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This document is organized as follows:

I.
Program Information

I.A.
General Objectives and Strategy

I.B.
Class/Session Format

I.C.
General Training Guidelines

II.
Lessons

II.A.
Session I:
“The PC Made Simple” 

II.B.
Session II:
“Basic Skills for Computing Thrills!” 

II.C.
Session III:
“Windows and the Web – WOW!” 

II.D.
Session IV:
“E-mail: Making Connections!” 

I.
Program Information

I.A.
General Objectives, Strategy and Methods

Objectives

· Introduce seniors to computer usage

· Make seniors comfortable using the technology

· Make seniors aware of technology as a tool 
for communicating with others and getting information on a broad array of topics
Strategy

· Create friendly, low-pressure learning environment for senior students

· Create a learning opportunity which accommodates the particular needs and physical challenges older people may have

· Create learning experience which is multidimensional, accommodating different learning styles

· Create atmosphere of fun and personal interaction

· Create a learning opportunity which encourages students to work on their own

· Establish a framework for the successful continuation and evolution of this seniors training program

I.B.
Class/Session Format

· The training consists of 4 classroom sessions with optional “funwork” (homework) assignments in between.

· The first session (2 hours) covers trainer and student introductions, an introduction to the personal computer and its components, and beginning mouse usage.

· The second session (2 hours) covers a brief review of the PC and its components, mouse and keyboard usage while creating a document.  Signup for Yahoo!™ Mail email account.

· The third session (2 hours) includes review and refinement of mouse usage and skills, Web browsing, and a brief session on Windows basics.

· The fourth and final session (2 hours) of the series will review Web browsing and Windows basics and provide an introduction to email.

· In addition to the above, all classes will include a session evaluation to gather data for training improvement.

I.C.
General Training Guidelines

These classes should be relaxed and fun for students and for trainers.  Please study the following General Training Tips and the Special Communication Tips.  They’ll help you become an effective trainer and they’ll make your training sessions more fun, too.

GENERAL TRAINING TIPS

1. Be prepared. Read all course materials in advance of the training. 


2. Arrive early to make sure computers are properly set up.


3. Be clear. State objectives before an activity. Afterward, you may want to review the activity and connect it with the focus of the next activity.


4. Be respectful and encouraging. Computers can be intimidating - for everyone.

5. Listen well. Let people finish their thoughts so you know what the student's concern really is.

6. Encourage people to ask questions. This is very important, since many people don't want to "look stupid." 

7. Be yourself. Develop your own style so that you're comfortable with the material.

8. Relax and have fun. 

SPECIAL COMMUNICATION TIPS

1. Use simple language. If things are too complex, people will get frustrated.

2. Speak loud enough for people who may have hearing deficits to hear you.

3. Look at participants when you're speaking. That will enable people who may have hearing deficits to watch your lips when you're talking. It will also enable you to make sure people are following what you're saying.  Encourage hearing impaired students to sit close to the instructor.

4. If your facility has a white board - write in large, legible print. Use darkly colored pens, not yellow or orange.

5. Summarize often.  Reassure students.  Let them know much will be repeated and they needn’t worry about remembering everything.

6. Don't rush through the curriculum. If people don't "get it", slow down. It's more important for people to have a positive experience with computers than for you to make sure you finish the curriculum.


II.
LESSONS

II.A.
Session I:
“The PC Made Simple” – 2 hours

Goals

· Make students feel welcome and comfortable

· Ascertain technology learning status/readiness of students

· Reduce/eliminate student fear and hesitancy

· Teach students to properly identify individual PC components and their function

· Teach students to make coarse, intended mouse movements and to single click on selections

· Leave students eager to try what they have learned and eager to return for more

· Secure feedback for session improvements

Lesson Plan

Prior to Class

· Read through the lesson plan

· Review the Training Tips and Communication Tips

· Be sure to bring your training materials

· Arrive early (20 – 30 minutes before session start)

· Verify proper function of classroom workstations

· Locate student materials

1. Nametag Paper

2. Definitions List

3. Illustration Sheet – Parts of the Personal Computer

4. Controlling the Active Window

5. Turning the Computer On and Off

6. Restarting – Computer Doesn’t Respond

7. Web Tips

8. Keyboard Shortcuts

9. Using Yahoo!™ Mail

10. Online Lesson Info

11. Session Evaluation Sheets

12. Blank Floppy Disks with labels (1 per student) 

Welcome and Introductions – 15 minutes
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Goals:

· Make students feel comfortable – part of a group

· Give students an idea of what they’ll be doing


	Suggested Actions:

· Introduce yourself and say a sentence about how you came to be instructing.

· Briefly describe the goals for this session.

· Then ask each student to say their name and what they would like to get out of the class(es).

· As they do, assistants should do 2 things:

1. can move along creating student name placards (get proper spelling of first name) and placing them atop the monitors and,

2. handing out student materials.


	Notes:


Introduction to PC hardware & Identification Exercise – 15 minutes
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	Goals:

· Help students recognize typical PC components

· Give students an easy, successful starting exercise


	Suggested Actions:

· Introduce the PC and its components (encourage students to follow along with their definitions list and illustrations page if they wish).  Cover the following:

System Unit

Monitor

Keyboard

Mouse

Printer

Floppy Disk Drive

Hard Disk

· Conduct “Getting a Grip Exercise” as follows:

Ask the students to place their hands on an individual component of their PC’s (e.g. monitor). Then instruct them to place their hands on another component.  Continue (if necessary) until you have cycled through the components twice.  Let students know that

1. Nobody gets kicked out for messing up

2. “Cheating” (referring to the materials and copying the actions of classmates) is encouraged!

Watch to see how students do – they may already have a clear understanding of these items.  If so, move on and use the time for the next sections.


	Notes:

· This exercise will quickly reveal students’ knowledge of the physical PC setup – repeat only as needed.

· Remind students that their “Parts of a Personal Computer System” illustration sheet and “Definitions” list might be helpful.


Introduction to the Mouse and PC Component Identification – 30 minutes
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	Goals:

· Give students gradual, fun start on mouse usage 

· Reinforce students’ recognition of PC components


	Suggested Actions:

 “Major Mouse Moves” exercise

· Assist students in loading Internet Explorer from the Windows desktop.

· In Internet Explorer’s address window, either type (depending on size of class) or have students type the following address (URL):

www.cityofseattle.net/tech/seniors/training
      (then press the ENTER key)

After the page loads (verify), students should click on the “Students” button and on the Lesson Exercises and Info page they should click on the “Major Mouse Moves” button to begin the exercise.

· After 15 minutes, refresh with “Get a Grip” Exercise if students were fuzzy on identifying PC components.

· Continue with “Major Mouse Moves” advising students that the last 5-10 minutes of this segment would be a good time to take a break if necessary.

 
	Notes: 

· For students struggling with the mouse, go into the Control Panel, select Mouse, reduce the Speed, enable the Smart Move and slow down the Double-click timing.
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Additional PC, Mouse Information, Prep for Minor Movements – 30 minutes
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	Goals:

· Reassure students on mouse usage, challenges 

· Reinforce students’ recognition and understanding of the PC and its components

· Introduce concept of the Internet and the Web

· Have students identify subjects they might like to explore via the Web


	Suggested Actions:

Continue “Major Mouse Moves” exercise

· Some additional discussion of the mouse is appropriate here.  Talk about the need for a light click in the face of the natural tendency to press firmly on the click, particularly if the first attempt didn’t get the job done.  Also mention the importance of the mouse remaining still while clicking (unless a deliberate “drag” selection).  The students may be interested to inspect the ball on the underside of the mouse to see how it works.  Mention that although the screen shows a “pointer” for the mouse position, twisting the mouse will not “aim” it.

· Introduce concepts of the Internet (always on, global computer network) and the Web (specially formatted and linked documents which are stored on Internet-connected computers).

· Encourage students to repeat the “Major Mouse Moves” exercise at least a few times.

· Have students to identify subjects they might like to explore via the Web. 

· Continue with “Major Mouse Moves” advising students that the last 5-10 minutes of this segment would be a good time to take a break if necessary.

 
	Notes:

Remind students that their “Definitions” list handout might be helpful.


[image: image7.png]


[image: image8.png]


Minor Movements Toward the Web – 25 minutes

	Goals:

· Refine students’ ability to position mouse over targets 

· Additional practice on clicking the mouse

· Give students a fun hint of the Web


	Suggested Actions:

“Minor Movements Toward the Web” exercise

· Verify students have Internet Explorer loaded.

· In Internet Explorer’s address window, have students type the following address:

www.cityofseattle.net/tech/seniors/training 
      (then press the ENTER key)

After the page loads (verify), students should click on the “Students” button and on the Lesson Exercises and Info page they should click on the “Minor Movements Toward the Web” button to begin the exercise.

· Assist students with their Web browsing pointing out that their interest areas are a good place to start.

 
	Notes:

Remind students that their “Web Tips” handout might be helpful.
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Wrap-up and Evaluation – 5 minutes

	Goals:

· Help students close their computing activity 

· Help students remember all of their materials

· Collect student feedback


	Suggested Actions:

· Assist students in closing open applications.

· Funwork Assignment:  Students should start collecting email addresses of friends or loved ones.

· Ask students to complete Session 1 Feedback sheet.

· Inform students of open lab times.

· Remind students of day and time of next session.

· Collect evaluation forms.

· Assist students in remembering all of their materials.

· Check for items left behind.

· Fill out Instructor Feedback form for Session I.

 
	Notes:


II.B.
Session II:
“Basic Skills for Computing Thrills” – 2 hours

Goals

· Maintain a low-pressure, friendly atmosphere

· Reinforce identity and function of individual PC components, concept of Internet and the Web

· Create, save, print text document

· Introduce the keyboard and keyboard shortcuts during a free email account setup (account will be used in session IV)

· Leave students eager to try what they have learned and eager to return to learn more

· Secure feedback for session improvements

Lesson Plan

Prior to Class

· Read through the lesson plan

· Review the Training Tips and Communication Tips

· Be sure to bring your training materials

· Arrive early (20 – 30 minutes before session start)

· Verify proper function of classroom workstations

· Locate student materials backup copies

Welcome, Recap, and Keyboard Shortcuts – 15 minutes
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Goals:

· Recap previous session

· Give students an idea of what they’ll be doing today

· Brief Q&A session for lingering questions

· Familiarize students with keyboard shortcut concept


	Suggested Actions:

· Greet students.

· Briefly describe the goals for this session.

· Address carryover questions (terminology, etc.) from previous session.

· Instruct students to look at the Keyboard Shortcuts handout.

· Introduce the keyboard shortcut concept and review the major shortcuts.

· Let students know they will have opportunities to use the shortcuts in today’s class.


	Notes:

Suggest to students that their “Keyboard Shortcuts” handout will be helpful for this segment.


Starting Windows Programs, Manipulating Windows – 15 minutes
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	Goals:

· Introduce Windows Start Menu

· Introduce Maximize, Minimize, and Multiple open Windows

· Introduce “Exit”ing from an application


	Suggested Actions:

· Have students start Wordpad from the Windows Start Menu (Start – Programs – Accessories – Wordpad).

· Have Students minimize Wordpad Window and open Internet Explorer.

· Have students switch active window back and forth between the two applications.

· Have students resize and move the windows around.

· Have students exit Internet Explorer using the small “X” button at the upper, right corner of the document window.


	Notes:

Suggest students have their “Controlling the Active Window” handout available.


Windows and Documents – 30 minutes
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	Goals:

· Familiarize students with the keyboard and typing text 

· Introduce Document operations – naming, saving, printing,

· Continue with keyboard shortcuts


	Suggested Actions:

(Note: Wordpad should still be open from previous segment)

· Have students label their blank floppies (include their name at least) and insert them into the drives on their computers.

· Have students type one line indicating their desired Yahoo!™ Mail signin name and a second line indicating their desired Yahoo!™ Mail password.

· Have students name and save the files to their floppy drives (note: good point to talk about saving files and temporary nature of RAM).

· Make certain students grasp the concept of saving files and the idea of saving work in process (every 15 minutes or so) even though the document is incomplete.

· Have students experiment with keyboard shortcuts for saving files and other tasks.

· Have students print out their file.

· Advise students that the last 5-10 minutes of this segment would be a good time to take a break if necessary.

 
	Notes:
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 Yahoo!™ Mail Account Setup – 30 minutes
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	Goals:

· Reinforce keyboard and mouse skills 

· Continue students’ introduction to documents

· Establish Yahoo!™ Mail accounts for all students


	Suggested Actions:

· Verify Students have Internet Explorer loaded.

· In Internet Explorer’s address window, have students type the following address:

www.cityofseattle.net/tech/seniors/training 
      (then press the ENTER key)

After the page loads (verify), students should click on the “Students” button and on the Lesson Exercises and Info page they should click on the “Yahoo!™ Mail” button to begin the exercise.

· Proceed with sign up as new user routine.

(This process varies in length from student to student, sometimes requiring several retries.)

· Students successfully signing in during this segment should modify their text document (if necessary) and then print a copy of the file for their records.

· Create an email list reflecting the newly established email addresses for all students in the class.

· Have students jot down your (instructor’s) email address. Upon successful sign-up, have students go ahead and send an email to the instructor.  If time allows, students can send emails to friends or to classmates (refer to list).
	Notes: 

Students should have the Using Yahoo!™ Mail handout handy.
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More Yahoo!™ Mail Signup, Web Surfing – 25 minutes

	Goals:

· Reinforce keyboard and mouse skills 

· Continue students’ introduction to documents

· Establish Yahoo!™ Mail accounts for all students

· Continue with Web familiarization


	Suggested Actions:

· Continue with sign up as necessary.
· Students successfully signing in during this segment should modify their text document (if necessary) and then print a copy of the file for their records.

· Those who complete the previous steps prior to the end of the segment can go ahead and send an email to the instructor.

· After sending an email to the instructor, students may spend the remainder of this segment browsing the Web or getting questions answered.


	Notes:

Students should have the Using Yahoo!™ Mail handout handy.
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Wrap-up and Evaluation – 5 minutes

	Goals:

· Help students close their computing activity 

· Help students remember all of their materials

· Collect student feedback


	Suggested Actions:

· Assist students in closing open applications.

· Funwork Assignment:  Jot down things you are curious about or hobby/collecting interests.

· Ask students to complete Session 2 Feedback sheet.

· Inform students of open lab times.

· Remind students of day and time of next session.

· Collect evaluation forms.

· Assist students in remembering all of their materials.

· Check for items left behind.

· Fill out Instructor Feedback form for Session II.

 
	Notes:


II.C.
Session III:
“Windows and the Web- WOW!” – 2 hours

Goals

· Maintain a low-pressure, friendly atmosphere

· Reinforce identity and function of individual PC components, concept of Internet and the Web

· Reinforce mousing and keyboard fundamentals

· Reinforce document create and save

· Teach students to navigate the Web, how to use search engines/directories and how to bookmark individual Websites

· Leave students eager to try what they have learned and eager to return to learn more

· Secure feedback for session improvements

Lesson Plan

Prior to Class

· Read through the lesson plan

· Review the Training Tips and Communication Tips

· Be sure to bring your training materials

· Arrive early (20 – 30 minutes before session start)

· Verify proper function of classroom workstations

· Locate student materials backup copies

Welcome, Recap, and Power Up/Down – 15 minutes

	[image: image20.png]



Goals:

· Recap previous session

· Give students an idea of what they’ll be doing today

· Brief Q&A session for lingering questions

· Familiarize students with turning computer on and off, restarting


	Suggested Actions:

Important:   Prior to class:  verify with host facility that it is okay to fully shut down computers and do so prior to the start of class.

· Greet students.

· Briefly describe the goals for this session.

· Address carryover questions (terminology, etc.) from previous session.

· Introduce students to proper way to turn on the PC and the way to turn a machine fully off.

· Have students turn machine on, wait for successful Windows load, then shut down machine.

· Have students wait a couple of minutes while you explain the remedy (CTRL-ALT-Delete) for a hung-up machine.

· Have students turn machine on again.

· Note: If machines are already on, students can shut down and then start up their machines.


	Notes:

· Suggest to students that their “Turning the Computer On and Off” and their “Restarting – Computer Doesn’t Respond”  handouts may be helpful for this segment.




Cut/Copy Paste, Important Keys – 15 minutes
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	Goals:

· Introduce Windows Start Menu

· Introduce Cut/Copy & Paste

· Understand roles of backspace, delete, and enter keys


	Suggested Actions:

· Have students start Wordpad from the Windows Start Menu(Start – Programs – Accessories – Wordpad)

· Have Students minimize Wordpad Window and open Internet Explorer

· Have students highlight, then copy text from their explorer window to their Wordpad window.  Have them copy/paste or cut/paste inside the document to understand editing freedom.

· Explain delete functions of backspace and delete keys relative to cursor position.

· Explain role of enter key beyond carriage return.


	Notes:


Windows and Documents – 30 minutes
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	Goals:

· Solidify Mousing Skills

· Introduce Web Search operations

· Introduce other browser functions


	Suggested Actions:

(Note: Wordpad should still be open from previous segment)

· Have students type words into the Wordpad document that reflect their interests or subjects on which they would like more information. 

· Have students name and save the files to their floppy disks (note: good point to reinforce importance of regularly saving work done).
· Have students load Internet Explorer pull up the Google Website at www.google.com 

· Have students copy words from their Wordpad document into the search block on Google and get underway using the Web to get to interesting information.  Make certain students are comfortable using the forward, back and refresh buttons.

Assist students in “bookmarking" a particularly interesting page. (Right click on START, select Explore. In left panel, left click on “3 ½ Floppy (A:)” and the contents of the floppy will be showed in the right panel of Windows Explorer.  From the browser window (Internet Explorer), the document icon at the left end of the address box can be dragged to the left right panel of Windows Explorer to create a shortcut on the floppy.) Also mention how to bookmark to the local machine for students that have their own computers. 
	Notes:

Students should have their floppies, and “Web Tips” handouts available.


Continued Web Browsing Techniques – 30 minutes
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	Goals:

· Reinforce mouse and browser skills 

· Continue students’ introduction browser functions


	Suggested Actions:

· Verify Students have Internet Explorer loaded.

· Show students how to copy Web shortcuts to their floppy.  This allows those without their own machine to create a list of favorites.

· Demonstrate/discuss search techniques (use of multiple keywords, use of quote marks and “+” for specific text strings, etc.) to refine search results.  Note: Avoid queries which might return matches for explicit adult content Websites because  their header text alone can be vulgar and offensive.

· Show how to use directory-type sites (e.g. Yahoo) as an alternative to search engines.

 
	Notes: 

Students should have the “Web Tips” handout available.
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Web Exploration – 25 minutes

	Goals:

· Reinforce mouse and browser skills

· Give students some idea of the breadth and depth of the Web


	Suggested Actions:

As much as anything, this time is about the students getting confident enough in Web browsing basics that they can explore easily.  Session IV is largely consumed in email basics so this is the last significant session of Web Browsing.
· Verify Students have Internet Explorer loaded.

· Spend a few minutes sharing student experiences (challenges and discoveries) with the class.  (The social element is important – keep it working for you).

· Demonstrate how multiple browser windows can be open at once (open additional browser windows with the File-New-Window sequence or the keyboard shortcut CTRL-n).

	Notes:

Students should have the “Web Tips” handout available.
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Wrap-up and Evaluation – 5 minutes

	Goals:

· Help students close their computing activity 

· Help students remember all of their materials

· Collect student feedback


	Suggested Actions:

· Assist students in closing open applications.

· Ask students to complete Session III Feedback sheet.

· Inform students of open lab times.

· Remind students of day and time of next session.

· Remind students to bring their email sign-in and passwords to the next class.

· Collect evaluation forms.

· Assist students in remembering all of their materials.

· Check for items left behind.

· Fill out Instructor Feedback form for Session III.

 
	Notes:


II.D.
Session IV:
“E-mail: Making Connections” – 2 hours

Goals

· Maintain a low-pressure, friendly atmosphere

· Reinforce mousing and keyboard fundamentals

· Reinforce Web/Windows lesson (Session III)

· Give students experience in the creation and sending of an email messages using the Yahoo!™ Mail account set up in Session II

· Give students experience in checking email, replying, and deleting unwanted messages

· Provide information on further training opportunities

· Leave students eager to use what they have learned and eager to learn more

· Secure feedback for session improvements

Lesson Plan

Prior to Class

· Read through the lesson plan

· Review the Training Tips and Communication Tips

· Be sure to bring your training materials

· Arrive early (20 – 30 minutes before session start)

· Verify proper function of classroom workstations

· Locate student materials backup copies

Welcome, Recap, and Yahoo!™ Mail – 15 minutes
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Goals:

· Recap previous session

· Give students an idea of what they’ll be doing today

· Brief Q&A session for lingering questions

· Reacquaint students with Yahoo!™ Mail


	Suggested Actions:

· Greet students.

· Briefly describe the goals for this session.

· Address carryover questions (terminology, etc.) from previous session.

· Have students load Internet Explorer.

· In Internet Explorer’s address window, have students type the following address:

www.cityofseattle.net/tech/seniors/training 
      (then press the ENTER key)

After the page loads (verify), students should click on the “Students” button and on the Lesson Exercises and Info page they should click on the “Yahoo!™ Mail” button to begin the exercise.


	Notes:

Suggest students have their “Using Yahoo!™ Mail” handout available for this segment.


Check Mail, Resolve Account Setup Problems – 45 minutes
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	Goals:

· Access Yahoo!™ Mail

· Introduce checking for mail, send, reply, forward, and delete


	Suggested Actions:

Note: All students successful with the account setup in Session II were instructed to send an email to their instructor.  There should be replies awaiting them in their inboxes.

· Have students access their Yahoo!™ Mail accounts.

· Assist students whose accounts were not properly setup in Session II (take time to make sure this happens for every student)

· Have advanced students begin sending mail to each other.
· The last 5-10 minutes of this segment is a good time for students to take a short break.
	Notes:

Suggest students have their “Using Yahoo!™ Mail” handout available for this segment.
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 Yahoo!™ Mail Account Setup – 55 minutes
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	Goals:

· Reinforce keyboard and mouse skills 

· Continue students’ introduction to documents

· Introduce and use reply, forward and delete functions in Yahoo!™ Mail

· Introduce address list feature


	Suggested Actions:

· Have all students access their Yahoo!™ Mail accounts.

· Brief discussion of challenges and discoveries.
· Have all students send mail to each other
· Lead students through replying, forwarding, and deleting messages.

· Help students start personal address lists

· Show students how their Yahoo!™ Mail organizes messages into folders.

 
	Notes: 

Students should have the Using Yahoo!™ Mail handout handy.
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Wrap-up and Evaluation – 5 minutes

	Goals:

· Give class a good send-off 

· Help students close their computing activity 

· Help students remember all of their materials

· Collect student feedback


	Suggested Actions:

· Assist students in closing open applications.

· Ask students to complete Session IV Feedback sheet.

· Provide students resource information on additional classes.

· Inform student of open lab times.

· Encourage students to use the Seniors Training Seniors Website for training tips and news on other classes.

· Collect evaluation forms.

· Assist students in remembering all of their materials.

· Check for items left behind.

· Fill out Instructor Feedback form for Session IV.

 
	Notes:
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