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Comma Productions Professional Development Program

Level 1: Getting Started

Lesson Plan and Background Notes
	Lesson Title:
	Getting Started



	Subject Area:
	Technology



	Grade Level:
	8-12, College



	Lesson Summary:
	1. Introduction to computer hardware

2. Find the common elements in all Windows compliant software.

3. Learn the nomenclature for the Windows Interface
4. Use a toolbar
5. Learn rich text editing

6. Save files



	Learning Objectives:
	1. Students will become familiar with the hardware components 

2. Students will learn elemental tasks with the mouse including point, select, double click, resize, and drag and drop

3. Students will apply elemental mouse functions to create a picture in Microsoft Paint

4. Students will use the Formatting toolbar in Microsoft Word to apply text formatting to a simple sentence

5. Students will save their work



	Benchmark:
	1. Standardized testing of Windows nomenclature

2. Demonstration of competency with the mouse



	Approximate Time:
	4 hours


	Prerequisite Skills:
	none

	
	

	Materials and Resources Required

	Technology:
	Computer(s), Microsoft Windows, Microsoft Word

Computer hardware



	Printed Materials:
	Chapter 1 of the Guide

Exercise sheet

Microsoft Word Buzzword Bingo



	Note to instructor:
	These classes are designed for Newbies; people who have never been on a computer before. The hardware demonstration physically identifies the components mentioned when a computer boots up: the BIOS on the motherboard, the RAM, then the hard drive and other daughter boards. This is a simple exercise designed to demystify the computer. This is not an hour of jargon and technical terms. Keep it simple. Most people have never held RAM in their hands and they are curious.

During the segment called, “A Look Inside the Box,” please demonstrate the right way to clean a computer, load a CD, and how to handle floppies.

	Procedures:
	Which Window is Which? (.5 hour)

Review the Windows family and distinguish how each operating system is different. NOTE: changes in hardware prompted the direction for Windows development. Suggested resource: www.Microsoft.com
We Do Windows (.5 hour)

A directed responsorial demonstrating: select, open, close, drag and drop, the functions of the sizing buttons, the borders of the Window. It is important that users learn to work with two or more Windows and to identify which one is the Active Window.

Paint Me a Picture (.5 hour)

1. Students will use the Start menu to open Microsoft Paint and create a logo for their company.

2. Students will use the toolbox to change functions.

3. Student will save the picture on the desktop.

Beginning Microsoft Word (.5 hour)

1. Students will use the formatting toolbar in Microsoft Word

2. Students will drag and drop text

3. The Word document will be saved on the desktop

Write Me a Story (.5 hour)

1. Students will use Copy, Paste, Undo

2. Students will experiment with Rich Text

3. The Word document will be saved on the desktop

The Case of the Missing Task bar (.5 hour)

Prior to class, the Task bar will be hidden

1. Students will locate the hidden task bar

2. Students will use the Settings to change the Task bar back 

3. Students will navigate the Start menu without a mouse

A Look Inside the Box (.5 hour)

Gather hardware components for hands on demonstration of hardware. Suggested source: local computer repair shop will have broken hardware

Start on the Right Foot (.5 hour)

1. Students will use different views for My Computer

2. Students will create a new folder and rename it

3. Students create a folder hierarchy

4. The Word documents on the desktop will be copied, and moved to the new folders

5. Students will delete a sample file and restore it from the Recycle Bin

Challenge Series (none)

The remaining time for the first week should be devoted to the policies and procedures for the computer lab.



	
	


Background Notes


Simplified Architecture

· The operating system provides functionality, file management, and the graphical user interface.

· This architecture imposes Windows standards on the applications.
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Which Windows is which?

· Windows 3.x Desktop system (1992)

· Uses Program Managers and File Manager

· Basically, a stand-alone machine

· Runs on DOS

· [image: image3.wmf] 

Simplified Overview

 

Hardware: 

Motherboard, CPU, controllers

 

Hardware Abstraction Layer (HAL)

 

Operating System

: Windows95, Windows NT

 

Application Program Interfaces (API’s)

 

Applications: 

Word processing, spreadsheets

 

Required some programming knowledge to add new hardware

· Windows for Workgroups 3.11 (1993)

· Uses Program Managers and File Manager

· Offers network connectivity, e-mail, remote access

· Windows 95 supercedes Windows for Workgroups 3.11 (1995)

· Focuses on connectivity: by LAN, WAN, and the Internet.

· Provides a real desktop

· Introduced the Start menu

· [image: image4.wmf] 
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Windows 98 upgrade to Windows 95 (1998)

· Built in Internet awareness

· Optimized for gaming

· Will be replaced by Millennium

· Windows NT Server and Workstation (1994)

· Robust administrative tools

· Business operating system

· Secure, robust, scalable

· Windows 2000 Server and Workstation (2000)

· Upgrade to Windows NT 4.0

· Includes Plug n’ Play hardware detection

· Improved Computer Manager Console
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Two separate development paths

The Windows 9.x series evolved from MS-DOS software. Windows 95 was designed to provide a Graphical User Interface (GUI) yet maintain compatibility will the legacy MS-DOS applications on the market.

Dave Culter, a senior developer at Digital Equipment Corporation designed Windows NT. The Culter team earned a reputation as the world’s best programmers by designing DEC’s stable, robust mainframe operating system VAX/VMS. Microsoft brought the entire team over to Redmond to develop an operating system for the PC. The Windows NT family includes: Windows NT 4.0, Windows 2000, and Windows XP.
As a result, Windows NT inherits many of the characteristics of a mainframe computer: security, stability, and administration. Windows NT, like a mainframe, has C-2 security, whereas a user on Windows 9.x can cancel out of the security log on screen. Windows NT handles hardware differently than Windows 9.x. The NT architecture maintains strict control on the hardware: no software application can directly access the printer, for example. All calls to the printer must pass through the NT Kernel. 

Basic Windows 
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Title bar

Windows Nomenclature

Menu bar

Tool bar
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Drives

Sizing Buttons
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Window Borders


“We do Windows”

· Using the mouse

· Click selects an item. Click also launches an action on a menu or dialog box

· Double Click launches an application

· Drag and Drop 

Select an item by clicking on it once. Hold down the left mouse button and drag (move) the object. Release the mouse button to drop the object in place.

· To move a window: click on the title bar, hold down the left mouse button. Drag and drop the window to where you want it.

· Scrolling for information

· Click and hold the up or down arrow on the scroll bar to have the list move slowly up and down

· Click once in the middle of the scroll bar above the box to page up the list, below the box to page down the list.

· Change the size of your windows 

· All windows have borders. When you place your cursor on the border, the mouse changes from a white arrow to a black two-headed arrow.

· Now, click and hold down the left mouse button on a Window border, drag to the window size you want, then release the mouse button.

This is a simple exercise to show that everything is a Window, even the task bar. Take a half hour to have the students resize Windows, navigate with the Task Bar, and get comfortable with Drag and Drop. This is a good point to show that all Windows have common elements: a blue title bar, a menu bar, and a status bar.



Using the sizing buttons on the Window’s title bar
· Clicking the minimize button in the upper right hand corner of an application reduces the application to button on the taskbar by the Start button at the bottom of your monitor. The application is still running, but the Window is minimized and “idled” on the taskbar.

· The middle sizing button enlarges or reduces the size of your window.

· The last sizing button, the X, means “exit” or close the window.

Welcome to Microsoft Word


Title bar

Menu bar

Tool bar

Minimize, Maximize, Close

Cruising the Word screen


Ruler

Formatting bar


Status bar

Note: There are two sets of sizing buttons. The buttons on the blue title bar belong to Microsoft Word. Clicking on this X closes all documents and shuts down the application. The bottom set of sizing buttons belong to the current document. Each document has its own controls.

A Closer look at the tool bar
Undo

Cut, Copy, Paste

Help

New, Open , Save

Zoom control

Print, Print preview, spell checker


Working with text

Entering Text

· Click on the clean sheet of paper. Start typing

· Use the return key to start a new paragraph. MS Word automatically wraps text to the next line.

Selecting text: a word, a paragraph, or a line of type

· Double click on a word to select it. The word will look like this : Microsoft
· Triple click to select an entire paragraph.

· To select a line of type, place your cursor between the edge of the paper and the first letter of type for the sentences you want to highlight. The cursor changes from an I-beam to a white arrow. Click and hold your left mouse button to drag and select the type you want.

Editing text

· Drag and drop editing

Select the text. Hold your left mouse button down. The cursor becomes a white arrow with a small dashed rectangle under it. As you move (drag) the text, a little vertical line indicates the insertion point.

You can drag and drop entire paragraph or page. 

· Hint: When moving a large block of text, use the Zoom control to view two pages.

Making corrections

· A red wavy line under a word means that it is misspelled or does not match a word in the dictionary. It looks like this: Microswift. Click on the text with your left mouse button: then, right mouse click to see the short menu or spelling choices.

· A green wavy line indicates a grammar check. Select the phrase and right mouse button click to view a suggestion for rewriting the sentence. 

· Hint: click on a word or phrase to get close to where you want to edit. Then use the arrow keys on your keyboard to navigate to the edit point.

Formatting text

· Double click to select the type you want to edit

· Select an option from the formatting bar: bold, italic, underline, align left, align right, center, justify, etc.

Sizing Buttons
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