience

Track where you see Twitter content across
the web

Twitter uses this data to personalize your experience. This
web browsing history will never be stored with your name,
email, or phone number.

Others will be able to find you by email or phone number, when
provided, unless you choose otherwisehere. For more details
about these settings, visit the Help Center. Twitter may use
your email address for purposes outlined in our Privacy Palicy,
like keeping your account secure and personalizing our
services, including ads. Learn more

| Click next to proceed to the next step up to step 5 I

Learning the Lingo
Twitter has a language of its own. Here are the terms you need to know!

= DM/Direct Message: A private note between two users on Twitter. The person receiving the

message must follow the person sending it and the message is bound by the 140-character limit.

= Follow: The act of connecting with someone on Twitter. People who have elected to follow you
will see your tweets in their timeline. You are not obligated to follow people back and you have

the ability to block followers (usually used only for spammers) from seeing your posts.

= Following: Electing to see someone’s tweets in your own timeline. Follow people and companies

that you’re interested in hearing from.

= Handle: Your Twitter username is referred to as your handle, and is identified with the @ symbol.
For example, Constant Contact’s handle is (@constantcontact. The @ is used to refer to a specific

person or company and link to that account on Twitter within a tweet.

= Hashtag: Words preceded by a # sign (i.e., #ctctsocial) can be used to tie various tweets together

and relate them to a topic, be it a conference, TV show, sporting event, or any happening or trend
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of your choosing. Twitter automatically links all hashtags so users can search for other tweets

using the same tag.

= Lists: A way to combine select people you follow on Twitter into a smaller feed. A list can be
made up of friends, competitors, people in the same state: anything you want. lists let you view a
slice of your followers at a time and are a great way to focus on specific folks when you’re

following a large number of people. They can also be marked as public or private.

The first step in getting started on Twitter is creating your account. When creating your account, it’s
important to remember that your username—or as it’s called on Twitter: your “handle,” is outward facing
and will be what the public uses to identify your business. Hopefully, your business name will be available
(Constant Contact’s handle for example is @ConstantContact,) but if not, you’ll want to come up with
something that will still make sense to your followers (for example: “In a Pickle Restaurant” in Waltham

had to use @InAPickleRest).

<« G @ hitps://twitter.com/i/flow/single_sign_on B A 9 = @

L

What should we call you?

Your @username is unigue. You can always change it later.

Username
@ etwumyire

@twihivirl, @TwumviriEtienne

Choose the right Twitter handle

Click next to reach in your twitter account
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& G ) https://twitter.com/home

Help make Twitter more accessible

Did you know that adding descriptions to your images makes them accessible to
people who are blind, have low vision, or use assistive technology? Turn on the
reminder so you remember to include everyone.

o
o
o

w

You get this interface after completing all 5 steps, you

can now start exploring twitter.

Profile and adjusting your privacy settings

B f 1=

Q  Search Twitter

Trends for you

Politics - Trending
President
771K Tweets

Politics - Trending
Rwanda

16.9K Tweets

Sports - Trending
GOAT

105K Tweets

Trending in Rwanda

#weareinkomoko

Not syncing z

By default, everything you share on Twitter is public. This means anyone can see the things you tweet,
even if they don't follow you on Twitter. However, if you want to control who can see your tweets, there's
an easy option. Navigate to your profile page. If you're using the mobile app, locate and select
the Gear icon. If you're using a desktop web browser, select the Profile icon near the upper-right corner,

then choose Settings.
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(%) httpsy/twitter.com/home

Home

hat’s happening?

N U = B OB

reminder so you remember to include everyone.

Turn on reminder

QDoraoxnog

Help make Twitter more accessible

Did you know that adding descriptions to your images makes them accessible to
people who are blind, have low vision, or use assistive technology? Turn on the

Click here to see your profile, you still have the chance to edit
your profile (Adding a profile picture and other information)

Q  Search Twitter

Trends for you

Politics - Trending
President
TT1K Tweets

Politics - Trending
Rwanda

16.9K Tweets

Sports - Trending
GOAT
105K Tweets

Trending in Rwanda
#weareinkomoko

mRIcED

You get this interface after completing all 5 steps, you
can now start exploring twitter.

Who you follow on Twitter will dictate the type of content you have access to and the quality of the
relationships you’re able to establish. For this reason, you’ll want to set up some criteria based on your
experience, your industry, and what you’re trying to accomplish. People you may want to follow could
include: friends, professionals in your industry, other local businesses, colleagues, and even current or

potential customers.

i (39 httpsy//twitter.com/etwumvire B A Y = @ Not syncing &
» «  Etienne TWUMVIRIMANA e
0O Tweets
© You might like Type a
# twitter
Ubisoft @ m handle or
@Ubisoft .
Q name in
Rwanda Broadcast... @ search to
(=) @rbarwanda find
cople
z Edit profile Kigali Today & peop d
@kigalitoday you nee
@ to follow
Etienne TWUMVIRIMANA Show more
o [@ Jdned September 2022
Trends for you
2 Folldqwing 0 Followers
Politics - Trending
Tweets & replies Media Likes President
TT1IK Tweets
Let’si|get you set up Politics - Trending
e e

I Your twitter handle

following people

Click on follow button to start
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Creating and post a tweet

e * » 0O ¢

@ ERecruitment | Rwa...

& 2> C @ twittercom/home [
M Gmail @@ YouTube Q Maps (® Etienne 9 ROUTER ﬂ Microsoft Office Ho.. [B Free Stock Photos.... 0 Etienne fo B Apowersoft Online... . TMIS - Teacher Ma...
, Home % Q  search Twitter

3
o What’s happening Trends for you
# Only on Twitter - Trending
R = @ #FetchYourBody2022
: Trending in Rwanda
9 X #RwWOT
Everyone v Trending in Rwanda
o] #Rwanda
e . 3,198 Tweets
What’s happening? '
@ Sports - Trending
Anthony Joshua
3,944 Tweets
& Everyone can reply Technology - Trending
® @
Click 1 or 2 to create a tweet. You can choose who can see and
reply to the tweet
< = C @ twittercom/home 2 x » 0O
M Gmail @B YouTube @ Maps (@ Etienne 4) ROUTER [ Microsoft Office Ho Free Stock Photos,.. @@ Etienne fb @M Apowersoft Online.. [@ TMIS - Teacher Ma.. @ ERecruitment |Rwa..  »
Home < Q  Search Twitter

°®Dom¢34¢n.(

' Everyone v

Mijasjsdssjdsjdsj @reb

Following
Rwanda Basic Educati
@REBRwanda

Romalice REBERO
@RomaliceREBERO

Rebel Wilson &
@RebelWilson

€ECd .

Rebecca Traister
@rtraister

Trends for you

Trending in Rwanda
#RwOT

Trending in Rwanda
#Rwanda
3,124 Tweets

Technology - Trending
Siemens
5,566 Tweets

Sports - Trending.
Anthony Joshua
4,087 Tweets

You can create a tweet and tag people by type their twitter handle or name (start
with @ when typing a twitter handle). Click on Tweet button to post.
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Retweet is when you share a tweet without adding any comment or words to the actual tweet. Hence,
keeping the original tweet and concept tweeted by the user. On the other hand, the re-sharing of the tweet

with an added comment is called a Quote Tweet.

<« C ©)  https;//twitter.com/REBRwanda B A 5 ] .
] < Rwanda Basic Education Board @ C SearchTwitter
7,011 Tweets
@ O 1 1 18 Q e ) Trending in Rwanda
#weareinkomoko
# A Rwanda Basic Education Board @REBRwanda - Aug 30
wZe.  Today, at GS Gati in @RwamaganaDistr ,DG REB, @mbanelson together Trending in Rwanda
with Vice Mayor/Social Affairs of @RwamaganaDistr , and Deputy Country #CarFreeDay
Q Director of @KOICA_Rwanda inaugurated 60 established centers of
excellence through CADIE Project implemented by REB . @Shyaka_Emma Politics - Trending
8 & 3 Jesus Christ
38.9K Tweets
g Trending in Rwanda
#kwitaizina2022
@ Trending in Rwanda
#AGRF2022
Trending in Rwanda
NCDs
Trending in Rwanda
- Imana
Q 15 .25 QO 88 & 1,353 Tweets

Click here to Retweet or Quote someone’s tweet and then
click on Retweet once prompted to post

5.3.2. Facebook

Facebook is a website where you can connect with friends and family and share with others. You can post
a wide variety of content, including text, photos, links, events, interactive polls and more. Shared content
can be made publicly accessible, or it can be shared only among a select group of friends or family, or

with a single person.
To create a Facebook account
Go to www.facebook.com (the Facebook homepage).

*  You will need to be at least 13 years old to create an account. Facebook accounts are free, and you

should only create one.
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= Fill in the “sign up” form. Enter your name, email or mobile phone number, password, date of
birth and gender. You must use your real name for your account. Nicknames are allowed as long

as they are a variation on your real name.

= Click Sign Up.

= Click the link in the email to activate your account.

~: (@ 5] https;//www.facebook.com A T8 v= .
Sign Up X
It's quick and easy.
Birthday @
Sep v 6 ~ 2022 v
Gender @
Female Male @] Custom

Setting up your profile

To add a profile picture over the silhouette placeholder and click ‘update’. You can add a picture of

anything you like, although ideally you should add a photo of yourself.

Similar to adding a profile picture, you can also add a photo that displays above your profile. Hover over

the blank space and click “Add Cover Photo”.
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.
| Profile picture

<« C O v\ ¥y @ https//www.facebook.com/profile php?id=100085615982155 ’ # L ¥ o

i Apps @ Kill tab opular AliExpress %8 Import bookmarks

i 2 Fi

iFriends 31 © & [0

=

& Add cover photo

~ James Ndaru
"’ 4 friends

€200 —

s>
N /4
— g

Posts About Friends Photos Videos Check-ins More =

The way you connect with others on Facebook is by adding ‘friends. You can search for people by their
name or email, import your contact lists, and invite friends that aren't currently using Facebook. When
you find someone that you want to add, you will need to send a friend request. Once they accept your

invitation, that person will be added to your Friends list.

Click on search box to type of someone
you need to add as a friend Once the name appears,
click on add friend

< C & wJ¥r @& https//www.facebook.com/search/top?q=etienne%20twumvirimana r 0 ¥ o
i Apps @ Kill tab Popular AliExpress %8 Import bookmarks
9 Q, etienne twumvirimana Q 2 Find Friend b~ ] ‘o;‘"—'—‘},
=
Search results
People
Filters
Etienne Twumvirimana rofile
All National University of Rwanda - Lives in Rubavu, Gisenyi, Rwanda P
B Posts . . )
Etienne Twumvirimana Add friend
2% People
See all
& Photos
D Videos Related searches
57 Marketplace (), etienne twumvirimana photos
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A Facebook post or "status update" is a message that you post (share) on your Facebook. It can take the
form of a comment, link, picture, video or other media and is ‘posted’ to your Personal Profile (your
“Wall” or “Timeline”’) and shows up in your Friends News Feed (depending on your privacy settings). It

is one way of communicating with your friends and family on Facebook.

I Click here to type a text to post I C'llicf on the.(Ir sig? to u;taload
photos or videos to pos

Create ppst X
Create post X
5. James Ndaru
James Nda =) 6 public -
= Grublic v _
What's on your mind, James?
What's on yolr mind, James?
X
(

[ A £

;| Add Photos/Videos

or drag and drop
Add to your post M 2 \ S 3
" L] o \ Add to your post l'.' ;’ o

If you're friends with someone, their posts will appear in your News Feed (on the homepage) and you can
interact and engage with them. You can click “Comment” below a post they make and then type a
comment to add below their original post. Any friends who see your content will see this post in their
News Feed pages as well.

#D0 10 3 Comments

Y Like (J) Comment @ Share

97



As well as ‘posts’ which are a means to communicate with all your friends in one go (depending on your
privacy settings), private messages are a way to communicate with certain friends (or a group of friends)

privately on Facebook.

Click on the name of some you need to message and click on

message box to type and hit Enter key to Send. Click here to see a list of all
received messages

nyaburanga Janvie Oreg
@, i Lucky

Group conversations

+ Create new group

Click on the bell to
see all notifications

5.4. PRACTICE
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MODULE 6: USE OF ONLINE LEARNING PLATFORMS

An online learning platform is a portal for educational content and resources that offers a student or a
teacher everything they need in one place: lectures, resources, opportunities to meet and chat with other
students, and more. It is also an excellent way for the student and the teacher to monitor student progress.
In this Module we shall see how to use REB e-Learning platform or learning management system (LMS)

and REB YouTube channel to access different educational resources.

6.1. Access REB learning management system through the web

e Enter the address “https://elearning.reb.rw/” on the web search bar of any browser (chrome,

opera, etc.) and press Enter

“ C & elearning.icte.reb.rw @ »060 :

Gmail Images B o

Google

=

Google Search I'm Feeling Lucky

Get qualified for in-demand jobs with Google Career Certificates

Google offered in: Frangais Kiswahili Ikinyarwanda

Rwanda

About Advertising Business How Search works Privacy Terms Settings
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e The Home Page appears when you first access the system.

@ HOME COURSES LIBRARY CAREER GUIDANCE @)

Search

A A*@ n Launch B (always?)

Stu dy Wlth RE B COMING SOON MOTION GRAPHICS VIDEO 0 »

; : ! : i hare
One place with all the Education Resources you will need bl

Welcome to REB e-learning platform where a teacher can create a class, createlessons and
enroll students to be able to read and do the formative assessments and get feedback
automatically, this platform facilitates teachers to detect slow learners and talented learners

and help them in their leamning activities

SEm—
Signin Create New Account

6.1.1. Create an account

. Click Create New Account Button

o~

\:/ HOME COURSES LIBRARY CAREERGUIDANCE

Study with REB

One place with all the Education Resources you will need

=2 COMING SOON MOTION GRAPHICS VIDEO

watchon IE8 Youlube -

e Sclect the user type (Teacher or Student)
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Click on Validate button at the bottom
iy s TN
Provide Identification

User Type o --select-- #

A- A @
Identification 0 110819161579

Launch (always?)

There are required fields in this for

Click the Create my new account button to finish the validation.

New account

» Expand all

° User Information

Identification; “NNE———

User Type: TEACHER
First Name: TWAHIRWA
Middle Name:

Last Name: EMMANUEL
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District: Karongi
School! TTC RUBENGERA
Class Teacher

Position:

NOTE: Make sure details are yours before you create account
@ Teaching Subjects(0)

° Create Password
Phone +250782012305

Email address temmanuel1010@gmail.com

Username -

The password must have at least 8 characters, at least 1
digit(s), at least 1 lower case letter(s), at least 1 upper
case letter(s), at least 1 non-alphanumeric character(s)

suchasas”,-,or#

Password 0

Type the same
Confirm [ ]
New password o password

1\

Create my new account Cancel

There are required fields in this form marked @.

o Click continue

PAY
SN
&

HOME COURSES LIBRARY CAREER GUIDANCE

Home > Confirm your account

Your account is ready, click continue to login

— =z

To access into the system and use it, the teacher will be required to login by providing his/her

Identification number and Password. There are two ways to do so.
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The teacher will click the lock icon on the upper right and fill the fields then click login button

N

@‘ HOME COURSES LIBRARY CAREER GUIDANCE - @
REBII=TA e
1=
Study with REB &5} conp s woron sy

One place with all the Education Pesources you will need

Fargotten your usamame or password?

Create new account

1. Lockicon

2. Sign in button

. Click the sign in button

. Click the Login button to use the system

Is this your first time here?

AN
A

REBIZERANSane

31092216007

After Login into the portal, the Teacher Dashboard page will appear. The teachers Dashboard Contains

various setting and contents.
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6.1.2. Teacher Dashboard navigation

‘ Teacher names

- A B C D E

S = [EEl7T) HOME COURSES LIBRARY CPD E-MENTORSHIP o

REBISI Search «» -

TC RUBENGERA

Dashboard

TEACHER, TWAHIRWA EMMi\NUEL

asieshnsosessnhseniied m

A- A+ B

Launch (always?)
No recent courses

[comemorien

B. When you click on Courses it will take you to a page that display all Courses Categories

Y

= O EEl") HOME COURSES LIBRARY CPD E-MENTORSHIP iy (=) =2
REB ., Search
i TEACHER, TWAHIRWA EMMANUEL [} " 2
Dashboard » Courses R ——
o k!

el Accessibility

~ PRE PRIMARY

A A+ [®
~ PRIMARY nn

~ ORDINARY LEVEL Launch  E(always?)

~ ADVANCED LEVEL

¥ Teacher Training College (TTC)

: - September 2022 3
~ Professional Development

Mon Tue Wed Thu Fri  Sat  Sun

~ HPIDEA Rwanda Chapter *

C. When you click on Library it will take you to resources from e-Library
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Collections My Collections

=
i |

User Activities

All Subjects

Biology (2)

Creative Arts: Music (1)
English (2)
Kinyarwanda (2)
Mathematics (1)

Other Resources (2)

Mare search options

Launch B (always?)

English Senior 2
Authors: REB

Subject: English Senior 2
Video file (MP4)

Kinyarwanda primary 1
Authors: REB
Subject: Kinyarwanda

Primary One

pHyisics 101
Authors: 1212
Subject: Physics Senior 4

PDF document

Physics (1) PDF document

D. When you click on CPD it will take you to different professional development courses

TTC RUBENGERA TEACHER, TWAHIRWA EMMANUEL "“

A m @
b Expand all

(always?)

Dashboard > Courses > Professional Development » Continuous Profession development

Course categories: | Professional Development / Continuous Profession development B

v Certificate Launch

~ Diploma

Calendar
~ Advanced certificates

A September 2022 >

Mon Tue Wed Thu Fri Sat Sun

~ Advanced diploma

v Other programmes i 2 3 4

E. When you click on E-mentorship it will take you to a forum to share and exchange knowledge and

1deas

E-Mentorship

Forums

Teachers will use this forum to share and exchange knowledge and ideas which will help in the development of their career.

Add a new topic

DL
by MUSHIMIYIMANA Valerie - Tuesday, 15 February 2022, 3:24 PM

Launch (always?)

Whatid DL in full

Permalink

Discuss this topic (0 replies so far)

IcT
by REBERO REBBECCA Claudine - Saturday, 22 January 2022, 10:07 AM
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6.1.3. Accessing learning resources

Courses

. Click on courses

v PRE PRIMARY
@ PRIMARY
° Primary One
° Kinyarwanda

%? Kinyarwanda

v English

v Mathematics

v Social and Religious Studies

Kinyarwanda PDF Book

Forums

Announcgments Resources

l!
: q A M@
| Umutwe wa mbere Umuco n'indanga gaciro
E

Kwimenyereza ishuri

Launch (always?)

1. Itegereze ishushao ikurikira uvuge icyo ubona.

. Click on the Book to Download and read it
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1

Ikinyarwanda
Igitabo cy’umunyeshuri

Umwaka wa mbere w’amashuri abanza

©

. Click on the download button to save the book on your device

W adobescrobat  Kinyarwanda Pt TR £ 7/

Ikinyarwanda
Igitabo cy’umunyeshuri

Umwaka wa mbere w’amashuri abanza

Kinyarwanda P1.pdf ~ B zoomitzip ~ BT Account details fo...xlsx ~ ~ BE  Account details fo..xlsx ~ ~

5

A. Download button

B. Downloaded Kinyarwanda Book
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6.1.4. Library

* Click on Library

‘ List of Books by Subjects | List of all books

[~ ]
AllS
_ 2] Launch (always?)
Biology (2)
KINVARWANDR
Creative Arts: Music (1)
English (2) -l
-
Kinyarwanda (2) £ e e,
English Senior 2 Kinyarwanda primary 1 pHyisics 101
Mathematics (1)
Authors: REB Authors: REB Authors: 1212
Other Resources (2) Subject: English Senior 2 Subject: Kinyarwanda Subject: Physics Senior 4
Video file (MP4) Primary One PDF document
Physics (
ysics (1) PDF document

somumenye (1)

aPlIR
* Click on the Subject

Creative Arts: Music (1)
English (2}
Kinyarwanda (2)

file title book OTHER BOOKS test book
Mathematics (1)

Authors: Authors: HGGG Authors: rts
Other Resources (2) Subject: Kinyarwanda Subject:Other Resources Subject: somumenye

Primary One PDF document Other Resources
Physics (1) PDF document PDF document

somumenye (1)

i
KITABU group3 Inkuru

— | Book to read
Authors: H Authors: Damascene Authors: Sankora Ltd

Subject:Other Resources Subject: Biology Senior 4 PDF document

PDF document PDF document

b) Searching a book from search box

. Click on library
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[« LE My Collections  User Activities

A A ¥
More search options
All Subjects . 1 ¥
Launch (always?)
Biology (2)
Creative Arts: Music (1) .
English (2) “‘h
=

Kinyarwanda (2)

file title book OTHER BOOKS test book
Mathematics (1)

Authors: Authors: HGGG Authors: rts
Other Resources (2) Subject: Kinyarwanda Subject:Other Resources Subject: somumenye

Primary One PDF document Other Resources
Phy: (1)

ysics (1 PDF document PDF document

somumenye (1)

» The book will be displayed

[W(Culi Sl My Collections  User Activities

More search options

Launch (always?)

A+%’

=)

All Subjects

Inkuru

Authors: Sankora Ltd

PDF document

c) Reading a Book from the e-Library
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* Click library

» Search the book

* Click Read

(Wil My Collections User Activities Accessibility

+ back A At lz

Inkuru
Fora ndi he?

Publication Year: 2019 Launch (always?)
language: Kinyarwanda(Kn)
Author: Sankora Ltd
Created: Tuesday, 6 September 2022, 3:55 PM
File Type: PDF document

& back

A- A @
Inkuru

fora ndi he? u
Publication Year:2019 Launch (always?)
language Kinyarwanda(Kn)

Author: Sankora Ltd
Created: Tuesday, 6 September 2022, 3:55 PM
File Type: PDF document

Launch {always?)
You are READING this contpmm

Download

I

— Inkuru.pdf
Ifi Tkinyugunyugu Tkinyabwoya
lImushwi Umutubu

A. Click on finish reading to finish reading the book
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B. Click on Download to download the book
6.1.5. Sharing Ideas through E-mentorship

a) Replying to a posted topic
* Click e-mentorship

* Click discuss to this topic

* Type in the text box

Display replies in nested form +

ICT
by REBERO REBBECCA Claudine - Saturday, 22 January 2022, 10:07 AM

Launch (always?)

What are some steps to format a text in word
Permalink Reply

Steps to format a text in Ms word are ..............

®

7

O Reply privately Advanced

Post to forum

* Your post is seen by other teachers

Re: ICT
by TWAHIRWA EMMANUEL - Tuesday, 6 September 2022, 4:41 PM

Steps to format a textin Ms word are...............

Permalink Show parent Edit Delete Reply

b) Posting a Topic

* Click Add topic
E-Mentorship

Teachers will use this forum to share and exchange knowledge and ideas which will help in the development of thelr career. m




* Type the message

A- A+ Z
Launch (always?)

Subject 1] SET

Message 9 1| Ay B/l EEEE %S | 0@mB ¢ mg

What are the technics for wastes management
e,
* Click post to forum

Your post was successfully added.

&3 Forums
You have 30 mins to edit it if you want to make any changes.

TWAHIRWA EMMANUEL will be notified of new posts in 'SET' of 'E-Mentorship’

E-Mentorship

A- A+ &

Launch (always?)
Teachers will use this forum to share and exchange knowledge and ideas which will help in the development of their career.

Add a new topic

SET

by TWAHIRWA EMMANUEL - Tuesday, 6 September 2022, 4:58 PM

What are the technics for wastes management

6.2. REB YouTube channel

YouTube is a popular video sharing website where registered users can upload and share videos
with anyone able to access the site. These videos can also be embedded and shared on other sites.

Rwanda Basic Education Board has chosen to create a YouTube channel in order to help teachers

and student to access video lessons. Here below are some guiding steps to the REB e-learning
channel.

Step 1
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www.youtube.com » 0O '

> C
M Gmail @)

(77) YouTube - w outube.com x uitment|Rwa..

(77) Etienne TWUMVIRIMANA - Yol be - www.youtube.com/channel/UCoxZArRnVxzIM8HT4jQCRZg
(77) Etienne TWUMVIRIMANA - YouTube - w.youtube.com/c/EtienneTWUMVIRIMANA/videos
www.youtube.com/tv/activate

www.youtube.com/music

B & & 8 8 °~ 8 8

Channel content - YouTube Studio - www.youtube.com/uploa;

I Go to any browser and type www.youtube.com in the address bar and hit ENTER key

Step 2

2 C @ youtubecom T aww »0¢

| Gmail B YouTube @ Maps ) Etienne 9 ROUTER 0 Microsoft Office Ho...  [E] Free Stock Photos,... 0 Etienne b B Apowersoft Online... . TMIS - Teacher Ma... () ERecruitment | Rwa.

= 3YouTube reb e-learning X x| Q ) L@ e

ﬁ “ Music Live Albums Mixes Microsoft Excel Computers Playlists Google Comec 2

Home

Go to YouTube search box and type reb elearning
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Step 3

< C @ youtube.com/results?search_query=reb+e-learning T a 2 w » 0 e
M Gmail @ YouTube @ Maps £ Etienne 4) ROUTER () Microsoft Office Ho.. [ Free Stock Photos... @ Etienne®o @ Apowersoft Online... [} TMIS - Teacher Ma.. @ ERecruitment | Rwa.
= BYouTube reb e-learning x Q & LQ @
. | Subscribe to be notified for new uploaded videos I
) i FILTERS
Home

REB elearning

cribers + 1,170 videos SUBSCRIBE

REBIERN G learninglchannel named "REB elearning” to provide you with

®

Explore

NURSERY/IBONEZABUZIMA/AMAZINA YANJYE

bws + 4 months ago

Subscriptions

]

Library

pregented by Rwanda Basic ...

You can now click here to see all uploaded videos

Step 4

<« C @ youtube.com/channel/UCCSm2sowZCBBE11SIsIsUW, T agx »0O§¢
M Gmal @B YouTube @ Mops @ Eewne ) ROUTER (] Mirosoft Office Ho.. [ Free Stock Photos,.. €9 Etiennefo 9 Apowersoft Onfine.. [ TMIS - Teacher Ma., @ ERecruitment | Rwa.

= @Youlube reb e-leamning x Q 0 D e

Shorts / A
{.\} REB elearning
_ [ 9.61K subscribers
=
Subscriptions HOME @ @ COMMUNITY CHANNELS ABOUT N
=1

Uploads P PLAYJALL

P s B

Click on videos or playlists to explore everything on the channel

How to download YouTube videos on desktop

Very recently, YouTube introduced the ability to let desktop browser users download videos for
offline viewing. The Google-owned platform says the feature will only be supported in computers

with the latest versions of Chrome, Edge, or Opera browsers. Unlike mobile, this feature is only
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https://gadgets360.com/entertainment/news/youtube-video-download-offline-web-browser-desktop-update-premium-subscription-2550920

available to Premium users on desktop. To download a video on desktop, follow the simple steps

below:

1. Open YouTube on your browser. Ensure that your browser is updated to the latest version.

3. Once the video is downloaded, you can find it in the hamburger menu in the left, in

the Downloads section.

4. To choose download quality, head to Settings > Downloads. YouTube Premium users can

download up to full-HD (1080p) quality.

= DYoulube reb e-learning

PRESENTS

4 Download

REB/NURSEY/IBIDUKIKIJE/GUTONDEKA IBINTU

4. REBelearning
w 9.62K subscribers SUBSCRIBE

Y Like GCJ Dislike > Share L Download $¢ Clip =+ Save

166 views Apr 29,2022 Type: Video
Grade: N1-N3

Cuibinnt IDIRL I e

Click on the three dots then download to watch the videos offline

6.3. PRACTICE
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MODULE 7. CONTENT ACCESS POINT
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7.1. Introduction on CAP features

A Content Access Point is a wireless access point with an integrated digital content e-learning platform,
which provides an easy-to-use interface and storage unit that can be loaded with educational materials

that students can access without requiring access to the Internet.
7.1.1 CAP features
Pre-loaded Content

Content is pre-loaded allowing students and teacher access to connect quickly and easily. Teachers can
also create and upload their own lesson plans. It is lightweight, portable and can easily be mounted to the
wall with included hardware. The current preloaded content is based on the current textbooks used in

primary schools.
Flexible Connectivity

The device offers multiple connection options and includes a battery providing up to 5 hours of

continuous.

Content Access Point - Top View Content Access Point - Bottom View

System LED status Micro SD slot

3G/4G LTE LED status Power plug

Power button WAN Ethernet Port
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Factory reset button

Wall — mount holes

WI-FI MAC Address label

Main CAP Ports
The device has four ports

WAN Gigabit Ethernet

USB 3.0 (USB 2.0 Compatible)

Micro-SIM (Accessible by removing bottom cover)
Micro CD

Device placement location

« For the best signal put the Content Access

Point:
« In an open area
+ High off the floor
v/ Away from the wall

v/ Away from the magnetic and large metal

object

v/ At least one (1) meter from the client

device

118

WAN Ethernet LED status

WAN Ethernet activity status




7.1.2 CAP Setup

1. Connect the power supply 2. Power up the device by pressing and holding

the power button

7.2 How to access the system (content access point)

7.2.1 Connect different devices to CAP

1. Open your computer
2. Go to network and sharing center

3. Find WI-FI

H £ Type here to search

4. Among the displayed list of networks, choose “CMAL-5G”

119



Layout References Mailings Review

Choose CMAL from
the list of networks

306 words

Page 2 of i¥
O Type here to search

Aiplane mode

5. Connect to 5G and wait for the browser to open.
NB: The above indicated last four characters are not fixed; it will depend on mac address of the device

(CAP).

Redirect to browser: my Content (make sure in the address box of your favorite it is written my.
Content /Moodle

i c T TR LER

Content Access Point are not logged in, (L

Digital Content Access Point

Course categories

Lower Primary Subjects
Upper Primary Subjects qs
Lower-Secondary Subjects s
Upper-Secondary Subjects s,

- et O Ty hewe 50 sPaech &
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After being connected on CMAL-5G-db9d the browser (Mozilla Firefox, google chrome, internet
explorer...) will be opened automatically depending on what is default on your computer. When it is

not opened automatically you can write in the address box my. Content or 192.168.1.1/Moodle.

«) Digital Content Access Point -
| J
< ® @ Not secu@&1.1,.*'r*‘|co-dle.-' >
Content Access Point

To connect to CAP using XO-Laptop

i. Using Sugar Interface ii. Using gnome interface
@
@ ¢
e @
n % CMAL-2.4G-e0e8 Sog e e

G @ connect . e
»
[ o

7.2.2. Log into CAP

This step allows enrolled users to access the system through their own username and password and

username and password must be personal. If you are not an admin, remember to login through the

specific subject.
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re | 192.168.1.1/moodle Qv §

ot secu
= You are not logged in. (Log in)

Digital Content Access Point

Course categories
» Expand all
» Lower Primary Subjects @)
Upper Primary Subjects qs
Lower-Secondary Subjects s
Upper-Secondary Subjects

fn Digital Content Access Point: Loc % M 4=
L

< C @ Notsecure | 192.168.1.1/moedle/leginfindex.php a % §

Digital Content Access Point

) Remember username

Forgotten your username or password?

Cookies must be enabled in your browser @

Some courses may allow guest access

Log in as a guest

Note: For the first-time login, the default username is “admin” and Password is  *Admin1#.
Click Log in or
Press Enter key from the keyboard
The content now opens and states whether the logged in user is an admin or not.

The admin user is the one allowed to add users.
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7.3 Add and enroll users

7.3.1 Add a new teacher

The admin user has the right to add other users. New users being Teachers or Students are added

through the Administration site as follow:

Admin User Gustorise this page

COURSE OVERVIEW

Inprogress  Futwre  Pos

R S

- Content Access Point A @ -

Click on user
Site administration

. o @ 12 EATT T~ - @2 m o =
@ ‘houmast kg = 5 thin met k before oo can acces the et Oy Metwask Login Page 0
= Content Access Point & ™ AdminUs
Dashboard Users

Site home z
ACCOUNTS Browse

Calendar Bulk & tic

Private files
My courses
P1UUM

P1IGORORA

From the displayed list Choose Add new user
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The new user registration requires the following details:

« Username, Password, First name, Surname
+/ Email address (not necessary a working one)

«/ The admin should use the easily remembered usernames and passwords.

1 Corvters Sarem Prrk ddme 3

e e R TR AR ot ey e LS AAR T OF [ SIS — I R - T no =

. e e — Ot Betsadi Login Fage

Content Access Point & W Admin User

Dashboard

Digital Content Access Point

Iashhoand / See adminestranor 3 AL Ce N et LA Blocks editang an

Site home

Calondar

Priwate files

My COUSES * CEnera
FILLsA Usarmams L7
i Chasri ary L MAArTIE SR NS
amhenticaton
311
Ll ethod
1 SET O Suspended sccount g
PEnglish Ll Generais pesswond and niotify wser

n p Ty e et _

- [+~ ] D 19216810 et et e £ (- = I R~ m o =

B o rrmant g i b v rvasterh e e scren e e Tpn Ntk LaginFage X

= Content Access Point A ® Adm . -

O Generate password and natlfy user
Dashboard
The password must hawa 3t least 8 characters, at least 1 digit(s), at keast 1 Ly

case letters]h at least 1 upper case letter|s) at least 1 non-alphanrn
"

Site home
character(s) such s as

Calendar
Naw passsord <: ssssssssnnss

Paivate files

-, oF i

[0 Force passemrd change &

My coUrses R
PR
Surnarme
PIGORORA
Ermiail address (1] reacher 2@pmad com
g
Ernail display Allows only sther course members 1o see my email addres?
P1SET
Cinyhcwn
P1Englesk

ﬂ B Type heve to search

Scroll down and Click Create user
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C [~ D& 192.168.1.1 Tid REE e & 5 n @O =

= Content Access Point A & Ad -

Dashboard Picture description

Site home

» Additional names
Calendar

» Interests
Private files

My courses » Optional

P1UUM @

P1IGORORA There are required fields in this form marked @ .

Pi1UB

ADMIN BOOKMARKS

P1 SET

P1English

Note: once a teacher is added as new user, He / She is enrolled to a subject to have an access on it
7. 3.2 Enroll a teacher to a course

For a teacher to access the content of a certain subject, to be enrolled on the subject is a prime

requirement, and this is done by the admin user. To do this the steps are:

Click the subject name from the list of courses displayed on the left side

Under the displayed list of operations, choose Participants

1.
2.
3. On the upright corner of the course content, click the Action button
4. Click Enrolled users button and Choose Enroll users

5.

In front of the name of the user you want to enroll from the displayed list, Click Enroll

Step 1. Click the subject name from the list of courses displayed on the left side

B -«
@ Dashboard
c 6+
# Site home
athemc
B Calendar )
(3 Private files
1d Re Jdie
& Content bank & ¥
= My courses
™ Ecole Secondaire & »
Saint Francois
Shangi \
& ¥

™ ICT Essentials for
Teachers- Final

Examination R
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Step2. Under the displayed list of operations, choose Participants

" —— - Lo [ 1
™ Course: P21 IMIBARE ® +
“ & (D Notsecure | 19216811/ moodle/ phy a % &
= Content Access Point nans Jean -
il P2: IMIBARE
Participants : "
Dashbcard /| My courses /| P2IMIBARE £ Edit settings
Badges # Tum editing on ]
Competencies Turn Bdiiiﬂg Sﬂﬁﬂg on £ Course completion
Grades = T Fitters
e Announcamants
£ Gradebook selup
W Seneral o cuiz 1
[ Backup

W UMUTWE WAQ

IMYITOZO YO + Restore

KWIYIBUTSA, umMmuTwE WA O: IMYITOZO Y[

KWIYIBUTSA 1 Import

UMUTWE 1; IMIBARE

L] & Resst

KLNA, KURI O KUGERA

L IE ann

Igikonwa 1:

Step 3. On the upright corner of the course content, click the Action button

IMIBARE

[ Coure P2

€« x

= Content Access Point

PZIMIBARE

1921681 4/

@ Mot seoura

Participants
Badgeas
Competencies
Grades
I General
I UMUTWE Wa O
IMYITOZO YO
KWITIBUTSA

B UMUTWE 1: IMIBARE
KLNA KURI 0 KUGERA

e
A ® Hamanaean
P2: IMIBARE o -
Dashboard / My coursas / P2IMIBARE
Click on add
activity or
. Resource _—
"!""“{.._. Announcements Edit~ &
"i*vr-ﬁulz:j Edit~ & [4

4

+H

Add an activity or resource

UMUTWE WA O: IMYITOZO YO
KWIYIBUTSA »

Edit =
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Step 4. Click Enrolled users button

My courges
FiuUm y

Farticipants

& -

i —— ctive For miar
Competencies My courses Inactive fos n:|.1"

Badges PartICIpaﬂtS

TULM B Select period £ Enrolment methods

Current role Al participants & Maral enralments
All participants: 25 i Groups
WGICE CYA Frst name m

INTANGIRIRD RUSANGE

B E M N RS T Permissions
Surname .!.
B GICE OYA N URUGERD & Check permissions
GICE CFA Il: URUGER ar - _ M N -

FEWIMEATA YISOMO s Other users

n ﬂ e _

Step 5. Click Enroll users

P1: UBUGENI N'UBUHANZI/ MUZIKA
(Umwarimu): 25 enrolled users

My courses ! F Lisers

Enrolled users

INTAMNGIRIRD RUSANGE
Search
B IGICE CYA Il URUGERD
RWIMBATA YISOMO
Errodment methods

i

B UMUTWE WA

n ;j Drpe e — _
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Step 6. In front of the name of name of the teacher you want to enroll, Click Enroll

»
n B e hare e
7. 3.3 Add Students

Requirement:

+/ Complete first the excel sheet for students
« Fill their username
« First name

+ Last name

The steps to add students are the following

Click Site administrator

Choose Users

Click Upload users

Choose Upload File

Browse the file you save from its location
Click Upload this file

Click Upload user

A A A
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+ Email

« Password
« Courses
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Step1. Click Site administration

PIUE I | RORANGI
'OR

1 Vel ATIT

P1English

1ubumerny

F2UBL

P2ULIM P BUGEI P1: UBUME
UKOR I LIHAR

2EMGL " I =

PRINIBARE

Step 2. Choose Users

Step3. Click Upload users

‘e

Dashbaard

Calenda
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#1 ontent Accem Ponk Admn. X

— LY {53, 881,41 " . " R = o =
= Content Access Point A B idmi
-
Dashboard / Site ad traf ers [ A s pload users Blocks editing on
Dazhboard
Site home

Calendar

Private files

File g
My courses a Choose & file..

PILUIM

F1IGORORA i

FlUE You can deag and drop files here 10 add them,

P15l €SV delimiter

A

PF1Englizh

H -ﬂ -"7' vEe—— m

Step 5. Choose file from its location

B Cartos Aoocs Pent Sdea X

A & @ (IR T R T K] 2 Vi v (3 O nE =
= Content ACcess Point A B
i f Lo IEFY, 2 P Blocks editing on
Cashboard

Lire P

Upload users o

Private files * Upload

Fil

PILILIBA

PUIGORORA i

You can drag and drog files here 1o add them

F13T C5V delimiter 2

P1Enghsh

n B Type neve 15 iessch

- farart, [rav]
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|

* W 0 18216841 r P = -9 oy

L] s
File picker

g

i Recant files

aa Upload a file

Attachment

§ 8

Save as

P § Wikimedia

P AlUThor
P1 Admmn User

Fhanes liranes
»

=
H J:: 1"‘ T _
i R N

< T & i L 15 = I 1ir Y, Gea mo =
"

File picker

L carnane Salans

i P Upioss =
# M - ThPT « Deking o B i
™
[0 T s Fid e e @
H i Orelve o S oot = Ty
8" Beafessusal Spsbaik Radied 1] e i !
o MRS & by #10 .Choosg’ .
— ) 70 Chucta A BTG iLE -2 S - ih A
v i _ your file.
-, T §i-15 PP TSR Eece
& Dasmitati ] 3 P _A
J Mini A AR ARS kel {1 G i
@ & Bna 2 ULABFATRA s rnreel s * TR
A5 ey P AP A . i e

: Pl Wlume ] 2 Wit 10 L ate A i B-hgt o ki = Cilck Opﬁﬂ. io uplﬂad

o ; vour file

Fide npsws  startards Al

n ﬂ B e — m
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Step 6. Click Upload this file

# Comint 2zcem Pank Admr X

e c o 183,168 1.1 e 2 & n o =
Ll
hi f
. See your file
Dash aa Upload a file
Altachment name
_ *
Site t -
Calel il Save as
g ]
Priva
Author
My o
Adrmin User
Pl
Chioose icense
Pl
All rights reserved Lo
Click to
P1l

upload the file

<

o [

Step 7. Click Upload Users

#1 Comart Accem Ponk Adm ¥

=~ o 1 190, 968.1.1 .1 2 m o =
— Content Access Point A ® AdminUse
Dashboard
Site home
C5Y delimiter -
Calendar =
Private files Encoding UTE-8 s
My courses Preview rows 10 = C]_‘lck thE ]_'iSt
PIUUM of users
(Students)
P1IGDRORA
P1UB
P1 SET

£ Type bere o search
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T Content Access Paint: Admin. X
€ [ D 192.168.1.1/mec olfuploa /i hy 150% - & Ty ), Sea m o =
= Content Access Point A e AdminUser -
. @3 uualu 4 SILE QUITIISU GUULT 7 USEIS / MULUUIIL 7 UpIvau users
Dashboard Blocks editing on
Site home
Calendar .
Upload users preview

Private files
rivate files csv

line username firstname lastname email password

My courses
2 kamana Alpha Kamana kamana@gmail.com Kamana@

P1UUM
P11GORORA 7 : : <
Kamanzi Abel Kamanzi kamanzi@gmail.com
Pi1UB
P1 SET ~ = Collaps i

A list of uploaded students displays for a preview.
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7. 4. Adding a quiz

7. 4. 1 Quiz setting

For a course to which a teacher is having an access, He / She may also add an assignment or a quiz

for the student to attempt. To do this a teacher:

1. Opens the subject

N

From the subject editing, Turns on
editing

Clicks Add an activity or resource
Choose Quiz or Assignment

Click the Add button

S oW

Set the name of the quiz

10.

11.

Schedule the quiz time

Set the Pass mark

State the number of attempts
allowed

Set the number of pages per
questions

Click Save and Display button

Step 1. Opens the subject

™ Digitnl Domtest Azcess Paint s +

L] ¥ (@ Metiecure

= Content Access Point

Dashboard . e
L

192,168 1.1 imasadie Tredeedt

Site home -
List of courses to

Galendar which a teacher

(Kamana) has access

Private filas

My courses
— Course categories
FERRRRE Lower Primary Subjects
P4 Hinyaruanda Upper Primary Subjects es

Lower-Secondary Subjects s
Upper-Secondary Subjects

Add a block

ontent Access Point

e i
@ o« §
A& W Kamana Jean -
< Add an activity or resource
b Expand al
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Step 2. From the subject editing, Turn on editing

— -

i Course: F2: IMIBARE = U+

“— [+ (D Mot secure | 192.188.1.1

Content Access Point

PZIMIBARE
Participants
Badges
Compelencies
Grades
m General
I UMUTWE Wa 0
IMYITOZO YO
KWIYIBUTSA,

R UMUTWE 1. IMIBARE
KLUNWA KURI O KUGERA,

L s nnin,

P2: IMIBARE

[

L -

Nana Jaan

&

Dashboard | My courses PZIMIBARE

Edit sattings

Tum editing on ]

Tumn editing setting on

ol Announcements

V" Clz 1

UMUTWE WA O: IMYITOZO ¥
KWIYIBUTSA

Igikorwa 1:

Step 3. Click Add an activity or resource

Course completion

Fitters

8 A 8 N &

Gradebook setup

Z]

Backup
Rastore

Impart

L

Reasat

Lr Course: P2
“ b o

= Content Access Point

P2IMIBARE

) Mot secure | 19216831/

Participants

Badges

Competencies

Gradas

B General

I UMUTWE Wa 0:
IMYITOZO YO
FKWIYIBUTSA

I UMUTWE 1: IMIBARE
KUNA KURI 0 KUGERA

L - 4
A ® HamanaJean
P2: IMIBARE o -
Dashboard /| My coursas / P2IMIBARE
Click on add
activity or
Resource s

B M2l Announcements &

';"V". Quiz 1

-

+H

UMUTWE WA O: IMYITOZO YO

KWIYIBUTSA »#

Add an activity of resource

Edit =

Then after clicking on add an activity or resource the list of activities and resources it opens
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Step 4. Choose Quiz

momersbane (N =

N €& > O (D Norsecure | 19216811/ moodie/coune/view phptid=T3& notdyeditingon=1 = & i
1 -
B

Add an activity or resource

Select an aciivily or resource o view is
help, Dapuble-cBck on an activity or
TESOLIMGE Aarms 1D gust Add L

lick on add button

Step 6. Set the name of the quiz

a B - - o
§ ™ Smnagus = L4 i i _ _*,.._..__. -— L] hq.
= P D Nobseouee | 153 161 Limood e onurss miodede g hp add = g Sirpe = Shoourse = Sfmohonc (ostu me =0 - & ¢
R Comtent Access Pownt | Rp—— o~
ki « Adding a new Quiz o [ Enter the quiz name ]
Parkcpants ¥ Espand sl
~ General #"
Beaddges . o | = |
Cormpeteridsas |
Cadnes
1 i B J  E B % % @ w

S Add the actrvity |
B ULWITWE WA D . . 4

RYITGZO YO description

OATYIDLIT A

i UMUTWE 1. IRIIBARE
SR LRI D MG ERA,
RS I00

i URIUTE WD
AARARE SR KU O o = —
i UMUTWE 3 BaRE + Timing

LR, KL O ROERA
) - » Grade i

The setting allows you to make the assessment available for a set period of time.
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Step 7. Stet the time of the quiz

™ Eamng « I —

& < & A Nobsecurs | 1521581 1/mocdie

Set the activity

PMBARE Desplay gescnplon on Cowse page g
(—\ starting
Famcipants
+ Timing

Banges Cpen Me quiz 20 % Apii : 2019 ¢ 172 Wwe | @l & Enabke
Compatenc les -

Ciose the quiz - Apri & 2019 ¢ 172 = | B ®Ena Set the activity ending
Girades -

Tirme timit @ | q [T — L date and time
m  General

Wihen time expires 7] TNere 1S 3 (race Penon when open Alemgs can De SUDMITED. Bul N0 MOME GUESIONS answened &
- Oipen Shempls Subiiniied Sulodmalc sy

Mpis Can b submitied, DUl no Mone QUestions answened

SRION QIACe penad 7] Thote I @ Qracs penced when open
ANETEEE Fuist BE Submilled Belone

T Enpires, O They A1 Ol Counted

B UMUTWE 1 IMEBARE » Grade
ML KIMGERA
= » Layout
 § UTWE WA 2 » . H =
BARE KUMA KURS D Question behaviour
ERA 500

+ Review options g
i UBIUTWE 3 IMBARE

B, KL 0 KLMGER » Appearance

PR % Bk o i

I -

& O Motews | 1001681 1 meodiesirm s iinededa pha? sl sausiiype § 8 e s T Bas o Dfsrer 18 v &
= A @ Wl v
[ h Chiguidy, e rpiion on ¢ o |D?' (7]

Pt gt « Timing
Estges Cpes the quz @ 04 Ap 8 e 178
Lepeienias - .

ioae e qus aait % e 174
Orsses -

T hmd o [ . mnies 3 @ Enatie
B Gerara

hin [ime dapues 1%] et 15 (A0S DR whesh ofs g ai S Sl e, Dl OTE QUSROS AN eEiE] =
I URAUTWE WA

Sebemisson grace penod [7]
L] ¥ Larade

¢ Layout

I LHALTWE vad 3 » Question behaviour

Review aplions &

B URUTWE X IBAAE
LA, HLIF O WA

Appearance
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T ]

| i Edmrg Guir - +
- O ik Mot securs | 192168 L Limuodifcriurss/midedil phs acdd s pisBiype =Sl rourse= 7380 clicn < i pharns D=0 a4 % &
SRR Cpen the quiz L 20 & sprl : 2019 8 17 & i0e & = Enable
Participants Clows: T s 2 Apd % 2019 = 17 % s [ # Ensdle
—— Timee et [ a0 minytes & & Enable
Competencies Whaen Bme sxpines. g There I$ & grace perdod when open sttermpts can be submitted. but no more =

Cpen attermnpls are submitted autamatically
Grades SUEMISS There is a grace period when open attempts can be submitied. bui no more questions answerad
peEnod Attempts must be submatted before ime expires. or they are not counted

I Ganeral
r Grade
B UMUTWE Wil O
IAYITOZO YO » Layout

KWIYVIBUTSA

B UMUTWE 1- IMIBARE ¢ Question behaviour

HILMGR KIURI O KUGERA

HURI 200 r Review options g
B  UMUTWE WA 2 | = F A earance -
j 7 o .

The When time expires option (click 'show more' to see it) is used to determine how the quiz will behave

if the time expires

Step 8. Set the pass mark and number of allowed attempts

¥ iy oy Qg = + Em
L2 A& Netsecure | 19216RL1 fmnodie/coursefmodesi pha s s quislitype - Scourse s T 38section s DSneturn = Dard] & o &
- Content Access Point A ® Kamana.Jean -
~ Grade
F2IMIBARE
Grade Q@ Uncategorised &
calegary

Participants

Grade to o) % Set the pass grade ]
Badges pass

Competencies Altempts 3
Bhnug Set number of
Grades
Grading @ Highest grade = attﬂmpts
mathod
Il General
B UMUTWE WA D: » Layout
IMYITOZO YO : )
HKWIYIBUTSA v Question behaviour
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Step 9. Set pages per question and save the work

r—— o — — e — L0 st
= C A MNotsecurs | 1821681 Uimoodistoounss/ modedit shp? add —guelitype = Sicmurses 7S biadions Bfeetu me ds=0 a + & !
= Layout
e New page 7] Every 5 questions =

Participants
Show more...

Set the number of
questions perpage

Badges » Question behaviour

Competencies + Review options g
Grades

» Appearance
I General

» Extra restrictions on attempts

B UMUTWE Wa O
IMYITOZO YO v Overall feedback @

KWIYIBUTSA

* Common module settings

Save and return to course

7. 4.2 Add question to the quiz

Save and display

A quiz once it is uploaded, a teacher is still having the possibility to add some questions when needed by:

1. Click on the quiz name
2. Choose Edit quiz
3. Click Add button R, T
4. Choose a new question
. P2IMIBARE . ¢_ =
5. Set the question category e P2: IMIBARE
Dashboard / My courses / PZIMIBARE
. Badges
6. Type the question ‘
Competencies
7. CliCk Add butt e '!"; Announcements g ‘ =
W General o s
B UMUTWE WA 0.
IMYITOZO YO 4 Add an activity or resource

KWIYIBUTSA

UMUTWE 1. IMIBARE
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% 0

W FHMIBARE G 1
L
€ F O D Motmone | 1216800 moodbe modquinhiew pheid =55

= Conlent Access Point A ® FKamanaJean -

Quiz 1

P2IMIBARE
Attermnpts allowed: 1
Participants
This quiz closed on Saturday, 20 Apail 2019, 5:30 PM
Badges
Tirne limi: 30 mins

Competencies

Mo questions have been added yet

Grades
B General Edlt quiz
Edit quiz
UMUTWE WA O;
. 1] 1\r|'|:¢:|zg (0] Back to the course
KWIYIBUTSA

LMUTWE 1: IMIBARE
rl |'].I

L g iy Guiz 1 % W
R Ao & 1

€ 3 KO Notpowe | 1BRISRL L moodieimodiquiiedit oh

= Content Access Point A ® FKamanaJean B

P 4 o Shuffle o
Add -
Participants
[ 3 new question

Bacigw Click to add anew

) &= from question bank

question
Competencies 4 arandom question
Grades
b General

B UMUTWE Wa O
IMYITOZO Y0

KWIYIBUTSA
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P Eaning gu Sz 1 = — i ! e D
= O O soteoes | 15016881 Liscodiermodiqus et php o =558 & ‘ 1

¥

Choose a question type to add

QUESTIONS %

f ‘ Salact a question type to see |is
S §E Muitigle chaice
deseription.

TruaFahae

Choose the category
of question

7.5. Practice

141



8.1 General overview

Microsoft Office lets you create, share and collaborate all in one place with your favorite Microsoft apps all
in one intuitive platform. Teachers and students get access to the best tools for learning anywhere in the
classroom, remotely or in a blended environment for free, which empowers your students and teachers to

achieve more. This all educators to:

Access anywhere, anytime the provided apps and create equitable learning environments that help students

to develop knowledge and skills essential for both academic and career success.

Give the students tools to learn and collaborate on project together and independently, all in one place, to

connect and achieve more together whether in classroom, at home or around the globe

Academic goal

Become more comfortable using Office 365.

Learn how to use Office 365 tools to inspire, collaborate, engage, and

communicate more effectively in the classroom.

Learn how to enable both students and educators to experience more dynamic learning in the

classroom

Benefits of Office 356 in education?

Office 365 is a staple set of tools for educators, it includes education specific functionality such as
classroom notebooks in OneNote and educator-specific collaboration tools in Teams, assessment and

communication tools.

Microsoft 0365 gives schools, teachers, and parents all the resources they need to move to a remote

classroom with confidence. It is accessible on either mobile, tablet, PC or browser
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8.2 Get started with office 365

8.2.1 Log into Office 365
Open your browser and navigate to: www.office.com
Use your Microsoft account credentials (email and Password) to log in.

Choose to stay signed in if you are using your device, and no if you are using other’s device

@ ogromeinte (7) WhatsApp X » (684)BEC 4 x | [H§ GreP

0

Welcome to your
Office

The all-new Microsoft Office lets you create, share and
collaborate all in one place with your favorite apps

Sign in | Get Office @
g plannin®
! gv!l:osa‘
3 Pro
Sign up foyg ersion-of Office > \ =i
B

mE Microsoft

Sign in

¢Err‘:—til. phone, or Skype

Mo account? Create one!

Can't access your account?

E}-h Sign-in options
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http://www.office.com/

me Microsoft o

+«— uwamahoronoella@reb.ac.rw

Enter password

$ Password

Forgot my password

oo

a® Microsoft

uwamahoronoella@reb.ac.rw
Stay signed in?

Do this to reduce the number of times you are asked
to sign in.

D Don't show this again

> <
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8.2.2 Access some of office 365 Applications

Apps

& @ office.com/

E Outlook @ OneDrive
m Word I’ Excel
Chckto
e navigate ﬁv PowerPoint Iu OneMote
all apps .
0 mornin -
@ g Q SharePoint w Teams
Create .
Quick access B s Forms
My Content @ All @ Recentl * Stream m Class Notebook

l-l Bookings

. All apps Click to display

all applications |

All applications provided by the Office 365 platform are displayed under “All apps” button and are
described with their full feature set. In this topic we shall discuss on OneDrive, Forms, Teams, OneNote

and Outlook.

c & office.com/ap|

i®

'. Bookings

WP Simpiify how you schedule and man..

Calendar Class Notebook ﬂ Delve Excel
Schedule and share mesting and =v... I Organize your lesson plans in 2 digi... Get personal insights and relevant i Discover and connect to data mod...

Outleci - B
2 Forms @ Kaizala Lists 1 ‘ OneDrive 4 OneNote
T Creste surveys, quizzes, and polls a A simple and secure mobile chat ap. Allows users to create, share, and tr. Store. access, and share your files in Capture and organize your notes ac
L L ]
Tearms
m 5 E Outlook FB People . Planner ‘ Power Apps Power Automate
War Busingss-class email through 3 rich .. Organize your contact info for all y.. Craste plznz, organize and assign .. Build mobile and web apps with th... Creats workflows betwaen your 3pp...
A
E= m PowerPoint m Project SharePoint Eﬂ Staff Notebook ’ Stream
p Dasign professionl presentations. Develop project plans, assign tasks. . Shars and manage content knowe.. Collaborate with faculty and staff 10... Share videos of classes, mestings. p...
Perbant
g Sway 3 w Teams v To Do w Visio Viva Insights
. Creste and share intaractive reports. The customizable, chat-based team Keep track of your tasks in one plac Simplify and communicate complezx. improve your productivity and well

u Whiteboard m Wwaord Yammer
Ideate and collaborate on a freefor. Bring out your best writing. Connect with coworkers and classm.

£
¥

Practical exercise: docs.microsoft.com/en-us/training/modules/what-is-m365/7-knowledge-check
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https://docs.microsoft.com/en-us/training/modules/what-is-m365/7-knowledge-check

a. Microsoft OneDrive ‘

Use OneDrive to save documents, photos, and other files in the cloud, share them with friends, and even
collaborate on content. When you subscribe to Microsoft 365, you get one Terabyte (1Tb) of storage and
premium OneDrive features. OneDrive for work or school is online storage for your work or school

organization.

With OneDrive you can save work from any application to your cloud storage directly, without having

to go to a website. That includes apps that autosave files.

Click to
Store, access
and share
your files

‘ OneDrive.ss ﬂ
. Stors, access, and share your files in Zap

one place.

‘ Power Apps , Fo
L. Build mobile and web apps with the... Cre

OneDrive main labels: Files or folders as created, uploaded, shared and deleted are grouped together as

labeled and to create a file on OneDrive we pass through the New button.
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All files and folders

Recently opened files

OneDrive

UWAMAHORO NMOELLA

E3a My files

O Recent My files
Files shared by 2 Shared
others to you o
Recycle bin
Deleted files /
Folders Quick access
B8 HIGH SCHOOL TEACH... o

n Digital literacy 2 phase...

'G P& Math Reviewed Bac...

Bl rzn

i OneDrive

UWAMAHORO NOELLA

Folder

Click to
create a

BT My fi
y e Folder

Recent @ Word document =

B Excel workbook

0]
& Shared
5}

Recycle bin I PowerPoint presentation

Click to
create any
of the file

types

B! OneNote notebook

Quick access B Forms for Excel :

B3 HIGH SCHOOL TEACH... 8| Visio drawing

n Digital literacy 2 phase... @ Link _

A TN TR R

To upload an already created document, we pass through the “Upload” button

i

+ New T Upload ~

LAWAMAHORD MOELLA H Automate -

B My fils Files
) Recont My files cpxFolder
£ Shared

-

- | Name -
'_::'_' Recycle bin

Click to upload a File J
s clified By - File gize ~

MAMAHORD MOELLA 3 ibarnd Privaite

Sharing

Attachments

[ Click to upload a Folder
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Browse the file location to upload the file

& Open
&« v 3 ThisPC » Desktop » 0365
Organize » New folder
= This PC | Mame
"B 30 Objects 3] Getting_Started_with_Teams_STUDENT
B Deskiop 13| GettinauStagted with_Teams_TEACHER
7| Documents
& Downlood L er— Memy Presentation
ownloads .
) 3] Online_STUDENT
& Music . Online_TEACHER
= Pictures
B videos
ia Local Disk (C)
= LAZESOFT (D)

- LAZESOFT (Dx)
Jemporarylterms
JTrashes
ATTENDANCE M
beot
DigitalLiteracy T
DigitalLiteracy_T
oL
DL3

File name: [MODULES TITLES

Date modified

Search

Type

Microsoft PowerP...

Microsoft PowerP..

Microsoft PowerP...

Microseft P

Microsoft PowerP...

Click Open button to
upload the selected file

Uploaded 1 item to My files
321 KB

MODULES TITLES.docx
321 KB

e L
Share
15 Private
My files
O O Name~
¢ @ MODULES TITLES.docx
Moella TV _files
The file
is alread Microsoft Teams Chat Files
uploaded

£#2 Automate ~

Modified ~

A few seconds ago
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Modified By
UWAMAHORD NOELLA

UWAMAHORO NOELLA

AAHORO NOELLA

Ul (77225

1= Sort ~

File size | ~ Sharing
I2NKB Private
32 itemns Private
10 stems Private



Practical exercise: https://docs.microsoft.com/en-us/training/modules/m365-onedrive-collaboration-

use/summary-knowledge-check

b. Microsoft Forms m

With Microsoft Forms, you can create surveys, quizzes, and polls, invite others to respond to it using
almost any web browser or mobile device, see real-time results as they're submitted, use built-in analytics

to evaluate responses, and export results to Excel for additional analysis or grading

Click to open MS Forms

E :Dr .
Create sury WS QUITIZEI. and polis

and eaElly sed results in real tma

Educators create forms for either grading their students (quizzes) or only gathering information. These

two feature are found as New Quiz or New Form

Click to create
a non-grading
SUTVEY
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https://docs.microsoft.com/en-us/training/modules/m365-onedrive-collaboration-use/summary-knowledge-check
https://docs.microsoft.com/en-us/training/modules/m365-onedrive-collaboration-use/summary-knowledge-check

(& W office.com/Slaunch/forms?autl

The opened Form comes with the following features

Untitled form - Saved

1. Title of the form Form preview (Computer / Mobile)

Questions areca Set the them (Background of the form)

Form general setting

© o N o

Add new question button

2

3. Edit form title
4 Share to respondents
5

Responses area

The Add New button allows to set a new question in difference categories:
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Multiple choice question

Multiple choice
question provides

Text question
choose among
Rating question

Rating question

a list of options to state a level in the

Tequires user to

given range

Date question

(@ Choice hText I &Y Rating I Date

Text question requires
the user to mput a short
or long text question

After all questions are set, the form creator may preview the form to see how

Date question
requires the user to
mput a date

it looks. He / She may also

change the font of the form according to his / her wish. In addition to this, it is better to set the form general

settings such as Who can fill the form, Options for responses, and Response re

ceipts.

As the form is created for receiving responses, it has to be shared to respondents to collect responses or to

collaborators as well, through the Share button. The link is copifed to be shared to respondents.

B Preview I‘C{BTI"I@_\r'n:E‘ Collect responses ~ Click to share the
form

Send and collect responses

Only people in my organization can respond >~

https://forms.office.com/r/iie0x3jE0g %

Shorten URL

Click to copy the
tihie

Click to shorten

the link if needed
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Once the link is shared and respondents have provided their answers, the response menu shows the number

of submitted responses. The form owner can view and download responses in  MS Excel

---------

Questions Responses @
TRAINING ATTENDANCE FORM - DAY 6 1. Responses Menu
2. Number of responses
38 04:17 Closed
Ream e “3“”‘“1'“9 Smé 3. Form Average time to complete
W opsnineest 4, Form status (Active / Closed)

1. Trainee's Names: Click to download in responses

in Excel sheet for interpretation

More Details {J Insights
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Practical Exercise: https://docs.microsoft.com/en-us/training/modules/create-authentic-assessments-

microsoft-forms/knowledge-check
i

Microsoft Teams is a collaboration application built for hybrid work. You and your team stay informed,

c. Microsoft Teams

organized, and connected all in one place. Explore how Teams can help you and your colleagues come
together no matter where you are: Chat / Message someone or a group to talk about work, projects, or just
for fun. Microsoft Teams is a workspace for real-time collaboration and communication, meetings, file and

app sharing, and all accessible to everyone.

Teachers can easily communicate with students, host virtual learning webinars, host Team Meetings with
unlimited pupils and store easily accessible files. Teachers can also collaborate and work alongside pupils

on documents.
How to open MS Teams?

Log into Office 365 and click all apps button then choose Teams

Click Teams to ®  Taams
lanich WS Teatns m The customizable chat-based team
from the list of the
applications

How to download and log into Teams

1. Sign in to Microsoft 365.
Select the menu button, and then select Teams.

3. After Teams loads, select the settings menu in the upper-right corner, then select Download the
desktop app.

4. Save and run the downloaded file.
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Y
Rwanda Education Board G‘
"l

o3 Settings am

Keyboard shortcuts

Click to About >

download Teams Download the desktop app

into a computer
Download the mobile g <: .
PP ﬁ Click to download

into a smartphone

The app is being downloaded. Click on it to open

Teams windows_x6d.exe

T) Teams windows_x64.exe

217122 MB, 1 min left

then

Welcome to Microsoft Teams!

Dol siyarane sith your coweriners o ooeciepte with yoar soual Qrowps is tae app

B2 Microsoft

Sign in with your Microsoft 365 email address and password.
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i Sign in to Microsoft Teams

B2 Microsoft
Sign in

Email, phone, or Skype

No account? Create one!

Privacy statement 2 Microsoft

B® Microsoft
uwamahoronoella@reb.ac.rw
Enter password

Pa ssword

Forgot my password

Sign in with another account

Terms of use  Privacy & cookies

Now logged 1n
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MS Teams Menus

Opened in a smartphone Opened in a computer
@M1 T sl 39% 8 1023
’ Feed ~ = 333 Microsoft Teams
Q, Ssearch o
- S
1 Nt Type to filter
e -
=)
You will see mentions, replees and
oth not ations here.
o iGh
= Q=
- .

You'll find notifications here

: More
Stay on top of relevant activity, such as E

mentions, likes, and replies.

Wiew All Activity

= Le ] =

)
Chart Tearmns Assignm _ Calemndar LR b

Notification Tab: Shows all activities such as call, mentions, replies, etc

Chart Tab: Allows to send and read the received messages.

Teams Tab: Shows teams to which the user belongs and provides a way to join or create a team.

Assignment tab: Allows to create assignments

N A W N =

Calendar Tab: Allows to schedule new meeting

How to schedule a meeting?

MS Teams as a conference tool, allow to schedule a new meeting and invite participants. This is option is

provided under Calendar Tab and follow steps:

~ n Calendar F Join with an iD CH Meat now
& B Today + September 2022 -
05 06 o7 08
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Microsoft Teams Cl, Szarch

MNew meeﬁng Details  Schaduling Assistant

Show as: Busy »~ (ategory-None ~  Time zone: [UTC+02:00) Cairo »  Response options -~ Require registration: Mong

£ DIGITAL LITERACY TRAINING - DAY 1 o
Sp  Add required attendzes o

P - Twurmvirimana Etienne » 1 TWAHIRM A Emmanuel
Upuonal- Free Busy

972022 o.?.:::»:-_w - v B7r2022 o 1200PM ~ 4h @ All day

Suggested: Mo suggestions awilable.
Doss not rapeat

Add channel

& Add location

*  Rwanda Education Board

m Close

Set the meeting

Set the required participants (At least one of attendees)
Set the starting date and time

Set the ending date and time

Add the meeting description if any

Click send button
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07

Wednesday

DIGITAL LITERACY TRAINING - Dy
1
LA ARAAORO OELLA

08 09

My calendar

DIGITAL LITERACY TRAIMING - DAY
1

Sep ¥, 2022 B:00 AM - 12:00 PM
y  https:/fteams.microsoft.oomy1 meetup-jo

P Tt i e = ey e
(=) Linat with partipants

UIWAMAHDRO NOELLA

Urganizer

The new meeting is marked on the Teams calendar where the owner may click

to copy the meeting link and share it to non-invited participants.

Teams best practices

1. See meeting attendees
2. Meeting chatting room

3. Raise your hand or other

reactions

4. Create breakout rooms 7.

Share

5. Activate / Deactivate content

camera 8.

ends

6. Mute / Unmute Microphone

screen

Leave the meeting if it

Practical Exercise: https://docs.microsoft.com/en-us/training/modules/m365-teams-collab-manage-

teams/summary-knowledge-check
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d. Microsoft OneNote m

OneNote is a digital notebook that automatically saves and syncs your notes as you work. Type
information in your notebook or insert it from other apps and web pages. With OneNote we can organize

documents into sections and pages, with easy navigation and search. A OneNote document is organized

into Sections and a section is made of several pages according to the wish of the user.

CneNote
Capture and SganizE yRur NetEs
§ mye L | T OE e

Chck to open Onelote

OneNote features

OneMote UWAMAHOROD -
[ fite E Inssrt Draw  View  Help O Tell me wi wan &7 Editing v C 3 1 Document tltle
a__ OvPlv B I U £v Av o Evicy = v By & 8§ -
[ N & oo @) s 2. Add section
2 MNOTES Math Unit 1 Friday, October 28, 2021 3148 PM
| excercises Math Unit 2 o‘ button
(o Maths Unit 3 o Welcome to my first OneNote docum 3. Add page button
Maths Unit 5 G ¥ P
Overall summary 4. TeXt arca
5. OneNote tabs and
toolbox bar
9 R (Ribbon)
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i Class Notebook 7 - . l . -°°a \ o\ ol ?
= t ) d d o 7 2
e /7 %d o N\ /u ,o. o‘ £

Gr’eat! We'll create D L for you. Here's what will be inside:

Back
hese areas will be section groups of your class notebook

+ 1 Add Notebook Name

Collaboration Space
2 Notebook Overview £, Teacher can edit the content
Students and teachers can work together .
R Student can edit the content
3 Add Another Teacher

Content Library N
4 Add Student Names R Teacher can edit the content
Publish course materials to students a

£ Student can only view the content

5 Design Private Spaces

Teacher-Only Section i

6 Preview R Teacher can edit the content

A private space for teachers o
2 Student cannot view the content

Done

Student Notebaoks 3

Q Teacher can edit the content
A private space for each student A - )
P " & Student can edit his or her own content and can't

view others' notebooks

Teacher's notebook | Student’s notebook

3
Mo

Welcome

/= _Collaboration Space

1

@ _Content Library

‘s _Teacher Only

Practical Exercise:

https://docs.microsoft.com/en-us/training/modules/get-started-with onenote/knowledge-check

e. Microsoft Outlook m

Outlook organizes your emails, calendars, contacts, tasks, and to-do lists, all in one place. That organization
starts with your email account. From there you can start working with emails, turning them into tasks or

appointments, and storing information about the people you interact with in your contacts so that you never
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have to remember an email address or a phone number. Let’s take a quick walk-through of some basic

tasks

To start outlook

Click here Office R se
to launch
all apps ﬁ
Home
@ 0 & 9
Create Appi = ne Install Office
o
E] Now, click iﬂ\_ . B exee R (Brsharnd) vzt it Bt
My Content on outlook P =~ v I one |
to proceed
[ JESTO R dited
o s o
» o . -
Al ap

Create and send email

1. Choose New Email to start a new message.

Enter a name or email address in the To, Cc, or Bec field.
If you don't see Bcec, see Show, hide, and view the Bcc box.
In Subject, type the subject of the email message.

Place the cursor in the body of the email message, and then start typing.

A U

After typing your message, choose Send.
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Outlook O Ssearch

| Ell (9 New message | ™

v ik Focused Other = Filter
= &3 Inbox
2 Z7 Drafts
B sentitems
- y 4
1 Deleted It
You get this - T Deleted Items
interface anytime £3 Junk Email
outlook 365 is £l w
launched 5 Archive
& (@ Notes All done for the day
Enjoy your empty inbox.
‘-‘ £ conversation ..
m Create new fol...

~ Groups

New group

Click on New
message to send
mail.

Type here the
email receiver

Outlook £ search

Cn  Teams call

&5 New inessage

lw Attach v

use these text

. Folders Focused  Other boxes for
— To Twumvirimana Etienne x carbon copy
& &3 Inbox (Cc) and
Cc UWAMAHORO NOELLA x  TWAHIRWA Emmanuel x A
Z Drafts 1 blind carbon
2 ‘ ) ‘
Bee djafaruwiz@gmail.com x
B Sent Items
- M .
T Deleted Items Add a subject
£3 Junk Email v
/
X
R 5 Archive
[» 7] @ Notes All done for -
Enjoy your emy Click on send
b &3 Conversation ... send button to send or
' 2 vB I U @&~
m Create new fol. Send later send later to

)
e Diaficaued at 11.40 AM
~  Groups N
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To attach files

p sl

CH  Teams call i B Q o ? <

| - = 5 New message |

&) ~ Folders Focused
2 £ inbox

7 Drafts
2

B> Sent ltems
v

W Deleted Items

E@ Junk Email
] 5 Archive
Q- [ Motes
l-u P Conversation ...
m Create new fol...

< Groups

New group

B send Attach ~ @ Encrypt @ Discard

Other = Filter Twumvirimana Etienne =

Ce UWAMAHORO NOELLA *  TWAHIRWA Emmanuel *

Bec djafaruwiz@g  suggested attachments
MY PRESENTATION pptx
‘ Add a subject q;\ pened 2 weeks ag
POWERPOINT NEW docx
(2
w 5| Opened 2 weeks ago
[} NEW TEMPLATE docx
W Opened 2 weeks ag

All done for the da B Browse this computer

Enjoy your empty ighox

& OneDrive

_— =
= | Tismes New Romay

@ Upload and share

e @ - Draft saved at 11:4!

Nothing in folder & (No subject)

Click to choose the location
where is (are) the file(s)

Click here to

attach file(s)

Practical Exercise: https://docs.microsoft.com/en-us/training/modules/understand-actionable-messages/6-

knowledge-check

8.3. Microsoft learn

Microsoft Learn is a free, online training platform that provides interactive learning for Microsoft products

with the goal of helping educators become proficient on technologies and learn more skills with fun,

guided, hands-on, interactive content that's specific to their role and objectives. To discover Learn training

paths type docs.mocrosoft.com into the browser address bar and explore the features.

Steps to reach the site

N S A WD -

Open the browser of your computer / smartphone

Into the address bar type docs.microsoft.com and press enter

In the up-right corner Click Sign in

Click Learn from the Menu bar

Click Educator Center arrow and Choose Educator Programs
Click Microsoft Educator (ME) after completion, then

Click Microsoft Educator (ME) Trainer
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about:blank
about:blank

> C 8 docsmicrosoft.com/e 1 5/training @ 2 % N O C(uvpase )

I. Microsoft | Docs  Documentation :.earnﬁ'?mhfa:lons Q&A Code Samples Shows Events P Search %

Training Products ~+  Roles Educetoriimer- Student Hub ~ Browse Courses FAQ & Help LeveL 10 4EEEEED 37150 /49593 XP

QOverview
L
Professional development >

Welcome bac Product guides > \ \
UWAMAHOR‘ Instructor materials > \ %
Educator programs > Programs overview \
o Microsoft Educator (M E)o - t
_ =
METraunero

Microsoft Innovative Educator Expert %
Showcase Schools
Microsoft Learn for Educators ‘_

The impact of teacher quality outweighs the impact of any other school education program or policy. In

fact, teacher effectiveness is the largest factor influencing student outcomes, outside of family background.

The professional growth pathway is designed to help teachers and school leaders everywhere become
proficient in Microsoft technologies and learn more innovative classroom skills with fun, guided, hands-

on content that's specific to their role and goals.

weosorr | Microsoft Educator academy

EDUCATOR

1 hr 39 min remaining = Learning Path = 4 of 8 modules completed

Beginner K-12 Educater School Leader  Flip  Microsoft Teams  OneMote

Microsoft Educator Trainer academy

7 hr 53 min « Learning Path « 8 Modules

Intermediate  K-12 Educator  School Leader Flip Microsoft Teams  OneMote

= C(Click Start Learning path for both ME and ME Trainer
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= Read through the content and find answer to the knowledge check at the end of each
course

= To see your transcript, Click Profile and choose Achievements

137 28 1 0 0
$Badges :bT'c-:-" es =2 Reputation Accepted Fallowing

point answers

Activity Certifications

Training MICROSOFT CERTIFICA
£ Searct e s p
‘ = ‘ Do you have a certifi
Challenges
UWAMAHORO NOELLA e
e The Certification Dashboan
uwamahoroncella@reb.ac.rw CEI’tIfICEI‘tIOI'IS your certifications here dire
E>Profi\e
p —
Settings Q&A Connect a certification prof
¢ Manage your certificatiol
Pignout * Renew your expiring cert

UWAMAHO!

Home Insert Drrawr Design Layout References Mailings Review View

s, | P E— . - ) A,
8 Calibri (Body)  ~[11 ~-| A" A A3~ Mg iz - iz . fime

£ Find ~
c AQB asebcer acbeeor

20 Replace

AaBbCcDe | AaBbCcD: AaBbCt

p":l' o Format Pairter B I U~ asex x*|A- W A - = = Il - aﬁd S Lk TMormal | T Mo Spac... Heading1 Heading 2 Title Subtitle  Subtle Em.. < IS Select v
Clipboard = Fant [ Faragraph [ Styles ] Editing ~
L .-z-..1..-5-.-1-.-:-.-1----1- -5 [T RNIEE TR KIS TR RRE RS FN N TS DR ACE LTINS R IRE v It | EIVICE BRI FINNEF WY - SRR SIP B, -
= &=
E 137 28 1 ] 0 ]
b 8 ol e - " p— E o LEVEL 10 143, 450/155. 859 XP
Z Click to download and
% Activity Transcript save your transcript
2 Training & Transcript settings
- Challenges BY Microsoft Transcript
~
g Certifications
o UWAMAHORO NOELLA  can
3 Q&A Username: LUk HORONOELLA-5568
E: Cantact email: aronoeilareb.ac.w
ke Achievements
= Click to see MNumber of modules completed Duration of madules completed []
_" Collections your transcript 136 119 hr 24 min e
Transcript
: Modules completed
o 1 L DU (21 LIS 113 11 R WIS SHILGI I I LT 15 LB SIS, T4E1.373, i LRI e =
] L )y ¥ [=]
Page30 0136 255words [ English (United States) {4 Accessibliity: Investigate EE Bl B —-—8—+ 1w
Emm—
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137 2 B Microsoft | Transcript
Badges i
UWAMAHORO NOELLA
Uneraame  LWWAMAHORONORLLA- 5548
Cortat emal weamahomonosllaferb o re
Number ot maduley complated Duntan of modules comeees
™ -
Activity

8.4. Practice

ﬁ Print

Destination

Pages

Layout

25 pages

3.450/155,899 XP

B saveasPOF

Hewlett-Packard HP LaserJet P2015 Series

Portrait 3o
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MODULE 9: INTRODUCTION TO XO LAPTOP

XO Laptop is a low cost laptop distributed to children in developing countries around the world, to provide

them with access to knowledge, and opportunities to "explore, experiment and express themselves"

The laptop is manufactured by Quanta Computer and developed by One Laptop per Child (OLPC), a non-

profit organization.

The XO Laptops use flash memory instead of a hard disk drive (HDD), and come with a pre-installed
operating system derived from Fedora Linux, with the Sugar graphical user interface (GUI), and GNOME
Interface (GNU Network Object Model Environment) It also use Mobile ad hoc networking via 802.11s Wi-
Fi mesh networking, to allow many machines to share Internet access as long as at least one of them could

connect to an access point.

XO Laptop has 4 different versions.

These versions are: XO 1.0, XO 1.5, XO 1.75, and XO 4.0

XO LAPTOP

9.1. XO laptop physical parts

e Screen
e Keyboard
e Mouse

The display functions in a full-color mode similar to other laptop displays and in an ultra-low-power, ultra-

high-resolution, black-and-white mode that is readable in direct sunlight.
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Microphone light Camera light

Built-in microphone e Built-in camera

Left built-in speaker (3) (8) Right built-in speaker

Game pad 9 Game buttons

Screen rotate button 6
(10) Power button + lights

PORTS

Along with offering unique connectivity options, the XO laptop can work with a wide range of external

devices.

USB/memory ports

The XO laptop features three external USB ports to support a variety of plug-in peripherals (one seen in the

photo above, and two others under the other "ear").

SD card
=slot

Battery
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This is the XO battery. The battery attaches to the back of your XO.

Keyboard and touchpad

The Keyboard and Touchpad

1. Escape-key

The escape key is labeled with an X symbol on a black circle. The escape key is most commonly used

in combination with the control key to quit activities (ctrl + esc).

2. Tab-key
The tab key is labeled with arrows pointing right and left and creates an indentation in a paragraph.
Also, use it in combination with the control, shift and alt keys to display open Activities. For example,

alt + tab displays running Activities one after the other.

3. Control-key
The control key is used in combination with other keys to issue commands. For example, ctrl + ¢

copies to the clipboard; ctrl + v pastes from the clipboard.

4. Shift key
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The shift key is used in combination with other keys as a modifier, most commonly to shift between

lowercase and uppercase in Latin-based alphabets.

Fn-key

The function key is used in combination with other keys as a modifier. For example, fn + erase is

delete; fn + up arrow is page up.

a)

b)

2)

h)

Alt key :The alt key is used in combination with other keys to issue commands. For
example, alt + enter toggles full-screen mode; alt + spacebar toggles the tray visibility. This

example works in the Browse Activity but not in the Record Activity.

Spacebar: The spacebar key types a space. In the future, when used in conjunction with the

function key (fn), it will display the source code for the currently running Activity.

Alt Gr key: The alt graphics key is used in combination with other keys as a modifier, most
commonly to select an alternative letter or generate an accented character. For example, on

the US keyboard, alt gr +j creates a euro sign €; a + alt gr + 4 creates 4.

Arrow keys: The arrow keys are used for navigation; combined with the function key (fn),

they are used for page up, page down, home, and end.

Language key: The language key is found on keyboard layouts that combine Latin and non-
Latin scripts, going between scripts so that you can switch between typing in English and
Hindi by pressing it. On Latin-only keyboards, the language key has been replaced by a x
and + key.

Enter key: The enter key—in addition to its standard use—is used in combination with

modifier keys. For example, alt + enter toggles full-screen mode.

Erase key: The erase key deletes the character behind the cursor (backspace). fn + erase

deletes the key in front of (or on) the cursor.

Frame key: The Frame key toggles the presence of the Frame on the screen. The Frame is
the black border around the screen that holds the Activity taskbar, clipboard, wireless

connections, battery level, and so on.

Volume controls: The volume keys lower and raise the audio level.
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j) Brightness controls: The brightness keys lower and raise the brightness of the screen

backlight. To turn the backlight off completely may take 7 to 8 button presses.

k) View keys: The four view keys, from left to right, take you to the Neighborhood view, the

Group view, the Home view, and the Activity view.

1) Search key: The search key takes you directly to the Journal and places the text cursor in

the search box.
9.2. Software parts

Software is a set of instructions, data or programs used to operate computers and execute specific tasks. It is
the opposite of hardware, which describes the physical aspects of a computer. Software is a generic term used
to refer to applications, scripts and programs that run on a device. XO laptop has 2 interfaces: Sugar interface

and Gnome interface

9.2.1. Sugar interface

Sugar is a learning platform that reinvents how computers are used for education. Collaboration, reflection,

and discovery are integrated directly into the user interface.

Sugar applications are called "Activities". Activities include an application as well as sharing and

collaboration capabilities, a built-in interface to the Journal, and other features such as the clipboard.

Sugar promotes “studio thinking” and “reflective practice”.

Sugar  facilitates sharing and collaboration.

Children can write documents, share books and pictures, or

L
o X o e do
}{ x make music together with ease.
X X
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Everything is saved automatically.

@H’M‘Iﬂﬂlk . .
It is our goal that you will never lose your work. Documents

D:hat with Max will eventually by sync with a network server, adding

additional protection.

a) Typing turtle Activity

In typing turtle, you learn to use keyboard in different levels:

Kids learn typing method in fun way what I can call typing adventure.

I':_ Frevious

Walcome
CHCE Start Lesson to Begin vour typirg adveniune,

1) Space key and enter key

2) Home row keys: a, s, d, f, g, h,j, kand |

Typing each letter
Exercise of typing pairs of letters
Exercise of combining two different letters

Exercise of writing words

3) Home row balloons: is the practice of the home row keys in exciting game.
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4) The top row key: q, w, e, 1,t,y,u, 1,0 and p

5)

6)

7)

8)

9)

- Typing each letter
- Exercise of typing pairs of letters
- Exercise of combining two different letters

- Exercise of writing words

Top row balloons: is to practice the home and row key together by trying to pop all the balloons.

The bottom row keys: z, x, ¢, v, b, n and m

Typing each letter
Exercise of typing pairs of letters
Exercise of combining two different letters

Exercise of writing words

Alphabet balloons: the practice/or exercise of all alphabets/letters. This practice combines home

row, top row and bottom row keys.

Left hand capitals: after knowing all placement of the alphabet, it is time to get started with capital

letters. This level 8 teaches you the capital letters which are typed by your left hand: Q, W, E, R,
T,A,S,D,F,G,Z,X,C,Vand B

- Typing each letter
- Exercise of typing pairs of letter
- Exercise of combining two letters writing in capital and single

- Exercise of writing words using all letters writing in capital and single

Right hand capitals: after knowing all the placement of the alphabet, it is time to get started with

capital letters. This level 8 teaches you the capital letters which are typed by your right hand: Q,
W,E,R, T,A,S,D,F,G,Z,X,C,Vand B

Typing each letter
Exercise of typing pairs of letters
Exercise of combining two letters writing in capital and single

Exercise of writing words using all letters writing in capital and single
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10) Capital balloons: practice of capital letters by popping some balloons

O

-

Hihowahyah! Fesdy by learn the secret of Tast byping 7
The Seceek is: Skavays use the cormoct Areger o press cach byl

T= hegin bsarneg, place your kandy on B begpboerd st lize the picturs befiom

Press the space key Wit pour right thumb,

Lezb®s limmim T resdy bz,

Praces Ehe a koy mith peur B ke A
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b) Journal

The Journal Activity is an automated diary of everything you do with Sugar. Sugar Activities use the Journal
as a place to save your work. You can use the Journal as a place to revisit old work, to resume incomplete

work, to organize your completed work, and to reflect upon your progress as a learner.
To show the Journal, click the Journal icon on the Frame.

e To delete in Journal
You can delete only some contents in Journal

e Way to delete in Journal
Open Journal activity, Place your cursor on the icon of the activity you want to delete
then press right click and click on Erase.

e A Journal is used for accessing data.

The Journal is a diary of things that you make and actions you take. It is a place to reflect upon your work.

175



Journal

Show contents

163 MB Free

Journal icon

Saving in internal and external
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Paint Activity 17 hours, 59 minute... ©
Screenshot 18 hours, 9 minutes... ©
Etoys Project 18 hours, 9 minutes... ©
Screenshot 19 hours ago ©

sensho 19 hours, 1 minute ... ©
E Screenshot
1 day, 19 hours ago (5]

Start
1 day, 23 hours ago ©

Start with
Copy 1 day, 23 hours ago (> ]
Send to

View Details 1 day, 23 hours ago ©

00O KwWOO

Erase

P oB o B o BB BB B
BEEERBEXE&

1 day, 23 hours ago ©

c) Write Activity

The write activity serves as the document creation. It is simple interface provides an easy starting
for children, presenting tools that make writing story, poem, or essay simple and straightforward.

It also supports tools for inserting images, creating tables, and performing layout operations.
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To open it click on write icon:

e Learn how to use XO Keyboard to write activity

To write capital letter, making space and paragraph, deleting some special keys

Delete: press Erase

Capital letter: Shift+Letter
Space: press Space Bar |
Paragraph: press Enter

e Text formatting: Underline, Bold, Italic
To make Underline, Bold and Italic

Choose the TT

Z XYoo T 91 B &

FF Nimbus SansL Tt 12 +T B I LJ_ O

Underline

Bold

Italic
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e To make any change, make a selection

Place the cursor in front of the word afthe beginning of selection

Z ¥Xoo | T =M

INTRODUCTION

The X0 laptop s an educational tool designed to be put into the hands of
every child. By using free and open source software worldwide software
development efforts, OLPC has championed XOs for derivery around the
world In multiple languages,

L’.- {1 )

e To Save and open a document
- Before saving you can rename your work by replacing Write Activity by the name

- Click on Activity and then click on Save button and then click on close button

- Before saving you can rename your work by replacing Write Activity by the name
Z X o

T 1 EE 4

g O LB 5y B
N

Save your

document
Save your Save your portable
document as document as
Share your Rich Text (RTF) Plain Text (TXT) document
Type the name document format(PDF)

of your activity.

e To change color and size:

To change color:

a. Select what you need to give a color

b. Click on color button and it will show rectangular inside the window
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Z X oS 1
FF sans T+ 12 =T B

Choose a color

O O O Red
@ 00
® OO0

Green c

ok X I

c. Toselect a color, vouuse 3 ste

- ClickonTT

- Click onblack circle

- Selectthe color youwant
- Chck on OK

INTRODUCTION

e To change size

- Select TT

- Click on number_12 change it into desired character

INTRODUCTION |

ut into the hands of every child.
are development efforts, OLPC
tiple languages.

The Xo laptop is an educg
By using free and open
has championed XOs fg

al tool designed to
e software worldwide,
very around the wor

Increase font size

Decrease font
size
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e To upload the picture in write:

- Take the picture

- Copy it to clipboard: Place the cursor o the picture in tray region and then it will display a pop menu.

Through that, click on clipboard
- Open write activity: in order to see its icon, back to home view
- Reduce the screen in order to see the picture copied: click on button up to Erase button
- Drag and drop the photo (shown at the left of your window) inside your paper of write
- Place the cursor where you want to start the comment and then start writing.

e To insert a table

Z X © ﬂﬂéﬂéﬂg

=== Il

Create table

N Table button

By using free and open sourcg software worldwite—so nent efforts, OLPC

has championed XOs for degvery around the world in multiple languages.

- Go to Table button /

- Click to icon of « Create table”

e To upload a picture in write:

- Take the picture

- Copy it to clipboard: Place the cursor o the picture in tray region and then it will display a pop menu.

Through that, click on clipboard
- Open write activity: in order to see its icon, back to home view
- Reduce the screen in order to see the picture copied: click on button up to Erase button
- Drag and drop the photo (shown at the left of your window) inside your paper of write

- Place the cursor where you want to start the comment and then start writing.

181



- Put the cursor in the first cell, Drag the cursor until you get desired table, then click on enter

& X o <

BB B = [

Create table

CTION

onal tool designed to be put into the hands of every child.
By using free and open source software worldwide software development efforts, OLPC
has championed XOs for derivery around the world in multiple languages.

d) Paint Activity:

Paint activity provides a canvas for an individual or a group of children to express themselves creatively

through drawing. In paint activity we either draw using free hands or geometrical shapes.

To open paint activity, we click on paint icon g

e Drawing Tools

The paintbrush, pencil, and eraser are the primary freeform drawing tools. The sizes and shapes of the brush
and eraser may be adjusted via their secondary palette, which is shown by hovering your mouse on the tool

icon.

Use the Brushes tool to draw lines and pictures that
have a different appearance and texture it's like
using different artistic brushes.

Load stamp

{7’ Select Area

Use the Eraser tool to erase areas of your picture.
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How to select pencil (brush), rubber and basket?

- Choose Pencil and Rubber (eraser)

-| Click on pencil to draw or click on rubber to erase

-* Click on brush on toolbar
e Give a size to the pencil and color.

- place the cursor to brush properties

- then you can change size by increasing/decreasing the numbes

Choosecolor

Increasing/decreasing
size

Basket
A basket is used to color a large closed area.
To select the color, use the same process as in write activity.

After selecting the color, choose the basket and place it on the suitable place then click.
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e Using geometrical shapes

The Paint Activity has a toolbar dedicated to shape drawing. By clicking and dragging, you can create an
instance of the currently selected shape and expand it to the size of your choosing. The interactive placement
system makes the shape too even more powerful. Each shape has a secondary palette which allows various
parameters to be set, such as the number of edges on a polygon, the number of points on a star, or the angles

of a triangle.

- Chick on shapes on toolbar and then it will show you different shapes to use (Line,

square, circle...)

Shapes

@ Ellipse
|

Rectangle
/ Line Different shapes
Free form
Palygon
Heart
& Parallelogram Different shapes
» Arow
W Star
A Trapezoid

A Triangle

- Choosing a closed shape that you want.

e Inserting image

- Click on this icon g on toolbar

- Cligk on insert image




- Choose the image that you want

m Cl:l Choose an object 0
‘ Search in Journal * Image 0: Anytime W:
[#] o o X -

xEm W L o

. | mmir

[

1 1
Screenshot of "Paint Activity” Screenshot of "Paint Activity" Koala.jpg
Choose the image
from Document

Lighthouse.jpg

Choose the image

from external Choose one image I
storage from hire |

Click on the image you want
e Renaming a picture

Text: Simple text support allows you to include typographic language within your drawing.

first click on TT,
second click on T and
Final place the cursor (which looks like A) where you need to type.

9.2.2 Gnome interface

GNOME is a desktop environment and graphical user interface that runs on top of a computer operating

system. It is composed entirely of free and open source software and is developed by both volunteers and paid

contributors, the largest corporate contributor being Red Hat. It is an international project that includes

creating software development frameworks, selecting application software for the desktop, and working on
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https://en.wikipedia.org/wiki/Desktop_environment
https://en.wikipedia.org/wiki/Free_and_open_source_software
https://en.wikipedia.org/wiki/Red_Hat
https://en.wikipedia.org/wiki/Software_framework

the programs that manage application launching, file handling, and window and task management.

N1X 4

<

GNOME™

e Switch from sugar to gnome:

Click on my settings,

H

Click on switch desktop

Modemn Configuration
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https://en.wikipedia.org/wiki/Application_launcher
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Click on switch to GNOME

il

c Switch desk

Active desktop environment: Sugar

Sugar is the graphical user interface that you are looking
at. It is a learning environment designed for children.

As an alternative to Sugar, you can switch to the GNOME
desktop environment by clicking the button below.

fou can return to Sugar later, by clicking on the Switch
to Sugar icon on the GNOME desktop. This is also
available from the GNOME Applications menu.

o

Sugar T GNOME
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Click on Restart now

Active desktop environment: GNOME

Restart your computer to complete the change to the
GNOME desktop enviranment,

Remernber, you can return to Sugar later by clicking on
the Switch to Sugar icon on the GNOME desktop. Or.
click the Cancel changes button below if you would like
to continue using Sugar as your deskiop envirgnment.

) cancel changes

® restart now

Sugar GHOME

¢ Gnome interface screen
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e Gnome applications:

a) Abiword

Abiword supports both basic word processing features such as lists, indents and character formats, and more
sophisticated features including tables, styles, page headers and footers, footnotes, templates, multiple views,
page columns, spell checking, and grammar checking. The Presentation view of Abiword, which permits easy
display of presentations created in Abiword on "screen-sized" pages, is another feature not often found in

word processors.
e To open Abiword
- Click on the applications

Click on office
Click to Abiword

Applications Places olpc user

2% Arcessories »
wm Graphics >
t >

T Programming
I Sound & Video

i Systerm Tools

[GNU Image Manipulat

- Go to Gnome interface

Applications Places ER olpc user

2% Accessories
# Graphics
@ Internet

~= Programming
I Sound & Video
ystem Tools

marcellin
report.abw

marcellin
repgasdoc

mushimiyim Switch) to
Sugar

=

Trash

marcellin r...

[GNU Image Manipulat...
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e Identification of elements of Abiword window

MaximizeDocument
Title bar  Minimize
“lose Document
Applications Places Mon 20:07 [_] J
untitie
File Edit View Insert Format Tools Table RDF Collaborate Documents Help
%—B—W &l e | L B 2 | page videh ] —
orrreat Times NawR 12 Az a e e S Menu bar
—— Tool bar
Underline
Italic
Bold
Text area

Page: 1/1 Insert  |default en-Us | |

e Text formatting
Font color, Font style, Font size, Underline style, Underline color, Font faces (Character.

N.B: Before you make any change of text, make a selection

Example: Write some text
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Applications Places Tue 18:14 V olpc user

OLPC Training New Book 2015.docl.doc.saved =
File Edit View Insert Format Tools Table RDF Collaborate Documents Help

HBe @g 3 [ 7 |Page Width v R)
Normal ~|Calibri v[11 +v/a g a |=l=s ==
L1 P E— g . N . 5. 3 . 4 5 6 z 7
5
N Many people contributing to OLPC believe that these freedoms are critical to fulfilling OLPC's
educational goals.
6
GETTING STARTED
. Welcome to XO-land! You are about to start on a wonderful adventure of exploration and learning. The
cute little green and wifite machine in the box is the tool that will enable you to travel the world via the
. Internet, compose and play music, create works of art, do science experiments, take photos and videos,
7 communicate with friends and family via e-mail, and even learn to do a little computer programming.
) But the XO represents alot more than that. It is a symbol of your commitment to the education of the
- children of the world. OLPC is not a computer project, it is an education project. We hope you will
) proudly enjoy using your XO as children around the world do.
i The first thing you need to do is carefully unpack your XO. Save everything! If you don't, you may
8 accidentally throw away something important. Be sure to save the box, packing materials, and any
paperwork that is in the box.
o
=)
Page: 11/93 Insert |default en-US

BLANDINE £ OLPC Training New B [GNU Image Manipulat...

Place the cursor in front of the word at the beginning of selection

OLPC Training New Book 2015.docl.doc.saved
File Edit View Insert Format Tools Table RDF Collaborate Documents Help

o = i /| Page Width - B

Mormal Calibri 11 acd weam EE MvTIT~
CHE. L & 1 4 £ i 7

Many people contribating to O LPC believe Uil these Dreedoms are eritical to Tulfilling O1FC's

educilional goals.

J GETTING STARTED
Welcome to XO-land! You are about 1o stan on a wonderful adventure of exploralion and leaming. The
cute little green and white machine in the box is the tool that will enable you to travel the world viathe

|Ilr||h.'I:_|.1|I|I|'|".|.' .|nl|1l.|:. MLESEC, CTehle wWar ks of an, o A W PE eAPETImEN S, inke |4'||~ll.n sl lnl.lc;l.l'\._
commupmicate with friends and family via e-mail, and even leam to do a litke computer programming
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While holding the mouse click drag the cursor up to the end of selection

ipplications Places Tue 18:32 m

OLPC Training New Book 2015.docl.doc.saved
Hile Edit View Insert Format Tools Table RDF Ceollaborate Documents Help

=1 2c w % B A Page Width ~ [B)
Heading 2 « Times New Roman = 11 ' g 8 e u s BB ;}q w T ow

1.......1§=_| 1 ) - 3 i : i & oSy

Muany pesple contributing to OLPC believe that these Mreedoms are critical to Talfilling OL PC's

educational goals.

MGETTING STARTED

Welcome 1o XO-land! You are about to start on a wonderful adventure of exploration and leaming. The
cute linle green and white machine in the box s the tool that will enable you to travel the workd viathe
Irmarmen, compse il [\|:L}' musKe, create works of art, do scence R Perimenls, take ]1|1I.|I1m. and walaos,

communicate with friends and family via e-mail, and even learn to do a litke computer programming.

Release the mouse click

Underline: click on a
Italic: Click on a
Bold: Click on a
Font size
Font stvle

pplications Places

= olpc user

OLPC Training Mew Book 20)15.Hofl.doc.saved
File Edit View Insert Format Tools Table| RDF Cofabofatd Qocuments Help

= = @ 9 & # | Page Width %[
L 2
Heading 2 - Times New Roman (11 - g d wesm EE v

= l.......ﬁ 3 | “ i 5 i a ] - SCRCRC ACwC

llun} pn:||||!1;u-nt ributing to OLPC believe thal these Mreedoms are criticnl to Fulfilling OLPC's

educalional goals,

ETTING STARTED

Webcome to X O-lamnd! You mre abowt 1o sal on o waonderful sdventure of f:srr'lnr:llnn amd Ir:lq'nlng The
cute litths green and white machine in the box is the tool that will enable you to travel the world via the
Internet, COMmse anid |'l|;l_l| music, create works of an, do science EXperiments, take |'hu[m. am] videos,
communicate with friends and family via e-mail, and even learn to do o litthe computer programming.

To save your document

- Click on File

- Choose Save As
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*OLPC Trai

ing New Book 2015.docl.doc.saved

ile Edit View Insert Format Tools Tabkle RDF Collaborate Documents Help

New

New using Template..
Open...

Import Styles...

Save

Save Copy...

Revert

Page Setup..

Print Preview.,

Print...

Properties...

1 OLPC Training MNew Book 2015 .docl . doc.saved

2 mushimiyimana marcellin report.docx (copy).saved
3 mushimiyimana marcellin report.docx.saved

4 CARITAS REPORT.doc

Close
Quit
-]
Page: 11/93 Save the document under a different name
& *QLPC Training New B... [*[Untitled]-2.0 (RGB c..

- Choose where you want to save your document

- |Rename yoyr document

Applications Places Tue 18B:57

Sawve Flle As

Fil Name: x noet
Save in Toldar: I run  media olpc
MNg
= Pilce=s o e
| @aaSkearch o Bank
= Rlecently U... mjeemla ems

o kibogora
Emyphpe
Ea Online_exam

mm Documents roSublime Text Build 3126
o Downloads S wordpress-4.7.2
=l =T
- 2 et
= et
OLPC Training MNew Book 2015 .docl.doc
OLPC Training New Book 2015 .docl.doc.saved
o -xamppRp-win32-5.5.38-1-VCll-installerexe

Save Tile as type: AbiWaord (Labw, .zabw, abw.gz)

Help

» @ little computer prog
o the educatior
oject. We hope you will

[
-

ng OLPC's

ke photos

Insert default

Create Folder

> iz Mo el
03/21/2017
0A/OZ/Z0LT
03/21/2017
03/21/2017
12/02/2010
04/04/2017
Wednesday
04/04/2017

435.4 kB 18:15

439.2 kKB 18:33

313.32 kKB 18:55

2325 MB 20:19

1.z MBe 12:11

111.9 MB 01/01/2017

Cancel Save

-none-
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- Insave file as type, choose “Microsoft Word(.doc)

Applications Places

Fil MName: X
| Automatically Deteg
| Save in folder:

Ng AbiVWord (.abw,

Create Folder
abw, abw.gz)

o [ Places n AbiWeord Tepiplate (.awt) -~ Size Modified
@ Search Microsof. Word (.doc) 03/21/2017
S Recently U... B T MU/XHTML/PHTML/MHT (Chtml, .xhtml, .phtml, .mht) 04/03/2017 ]
o olpe =i 032/31/2017
5 Desktop gy Rich Text Format (.ref) 03/21/2017
i File System | B2 Rich Text Format for old apps (.rtf) 12/02/2010
- LANDINE 9 Text (L bxt,  text) 04/04/2007
ow Documents B o mcoded Text (.ExEt,  text) Wednesday
= Downloads = 04/04/2017
m Portable Document Format (. pdf) 435 4 kKB 18:15
4 = Postsecript (.ps) 439.2 KB 18:33
= | aTeX (. latex) 313.3 kB 18:55
- . . 2832 .6 KB 182:58
o, 1SCI Text (isc, .iscii) 23 .5 MB 20:19
a o PalmDoc (.pdb) 1.2 MB 1=2:11
@ WML (vermil) 111.9 MB O1/01/2017
= EPUB (.epulb)
- Applix Words (.aw)
@
. * Office Open XML (. docx)
. | Save file as typs: OpenOffice Writer (.sxw)
Help COutlook Express Emalil (.eml) Cancel Sbe

*OLPC Training New B... [*[IUntitled

- Finally, click Save

Different type file

b) Gnumeric spreadsheet

Numeric is a spreadsheet, a computer program used to manipulate and analyze numeric data. Numeric can
help you keep track of information in lists, organize numeric values in columns and rows, perform and update
complex calculations by defining each step of the calculation and modifying particular steps subsequently,
create and display or print graphical plots of data using bar plots, line graphs, pie charts or radar charts,
implement complex optimization modeling or perform many other tasks involving numbers, dates, times,

names or other data.

To open spreadsheet:

Go to Gnome interface
Click on the applications
Click on office

Click to Numeric Spreadsheet

Be o e

wapplications Places = e olpc user
2% Accegsories
i Graphics >

@ Interpet >
R ) - - - Wor
*Programming > 1= Document Viewe
1 Sound & Video T Gnumeric Spreadsheet
@ System Tools Calculation, Analysis, and Visualization of Information

& Other
EEEEEE]

a Reflashing
1

=5
marcellin
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After Click to Spreadsheet, you get this window:
Tue 20-02 5] = oipc usor

Bookl.gnumeric - Gnumeric

Applications Places

File Edit View Insert Format Tools Statistics Data Help
=Bl | & &R se 55 @ = rfoo i Eai il 100%

Sans a | = = =B = 82 | ®B - " | = = ~ S ~ A~
El O "] N S = oe
Al

A B = D E 2 G H 1 J K L M N o P Q

JO0ONAUAINROOUNMURLINRO OONO BN

JINNNNNNNNNSHR SRR

| Sheet2 | Sheet3 Sum =0
[*[Untitled]-8.0 (RG... IEN

0
T
1
n
4
B

[*[Untitled]-2.0 (RG... [7.%xcf-7.0 (RGB colo... B Bookl.gnumeric - ...

Spreadsheet environment Title bar
Applications Places Tue 20:02
Bookl.gnumeric - Gnumeric
File Edit View Insert Format Tools Statistics Data Help
L= = i @ E s i 100%
Sans 7 a a a s-i-au_im:uwnl- L EE [~ S~ A~ Menuhar
S e = oo @ E -— .
The format toolbar _, = Standard toolbar
- B C D E F G H J K L M N o P Q
%. —
é < The data entry area
1
: R— _
—~—
Active cell Colum heading

The cell grid area
Row heading —

Sheetl | Sheetz Sh
| [7 xcf-7.0 (RGBE colo.. . I Bookl.gnumeric - .. [*{Untitled]-8.0 (RG... [N Scroll bar

[*[Untitled]-2.0 (RG

The part names are listed below along with a reference to the section that discusses that element. If you are

reading this document on a computer, you may be able to click on a reference to jump to that section of the

manual.

e The menu bar: provides access to the core functions of GNOME. Almost everything that you can

do in Numeric you can do through the menus. We discuss the menus and menu bar in

e The standard toolbar: provides shortcuts for the most used items in the menus. We discuss the

toolbars and this toolbar in particular
e The format toolbar: changes the display properties of data in the workbook.

e The data entry area: is useful for the modification of complex formulas.
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e The cell grid area: lies in the middle of all the rest. The cell area includes the row and column labels,

the scrollbars and the tabs below.

e Mathematical operators.

Using the sum function in spreadsheet :

- Select the cell where you'd like the answer to populate

A B C D E F G H | J
1
2 LIST OF STUDENTS.
3
4 No NAMES MATH/S50 KINY/50 SUM %o
5 1 deny 40 32' !
6 2 bety 38 14
 / 3 jane 43 31
8 4 alphonse 20 20
9 5 peter 43 a7
10
11
TS5
- Type the equals sign then SUM. Like this: =S
ES X ¢« =|=5um
A B G D E F G H |
1
2 LIST OF STU =2
3
4 No NAMES MATH/50 KINY/50 SUM Yo
5 1 deny 40 32|=5UM |
6 2 bety 38 14
7 3 jane 43 31
8 4 alphonse 20 20
9 5 peter 43 47
1

Type out the first cell reference, then a colon, then the last cell reference. Like this: =Sum

(C5:E5).

ES
A D E F G H 1 J
1
2 LIS STUDENTS.
3
4 No NAMES MATH/50 KINY/50 suUm Yo
5 1 deny [ 40 32[=SUM(C5:E5]]
6 2 bety 38 14
7 3jane 43 31
8 4 alphonse 20 20
9 5 peter 43 47
10
b |
T5

196
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- Select the cell where you'd like the answer to populate
A B e D E E G H I 1l

1
2 LIST OF STUDENTS.
—5—
4 No NAMES MATH/50 KINY/50 SUM Yo
5 1 deny 40 32
6 2 bety 38 14
ol 3 jane 43 31
8 4 alphonse 20 20
9 5 peter 43 47

i

- Type the equals sign then SUM. Like this: =S

E5 v ¥ €~ = =sum
N A B & D E; E G H I J
2 LIST OF STU
3
4 No NAMES MATH/50 KINY/50 SUM Yo
5 1 deny 40 32[=SUM
6 2 bety 38 14
b 3 jane 43 31
8 4 alphonse 20 20
9 5 peter 43 a7

- Press enter. Spreadsheet will add up the numbers in cells C5 to ES

Aplicaciones Lugares dom 17:11
*Librol.gnumeric - Gnumeric =
Archivo Editar Ver Insertar Formato Herramientas Estadisticas Datos Ayuda

[ B @& R B <S> v | @F swid iy | @l 100% ~ |

Sans|7 & @ & |= = =0 = 55 | @ % - | g | == [[F[E |17~ D~ A -
OS]\ A~ =& & w B r= o =1
'E5 © | M @9 - = =sum(C5:D5) J
[ A | B I c 1 D [ E | F L e [ v [ v | 3 |
R R—
2 LIST OF STUDENTS.
a No NAMES MATH/50 KINY/50 sSuUM %
1 deny 40 32 72
€ 2 bety 38 14| 52
7 3 jane 43 31 74
8 4 alphonse 20 20 40
o 5 peter 43 a7 20
Z
Z
\Hojal/ Hoja2  Hoja3 | | Suma = 228

EE *Librol gnum.__ [*11 xcf-2.0 (C._. 3. —o. .. [12 . xcf-4.0 (Co.. m 13 xcf-5.0 (Cal... =]

9.4. Practice

197



MODULE 10: PROGRAMMING FOR CHILDREN

Programming is the art of writing instructions to tell a computer what to do. A set of instructions is called a
program. The instructions are written in what’s known as a programming language, and there are thousands

to choose from.
10.1. Scratch activity

Scratch is a programming language that is perfect for making games, animations, interactive stories and

other visually rich programs.
a) Basic Ingredients of a scratch project
e Scratch projects are made up of objects called sprites.
® You can change how a sprite looks by giving it a different costume.
e You can make a sprite look like a person or a train or a butterfly or anything else.

® You can use any image as a costume: you can draw an image in the paint editor, import an image from

your hard disk, or drag in an image from a website.
e You can give instructions to a sprite, telling it to move or play music or react to other sprites.

e To tell a sprite what to do, you snap together graphic blocks into stacks, called
scripts. When you double-click on a script, Scratch runs the blocks from the top of the script to the

bottom.
b) Get started with scratch
e click on the scratch icon

e click start to open scratch activity
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¢) Scratch interface:

ROTATION STYLE CURRENT TABS
Control whether costumes  SPRITE Click tabs to edit scripts, GREEN FLAG
rotate with the sprite. INFO costumes, or sounds. TOOLBAR A way to start scripts.

: @"‘! PROJECT NOTES

STAGE
Where your scratch
creations come to life.

BLOCKS PALETTE —
Blocks for NEW SPRITE BUTTONS
Prograrmimg Create a new character
your sprites. or object for you project.
SPRITE LIST
Thumbnails of all your
sprites. Click to select and
edit a sprite.
SCRIPTS AREA PRESENTATION MODE
Drag blocks in, snap them
tnnether into scrints
e Stage

The Stage is where you see your stories, games, and animations come to life. Sprites move and interact with
one another on the stage. The stage is 480 units wide and 360 units tall. It is divided into an x-y grid. The

middle of the stage has an x-coordinate of 0 and a y-coordinate of 0.

x:-240 y:180 x:240 y:180

x:-240 y:-180 x:240 y:-180
-
x

mousz = 601 Lo find out x-y positions on the stage, move the mouse around and
movss e =304 150k at the mouse x-y display just below the stage, on the right.

Click the Presentation Mode button to see projects at full-screen size.
To exit Presentation Mode, press the Esc key.
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e New sprite button

When you start a new Scratch project, it begins with a single cat sprite. To create new sprites, click on these

buttons:
24

=4

w3
S

Paint your own sprite
Select a costume for a new sprite — or import an entire sprite

Get a surprise sprite

If you want to delete a sprite, select the scissors from the Toolbar and click on the sprite. Or right-click on the

sprite and select “delete” from the pop-up menu.
e Sprite list

The Sprite List displays thumbnails of all of the sprites in the project. For each sprite, it shows the sprite’s

name, how many scripts it has, and how many costumes it has.

New sprite: ﬁf ia' 7,‘:’
H - :
"D .

Jally Fishl Fish2 Fish3 Fishd Fish5 Octo

el
S5tage

planti plantz plant3

To see and edit a sprite’s scripts, costumes, and sounds, click on the sprite’s thumbnail in the Sprite List — or
double-click on the sprite itself on the Stage. (The selected sprite is highlighted and outlined in blue in the
Sprite List.)

To show, export, duplicate, or delete a sprite, right-click (Mac: Ctrl+click) on the sprite’s

thumbnail in the Sprite List. To show a sprite that is of the Stage or hidden, Shift click
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on the sprite’s thumbnail in the Sprite List - this will bring the sprite to the middle of the
Stage and show it. You can rearrange the sprites in the Sprite List by dragging the thumbnails.

Just as a sprite can change its appearance by switching costumes, the Stage can change
its appearance by switching backgrounds. To see and edit the scripts, backgrounds, and

sounds associated with the Stage, click on the Stage icon at the left of the Sprite List.
e Block palette and scripts area

To program a sprite, drag blocks from the Blocks Palette to the Scripts Area..
Create scripts (programs) by snapping blocks together into stacks. Click anywhere on the
stack to run the whole script, from top to bottom. To find out what a block does, right-click (Mac: Ctrl+click)

on it, then select selp from the popup menu.

When you drag a block around the Scripts Area, a white highlight indicates where you can
drop the block and form a valid connection with another block.
To move a stack, pick it up from the top block. If you drag out a block from the middle of a

stack, all of the blocks beneath it will come along with it.

Some blocks have white editable text files inside, such as .

To change the value, click inside the white area, delete the existing number, and type a new number. You can

also drop rounded blocks, like €XZEEED | inside these areas.Some blocks have pull-down menus, such as

RN ) Just click on the to see the menu, and then click again to make a selection.
e Costumes
Click the Costumes Tab to see and edit the sprite’s costumes.

This Sprite has two costumes. The sprite’s current costume (girl-walking) is highlighted. To

switch to a different costume, simply click on the thumbnail of the costume you want.
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= Code &/ Costumes «» Sounds

costumel

costumel Fill Outline

96 x 101 ;ﬁ
v v 4 | .
Copy
costume2
93 x 106

There are four ways to create new costumes:

e C(lick to paint a new costume in the Paint Editor.
e C(lick to import an image file from your hard disk.

o Click (52™="3 ] ¢4 take photos from a webcam (built into or connected to your

computer).Each time you click the button (or press the spacebar), it takes a photo.

e Drag in one or more images from the web or your desktop.
Scratch recognizes many image formats: JPG, BMP, PNG, GIF (including animated GIF).
Each costume has a costume number (displayed to its left). You can rearrange the order of the
costumes by dragging the thumbnails. The costume numbers update if you change their order.
Right-click (Mac: Ctrl+click) on a costume thumbnail to convert the costume into a new sprite,

or to export a copy of the costume as a separate file.

e Sounds

e C(lick the Sounds Tab to see the sprites sounds.

[ _Seripts ) Costumes )  scundas

New sound: =

-

|
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You can record new sounds and import sound files. Scratch can read MP3 files and uncompressed WAV,

AIF, and AU files (encoded with 8-bits or 16-bits per sample, but not 24-bits per sample).

e Current Sprite info

Spritel Export Sprite

random sound icon

Record sound
e ) - e - [ - =

Current Sprite Info shows a sprite’s
e Name,
® X-y position,
e And direction.
You can type in a new name for the sprite.

The sprite’s direction indicates which direction the sprite will move when it runs a move block (0O=up,

90=right, 80=down, -90=left).

The blue line on the thumbnail shows the sprite’s direction. You can drag this line to change the sprite’s

direction.

Double-click on the sprite to set the direction back to its original state (direction=90).
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Click Export Sprite to save the sprite as a separate file, for use in another project.

e Rotation style

Click the Rotation Style buttons to control how the costume rotates as the sprite changes its direction.
j'B]Rotate: The costume rotates as the sprite changes direction.

@Left-right flip: The costume faces either left or right.

E:]No-rotate: The costume never rotates (even as the sprite changes direction)

Toolbar

(x &

Click on the Toolbar to select a tool, then click on other objects to perform an action.
k Arrow: Normal mode. Pick up and move sprites and blocks.
=, Copy: Duplicate sprites, costumes, sounds, blocks, and scripts.
“ Delete: Delete sprites, costumes, sounds, blocks, and scripts.

. . Grow: Make sprites bigger.
-= Shrink: Make sprites smaller.

-l
AR

R A
¢ N

MENU

(e (Gal G Gl ) () (G (Gea) (i)

e New, Open, Save, and Save as do what you would expect them to do.
e Share! Uploads your project to the Scratch website (http://scratch.mit.edu)

e Undo allows you to retrieve the last block, script, or sprite you deleted (but does not allow you to undo

most other actions).

Language allows you to select the language used on the Scratch blocks. (For now, the menu items

and tabs are available only in English.)
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e Extras give a pop-up menu with special features:

e Import Project: Bring all of the sprites and backgrounds from another project into this project. This

feature is useful for combining sprites from multiple projects.

e Start Single Stepping: The Scratch program runs one step at a time, highlighting each block as it
runs. This feature can be useful for finding bugs in programs, and for helping new programmers

understand the flow of a program.
e Compress Sounds: Compress sounds used in the project, to reduce the overall fie size of the project.
e Compress Images: Compress images used in the project, to reduce the overall fie size of the project.

e Want Help? Brings up a page with links to reference materials, tutorials, and frequently asked
questions. To get help on an individual block, right click on the block and select help from the pop-up

menu.
d) Block descriptions
The Scratch blocks are organized into eight color-coded categories.
These categories and their functions in Scratch project are:.

e CONTROL: Use for controlling the blocks within your spirits.
e MOTION: Use to move sprits in the stage.
e LOOKS: Use for display text.

e SENSING: They let you identify what’s happening at a given point and make your sprites or

background respond.
e SOUND: Use for import sound in the scratch project.

e OPERATORS: Let you make comparisons between or perform arithmetic functions on different

values.
e PEN: Use for writing in scratch project

e VARIABLE: Let you define values for a variable and then use it in your project.
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move €0 steps Moves sprite forwards or backwards

turn & 5 degrees Rotates sprite clockwise

turn $ () degrees Rotates sprite counterclockwise

point in direction CIED Points sprite in the specified direction
O=up, 90=right, 180=down, -90=left

point towards Points sprite towards mouse-pointer or another sprite

gotox: @y: O Moves sprite to specified x and y position on Stage

Moves sprite to the location of the mouse-pointer
or another sprite

glide €9 secs to x: @ y: © Moves sprite smoothly to a specified position over
specified length of time

change x by (@ Changes sprite’s x-position by specified amount

set x to @ Sets sprite’s x-position to specified value

change y by (D Changes sprite’s y-position by specified amount

set y to @ Sets sprite’s y-position to specified value

if on edge, bounce Turns the sprite in the opposite direction when it

touches the edge of the stage

Reports sprite’s x-position
| iti
= [ranges from -240 to 240)

r m Reports sprite’s y-position

(ranges from -180 to 180)

r Reports sprite’s direction
O=up, 0=right, 180=down, -70=left
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switch to costume costumel

Changes sprite’s appearance by switching to different
costume

Changes sprite’s costume to next costume in the cos-
tume list (If at end of the costume list, jumps back to first costume]

say m for ) secs

Displays sprite’s speech bubble for specified
amount of time

say

Displays sprite’s speech bubble [You can remove speech
bubble by running this block without any text)

think [ for B secs

Display sprite’s thought bubble for specified
amount of time

think

Displays sprite’s thought bubble

change color |effect by €5

Changes a visual effect on a sprite by specified amount
[Use pull-down menu to choose effect)

set color |effect to ()

Sets a visual effect to a given number
Most visual effects range from 0 to 100

clear graphic effects

Clears all graphic effects for a sprite

change size by (M)

Changes sprite’s size by specified amount

set size to ) %

Sets sprite’s size to specified percentage of original size

Reports sprite’s size, as % of original size

Makes sprite appear on the Stage

Makes sprite disappear from the Stage When sprite is
hidden, other sprites can not detect it with touching? block

go to front

Moves sprite in front of all other sprites

go back §J layers

I'ﬂﬁ“

Moves sprite back a specified number of layers, so that
it can be hidden behind other sprites
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Starts playing a sound (selected from pull-down menu),
play sound pop and immediately goes on to the next block (even as the
sound is still playing]

Plays a sound and waits until the sound is finished
playing before continuing with next block

play sound pop | and wait

Plays a drum sound [selected from pull-down menu)
for specified number of seconds

play drum CEER3 for (FS) secs

Plays a musical note [higher numbers for higher pitches) for
specified number of seconds

play note GR3 for B secs

P Sets the type of instrument that the sprite uses for
play note blocks. (Each sprite has its own instrument.]

set instrument to

Clears all pen marks and stamps from the Stage

pen down Puts down sprite’s pen, so it will draw as it moves

Pulls up sprite’s pen, so it won’t draw as it moves

set pen color to Sets the pen’s color, based on choice from color picker

change pen color by §i) Changes the pen’s color by specified amount

Sets the pen’s color to a specified value [pen-color = 0 is at

set pen color to (i)
red end of rainbow, pen-color = 100 is at blue end of rainbow]

change pen shade by € Changes the pen’s shade by specified amount

set pen shade to G0 Sets the pen’s shade to a specified amount (pen-shade = 0
is very dark, pen-shade = 100 is very light)

change pen size by § Changes the thickness of the pen

set pen size to Sets the thickness of the pen

Stamps the sprite’s image onto the Stage
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when  clicked Runs script below when green flag is clicked

when space [ key pressed Runs script below when specified key is pressed

when Spritel clicked Runs script below when sprite is clicked

Waits specified number of seconds, then continues
with next block

Runs the blocks inside over and over

rﬁE'

repeat )
Runs the blocks inside a specified number of times

Sends a message to all sprites, triggering them to do
broadcast | and wait

something, and waits until they all finish before con-
tinuing with next block

Sends a message to all sprites, then continues with the
next block (without waiting for the triggered scripts to finish)

broadcast

Runs script below when it receives specified broadcast
message

when I receive

forever if __ Continually checks to see if condition is true; whenever
it is, runs the blocks inside

If condition is true, runs the blocks inside

If condition is true, runs the blocks inside the if por-
tion; if not, runs the blocks inside the else portion

Waits until condition is true, then runs the blocks
that follow

Checks to see if condition is true; if so, runs blocks
inside and checks condition again. If condition is not
true, goes on to the blocks that follow.

repeat until __-

Stops the script

Stops all scripts in all sprites

] A |
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mouse x Reports the x-position of the mouse-pointer

mouse y Reports the y-position of the mouse-pointer

mouse down? Reports true if the mouse button is being pressed down

key space |pressed? Reports true if the specified key is pressed

Reports true if sprite is touching specified sprite, edge,

touching .
or mouse-pointer [selected from pull-down menul)

Reports true if sprite is touching specified color

touching color 2 )
Click on color patch, then use eyedropper to select color

Reports true if first color (within sprite) is touching
color | is over [ the second color (in background or another sprite)
Click on color patch, then use eyedropper to select color

Reports distance from the specified sprite or

distance to .
mouse-pointer

| |v
e
L]

Sets the timer to zero

- m Reports 1j_he v_alue of the 1j_imer (in seconds)
Note: The timer is always running
- Reports the volume (from 1-100) of sounds detected by
. the computer microphone
o loud? § Reports true if computer microphone detects a sound

volume greater than 30 (on scale of 1-100)

Reports the value of specified sensor
il sensor slider | value To use this block, you need to have a "ScratchBoard™ connected to
your computer. See http://scratch.mit.edu/scratchboard

Reports true if specified sensor is pressed
IR sensor button |2 To use this block, you need to have a "ScratchBoard” connected to
your computer. See hitp://scratch.mit.edu/scratchboard

210



e
+
]

Adds two numbers

Subtracts one number from another

Multiplies two numbers

-

g@emesglm

Divides one number by another

pick random (§ to ([ Picks a random integer within the specified range

Reports true if first number is less than second number

Reports true if the two numbers are equal

Reports true if first number is greater than second
number

Reports true if both conditions are true

Reports true if either condition is true

Reports true if condition is false; reports false if
condition is true

Reports the absolute value of a number

Reports the remainder of dividing the first number
by the second number

Reports the closest integer to a number

10.2. Turtle art activity

Turtle Art is a free, web-based coding platform that lets you make artistic designs and share your code

sequences and images with friends.

Turtle Art allows students to use mathematical reasoning, problem solving, counting, measurement, geometry

and computer programming to create beautiful images.
Play with Turtle Art to draw colorful art patterns using a turtle that accepts instructions for
movement.

With visual programming blocks, you can snap together programs by compiling (combining) them in ways to

create anything you can imagine.

This is a turtle icon in sugar interface
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A :‘

The Turtle Window
B < B F W &7 0| o

Activit Project View Edit Import/Export Help
v i

e FElements of Turtle Art Window

The Turtle Art window has the following elements.

Main Toolbar the Main toolbar consists of the following tools:
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1. Activity toolbar (includes sharing; saving/loading options);
2. Edit toolbar (includes copy and paste);
3. View toolbar (includes full-screen, coordinate overlays and turtle status);
4. Palette toolbar (includes all programming blocks);
5. Erase canvas;
6. Run project fast (rabbit);
7. Run project slow (snail);
8. Hide blocks (This button is replaced by the stop button when the project is running);
9. Help;
10. Load examples;
11. Stop activity
e Palettes Toolbar

To get the Palettes toolbar, click on the Block icon on the Main toolbar.

1T 2 3 4 5 6 7 8 9 10 N

The palettes toolbar consists of the following palettes:
1. Turtle Palette

2. Pen Palette

3. Color Palette

4. Numbers Palette

5. Flow Palette

6. Blocks Palette

7. Sensors Palette

8. Media Palette
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9. Extras Palette

10. Portfolio Palette
11. Trash Palette

12. Numbers Palette
13. Media Palette

Each palette consists of blocks. A block is a command for the turtle. For example, there is a block to tell the

turtle to go forward.

You can add blocks to your program by clicking on or dragging them from the palette to the main area. You

can also delete a block by dragging it back onto the palette

YoM/ ed®h,0 O

Pen Palette

Blocks available in the Pen palette are used to control the attributes of the Turtle’s pen.

Color Palette

Blocks available in Color palette can be used with the set-pen-color block in place of a number block.
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yillow

Flow Palette Blocks

Available in Flow palette control the program flow.

’w”f:%ﬁ?m-ﬂ]#m'@

|:':] |,_

| : E|$top actlna —:ﬂ . a

e Using Turtle Art Instructions/Commands
Here are some instructions you can use in Turtle Art.

(a) Forward: Using this command, you can move the turtle forward with the number of pixels entered.

i clean - Clears the screen of all
I clean drawings and sends the turtle to the
middle.

; 5 . forward - Mowves the turtle forward
forwardfl,, 100 | .
] the number of pixels entered.

t-;"_“'k 100 back - Mowves the turtle backward the
as number of pixels listed.
- —— . -
left [=Te) left — Changes the turtle’'s direction to
the turtle’s left by the angle specified. %
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to the turtle's right by the angle

right — Changes the turtle’s direction i E
specified.

arc - Draws part of a circle. The angle
is the part of the circle the turtle
draws. The radius determines the
width (size) of the circle.

e Drawing

Using multiple blocks from the Turtle palette, we can draw lines (horizontal and vertical), square, rectangle

and circle.
To draw a vertical line:
1. Move the turtle forward 100 spaces

2. To make the line longer change 100 to 400

forwadL, 100

To draw a horizontal line:
1. Turn the turtle right 90 degrees.

2. Then move the turtle forward 100 spaces.
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To draw an oblique line:
1. Turn the turtle right 60 degrees.

2. Then move the turtle forward 100 spaces.

-« Square

Rectangle

!

To draw a circle

Arc the turtle right 360 degrees with radius 100 spaces.
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«—Circle

Using the Repeat command

The repeat command helps you to avoid writing the same commands several times. When you use the Repeat

command you should also use the command written on Start.

e

Any commands that are attached to the repeat will be repeated the number of times specified
by the number on the top.
This example draws a circle then picks up the pen, moves forward 10 spaces then turns right 90

Degrees. This command repeats 4 times.

Square with repeat instructions

10.3. Etoys activity

Etoys is a child friendly computer environment and object-oriented prototype-based programming language
for use in education. Etoys is a highly engaging programming environment that etoys lets you create
interactive drawings and stories, models, simulations and games with text, graphics, and sound. This lets you
explore ideas and learn by doing. With a drag and drop interface. The etoys home screen is the main project

page you see when you open an etoys project. It is basically a playfield.
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MAKE A

FPROJECT
GALLERY
OF
FPROJECTS
) Car scriptl 1 3 ticking = =
Test Carmcolor sees color TUTORIALS

ves AND DEMOS
Mo Carturn by ¢ 160 ¢+ frandom ( $40- Ja

oy e

Carturn by &1

Car bounce = silence

Etoys home page is composed of:

e Toolbar

e Three Clouds (Gallery of projects, Make a project, Tutorials and Demos
e A running car

e An open Scripts

e The toolbar at the top of the screen includes basic navigation through Etoys. Each of these has a balloon

help bubble that pops up if you hover over any item.

ICHDAD 50 uyON
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Tutorials and Demos: In this section you'll see three demos, of increasing difficulty. We recommend that if

you are new to etoys, you start here

BECIIEE CA D « s m @ = n O M

Tutorials and Demos

This is a self-repeating demo of what kind of things you
can do in Etoys.

This is the first tutorial in the "Demon Castle" series.
You can learn how to use the "halo of handles”.

In this "Etoys Challenge" game, you need to solve
series of problems with your understanding of tiles.

Gallery of Projects: If you want to see examples of what you can do with etoys, look at the various models

shown here.
ECEEED CD «£« ¢5 0 =« 1" O M

A tyElcal curriculum from very basic to a feedback system may look like this:

T T — T T —
. ar -
JustPaintedCar Cathndran’ - Ehnri:'r_lu_c.lro OfRaad E . bt

You can play with thousands of particles:

Make a Project: When you click on this cloud, you will see a blank screen. At the top is your menu. You'll
even see two calls out bubbles giving you two places to start. If you hover over any item, you will see a call

out bubble describing what that item does. This is a simple Project you can do in etoys
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o & basig)
! [ sketch make sound = croak
! [ Sketch forward by © 55

Click on the viewer i Soaxchjawa by 35 )
[ sketch's = . Snes
handle to get the abe —H
viewer B sketen's neading [l § 10 |
> 0l & teaty ‘

(3 sketch's color sees

Sketch

E Sketch's isOverColor Mcolor
[ sketch's isUnderMouse folse
[ sketch's ebtrudes falze

g Sketch's overlaps Sketch

[ sketch's overlaps amy Sketch
K

To create a book

The BOOK is one of the most useful objects in etoys. You can use it to do Slideshows, class diaries and albums;
register observations and even create your own animated book. The most interesting is that you can insert any
kind of element (OBJECT) inside a BOOK. For example, you can add text, drawings and even animations in

order to bring your book to live.
Steps to create a book

Click on suppli

1. Once etoys is open, you can find the BOOK in the SUPPLIES box

2. When the SUPPLIES box opens, you will see the BOOK icon,

Sound Recorder Rectangle Ellipse Star Book Holder

3. Now, just drag the BOOK icon over the SCREEN to create a new book
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Adding Text to the Book

It is also very easy to add some text to the book. What we need to do is to open again our SUPPLIES box and

look for the TEXT object.

W Te _—
rs Trash Te nd Re

[Click on text

Drag the TEXT over the book, and drop it. To start writing, just select the text and start typing.

To change the font or the size of your text. What we need to do is to call the halo, by right clicking the TEXT.
Resize the page of the book by using resize tool

» « BE» 1/1 2 « B » 1/1
x 2@®®
X B & O 6
<
® [Text P & AMAHORO |
0 | |
@FFTELFF = @ F FF @& O
Text

Now you can add the pages on the book

Adding drawings to the Book

There are two ways of adding a drawing to the BOOK. If you already have a drawing outside the book, just

drag it and drop over the book. The drawing will be automatically added to the current page. The second way

is to create a new drawing, by clicking the PAINT icon ﬂ on the top menu.
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When you click on the paint palette in the toolbar, the painting tool will appear and part of the screen is
covered with a transparent rectangle. This is your drawing sheet. If you want to draw several objects, exit the

painting tool by clicking “keep”.
Painting a background

The BOOK is often used to create stories with animated characters. But in order to do animations in etoys, it

is necessary to draw the scenario (BACKGROUND) separated from the characters (OBJECTS).

B =S C D = " B © == m © P

©T Paint background | e
=

In the navigator tab, click on the*“Publish” icon. A form will appear. Using the form, name the project.

Keep a copy of the current
project in the Journal.
Hold mouse button down for
further options.

After you click “ok™ on the form, a

new window will appear. Click once

on “Etoys”
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‘ Publish This Project :
= My Sgueakland R
» [Jourmall F N
- test ﬂ
> Bl

T Logim )] {not logged in) [Sawve| [ Cancel) :Z

10.4 Practice

Ask and wait (a script from sensing)

Script from Control

wlien clicked
ask and wait
if answer =
P How are ybu John? [ 9 secs
else
say [T for £ secs
say for ) secs

when clicked

forever

Assignment Operators mowve e steps

Say hello for 2 seconds (this script is located in looks) if =
x position = EE

1
set x to m

-
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ACTIVITY 10.3. CREAT A DIALOGUE

Suggested answer

Scripts to create a dialogue: Paul and Peace

when __ clicked

e\l Hello,Peace how are you? Ll 4 LTS

broadcast 1

when I receive 2

-7 Do you know that 1 out of 6 boys with 15 years old are sexually abused! [l 6 11

wait @) secs

say for @ secs

broadcast 3

when I receive 4

C The problem s that 75% of sexually abused children dont tell T8 6 B

broadcast' 5 |

when I receive 6
24T believe you and | are going to help to say "stop children abuse" B8 6 =
broadcast 7 |

225

Scripts for Peace

[
when I receive 1

L Hey Paul,l am fine thank you. [ 4 FE S

broadcast 2

when Ireceive 3

EE3TA1 out of 4 girls with 12 years old are sexually abused ! REIH 6 TS

wait §) secs

E i How many do you know? ELd 4 BT

broadcast 4

when Ireceive 5

E Tl what can we do to stop child abuse? [l 4 S

broadcast 6
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