Class 1

Background – Personal/Professional – 5 minutes
Class – Syllabus/Website/Grading – 10 minutes on syllabus/grading – 5 minutes walking through site.
Flash Drive/book(s)/sparkcharts/other books & reference materials – 5 minutes
Open File size.xls with the class
Windows-Control Panel/System

Terminology:

Memory: Bit-Bytes-KB-MB-GB-TB



Diskette=1.44mb, CD 700mb (486 diskettes), DVD=4.8gb (3,333 diskettes)



Flash Drive 256mb=178, 512mb=356, 1gb=694


Cache/RAM/Virtual/VRAM – Printer buffer


Fonts/Ports


Hard Drives – partition/folders – defrag/maintenance – My Computer (shortcuts/file mgmt) RPM

Processors – CPU - Mhz-Ghz


Transfer Speed – Modem/DSL/Cable/T-1


RESOLUTION

Show the computer mother board/cards/RAM

Demonstrate – the PrintScreen – then paste into Paint – for errors, tutorials, etc.

Use Paint to show how to customize RGB colors from the above Printscreen

Class 2 – Reinforce some of above info – 5 minutes

Frustration – show the movie – shop.wma ….  Procrastination
Class examples – www.aranae.com/chuck - Inspiration, Motivation...
Perseverence – Howard Stern…

Networks – discuss and explain…
Internet – website(s) – source code – phpwebhosting – META TAGS
Equipment/Business Cards/Online Resume

Security - Microsoft Updates/Adware/Norton-Symantec – System Restore – 
Maintenance – Disk Defragmentation – Disk Cleanup – Clear Temp Internet files - BACKUP

– Shortcuts – Copy CTRL C/Paste CTRL V  - Cut
HOTMAIL *** TECH
Discuss First LAB ASSIGNMENT – FLYER – Custom to the student – AND - LETTER

Begin in class WORD LAB – include class work and notes…

Google – Searches/Computer searches (wildcards *, +, “ “) – META TAGS

Crawlers, stemming technology – not case sensitive will search for words that are similar to search word – in addition to the actual search word(s).


By putting a minus sign in front of meanings that you want to avoid will remove from search


Domain searches and number range searches (500..2000 kg)


Advanced searches – local/specific/phone numbers – Language – Safe Searches 

Google Earth/Picasa

TRUST – ex…

Eschelon/Carnivore/other spy/spware…
RESOLUTION – web image

Computer Search – files/file types and file extensions

Google – Search/Crawlers - Images
Choosing the right search terms is the key to finding the information you need

Google searches are NOT case sensitive.

By default, Google only returns pages that include all of your search terms. There is no need to include "and" between terms

Google ignores common words and characters such as "where" and "how", as well as certain single digits and single letters, because they tend to slow down your search without improving the results.

Google now uses stemming technology. Thus, when appropriate, it will search not only for your search terms, but also for words that are similar to some or all of those terms. If you search for pet lemur dietary needs, Google will also search for pet lemur diet needs, and other related variations of your terms. Any variants of your terms that were searched for will be highlighted in the snippet of text accompanying each result.

Sometimes you'll only want results that include an exact phrase. In this case, simply put quotation marks around your search terms. 

If your search term has more than one meaning (bass, for example, could refer to fishing or music) you can focus your search by putting a minus sign ("-") in front of words related to the meaning you want to avoid. 

Advanced

"+" search If a common word is essential to getting the results you want, you can include it by putting a "+" sign in front of it. (Be sure to include a space before the "+" sign.)  Star Wars Episode +I

Synonym search If you want to search not only for your search term but also for its synonyms, place the tilde sign ("~") immediately in front of your search term. For example, here's how to search for food facts and nutrition and cooking information:  ~food ~facts

"OR" search To find pages that include either of two search terms, add an uppercase OR between the terms. For example, here's how to search for a vacation in either London or Paris: vacation london OR paris
Domain search You can use Google to search only within one specific website by entering the search terms you're looking for, followed by the word "site" and a colon followed by the domain name. For example, here's how you'd find admission information on the Stanford University site: admission site:www.stanford.edu

Numrange search Feel like a number? Numrange searches for results containing numbers in a given range. Just add two numbers, separated by two periods, with no spaces, into the search box along with your search terms. You can use Numrange to set ranges for everything from dates ( Willie Mays 1950..1960) to weights ( 5000..10000 kg truck). But be sure to specify a unit of measurement or some other indicator of what the number range represents. DVD player $250..350

	Other advanced search features


· Google Local: Find products and services in a specific U.S. town or zip code. 

· Language: specify in which language you'd like your results. 

· Technology Search: find information related to Apple Macintosh, BSD Unix, Linux or Microsoft. 

· Date: restrict your results to the past three, six, or twelve month periods. 

· Occurrences: specify where your search terms occur on the page - anywhere on the page, in the title, or in the url. 

· Domains: search only a specific website, or exclude that site from your search. 

· SafeSearch: Eliminates adult sites from search result

Class 3

Class Examples:

Nemo.pps

www.aranae.com/r
Introduce MS Word – 

Cover menu commands – specifically 

File - Save As//Save As Web Page/Page SetUp

Edit – Copy/Paste – shortcuts, Paste Special, Find & Find/Replace F5

Discuss the various View(s) and the Toolbars – Spend Time on using Header/Footer

Show through demonstration the use of the Insert menu commands – Specifically – Symbols, Reference, File and Object – Spend time on Hyperlink/Bookmark and Textboxes and their formatting.

Discuss Formatting – Specifically Bullets and Numbering – Customization through imported pictures.

Tools – Protection, Letters and Mailings – then Options
Begin LAB ASSIGNMENT #1 – FLYER

Class 4

Class examples:

ACTION.doc

CDBusinessTemplate27.doc

The beauty and messages of Mother Nature1.pps
Communication/Inspiration/Clear-comfortable mind

Pythagoras/Einstein

If you do not know where you are going you will end up somewhere else.

Homework ?’s – Plan….  

Tech

RFID tags – replace bar codes…  good/bad

Government

Carnivore" program and 

Carnivore is a surveillance tool for data networks. At the heart of the project is CarnivorePE, a software application that listens to all Internet traffic (email, web surfing, etc.) on a specific local network.

The international eavesdropping program code-named Echelon
In the greatest surveillance effort ever established, the US National Security Agency (NSA) has created a global spy system, codename ECHELON, which captures and analyzes virtually every phone call, fax, email and telex message sent anywhere in the world. ECHELON is controlled by the NSA and is operated in conjunction with the Government Communications Head Quarters (GCHQ) of England, the Communications Security Establishment (CSE) of Canada, the Australian Defense Security Directorate (DSD), and the General Communications Security Bureau (GCSB) of New Zealand. These organizations are bound together under a secret 1948 agreement, UKUSA, whose terms and text remain under wraps even today.

MS Word

File Page Set Up


Save As - MHT

Edit – Select all (CTRL A) and Find/Replace F5


Paste Special

View – Header and Footer

Insert – Page break – hard/soft


Hyperlink – Place in this document – in conjunction with Bookmark


Textbox – demonstrate uses/angled text – Spend some time on this…


Picture – Word Art


Object – Sound file, movie, etc.  – instructions, voice recording, greeting, etc.

Bookmark – examples are < top >, < close >, Index/Table of Contents – Quotes, Reference, etc.

Tables – use Excel… then copy/paste into Word

Format – Styles and Formatting

Tools - F7 and Shift F7


Letters and Mailings, Labels

Customize

Options – Security, Track Changes, Save, User Information, File Locations, Spelling & Grammar {custom dictionaries}, General
SHOW - Copy/Paste Special AND Format Painter
Class 5
Class Examples: Show several Flyers from past classes and good MS Word files
Review all Tab stop types - spend time on the Right Tab Stop - View Ruler
Insert a sound file via Insert Object

Show Textboxes - Format Text Box - partially transparent backgrounds

Show differences between Word Art saved as docx vs doc

Show Inserted Bookmark and Hyperlink to it

Show the various Hyperlinks, show the Screen Tips and the Subject for email links

Show the Home ribbon - Change Styles/Colors/Create New Theme Colors

Show how to correct the default spacing under Paragraph - Spacing After

Show how to Customize/Import/create your own Bullets points

Work with Header and Footer by Inserting it - then go to Page Layout to discuss formatting it

Discuss Page Layout/ Watermarks Gutter Margin

Go over the Mailings /Review/View ribbons

discuss assignment in detail - custom flyer (saved as both doc/docs and html file) with professional letter - all zipped into one compressed zip folder and emailed

Class 6
Class Examples: Show several Flyers from past classes and good MS Word files

Chat about resumes/cover letters
Show Power Point - Save As Picture

Show Excel - Speak Cells

Go back over several MS Word points - question class to review what they want to see
Introduce MS Excel - begin in class lab file...

