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INTRODUCTIONS

Hello!

Respect everyone
Raise your hand
One speaker at a time

OUTCOME...

 Increase your knowledge of computers
e To help your child and parent center with technology



We are going to learn today

1. Review

Turn On

Keyboard

Mouse/ TouchPad
How to Select Text

2. Creating a Calendar on Word
* Find Word Doc
* Add Events
e Save a document

3. Create an Email Account
 Compose an email




Section 1: Review



Turning On A Computer

“ Desktop computer has 2 buttons | aptops have 1 button that you have to
that you must press to turn on oress to turn on
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Touchpad Left (main) Right
mouse button mouse button






Review on How to Select Text

1. Drag your
mouse to

select the text

you want to
change
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On the Insert tab, the galleriesinclude items that are designed to coordinate with the overall
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Section 2: Calendar In

Word



Click ” Start”
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Opening Microsoft Word Document

1. Click “File”
2. Select “New”




Opening Microsoft Word Document

1. Click “On my |

computer”
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Opening Microsoft Word Document

1. Click “Other
documents”
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Opening Microsoft Word Document

_ S -

. Select "Calendar

| General | Legal Pleadings | Letters & Faxes | Mai Merge | Memos | Other Doauments | publications | Reports |

Wizard,”
2. Click "OK" to create
your calendar.
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Preview

Click OK to install additional
templates and create a new file,
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function that we learned last time




Saving File

1. Click “File”
2. Click “Save”
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 Home

Documentl - Microsoft Word

Inset  Pagelayout  References  Mailings  Review  View

Recent

New
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Save & Send

Help

) Options
Ed et

t iniormation about Documentl

Permissions

ﬁ Anyone can open, copy, and change any part of this
document.
Protect
Document ~
Prepare for Sharing
@ Before sharing this file, be aware that it contains:
Check for % Document properties and author's name

Versions

A) There are no previous versions of this file.



Gmail

by Google
L

Section 3: Create An Email
Account



GMAIL.COM

Google

1. Open a search engine One account. All of Google.

SIgN In to continue to Gmail

2. Type gmail.com on
the search bar

3. Click the blue” create
a account




1.

Fill out the information

on the page
Come up with a
username.
Come up with a
password
Write down/
remember your
username &
password
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Birthday

sender

Mobele phone



1.

Complete the
CAPTCHA.

This is a verification
tool that ensures that
a real person is
creating the account

johndoe 1131@gmail com

Prove you're not a robot

Skip this venfication (phone verification may be
required)

Type the text:

Location

United States

<«



GMAIL Policy

1. Agree to the privacy
policy. Location
2. Click Next United States

4»

| agree to the Google Terms of Service and
Privacy Policy




Click the button labeled

806 / Minbox (1,663) - evelynelar x |

€« C' £ https://mail.google.com/mail /u/0/#inbox?compose=144b2 1ae973a4baf

P How ™=

Compose.
Google
Then a new message box

Gmail ~

comes up. In that box

box (1,663)

type the email address

Important

evelyn.larios@lausd.net

Drafts (56)

» Circles

where it says To:

Deleted Messages

Personal

Type Favorite food in the g.

Try now

Unable to reach
Gmail. Please check
your internet
connection or
company’s network
seftings. Help

email subject. The subject
lets people know what
the email is going to be
about

Click on the send button .

“ +Evelyn i @ Share 0

Click here to enable desktop notifications for Gmail. Learn more Hide

C More

& Primary

Knott, Jack H.

Jones, Chelsea

Gihan Perera

Curran, Megan

California Chapter, Amer.

me, Amber (2)

me

College Board Careers

USC Price Office of Care.

me

4lausd

Patricia Martin, Directo.

AmeriCorps VISTA

Rodgers, Constance

1-50 of 3,692 > o

s2  Social @ Promotions +

[priceundgra-I] New Price School faculty - Dear Price Community, | am very pleased to announce the appointme 9:54 am

[priceundgra-l) URGENT: Change in N Favorite Food 2 X
Welcome to the Family - Hey Evelyn, Yi evelyn larios@lausd.nest

[priceundgra-1] 2014 HSSO Executive Favorite Food _

APA California 2013 Annual Report - A —

LAUSD Intensive Support and Innovation Center (ISIC)
Parent and Community Engagement Unit

Strawberries
(no subject) - Thanks | will apply to the | —

(no subject) - https://careers.collegebo
Recrulting Center: Registration Confl email: evelvn larios @lausd.net
[priceundgra-l) Upcoming Career Servi

(no subject) - hitp:/icollegespring.org/lo

Met at Student First - Hello Evelyn, Nice

You're invited to join AERA - You are Ir

Webinar: Living on the Living Allowanc va

[priceundgra-|] Schwarzew A D +

[ 1}



Replying to Message

1. Look in your inbox

M Inbox (1,663) - evelynelar X

€ - C { https://mail.google.com/mail /u/0/#inbox @MDQﬁ] e g

click on the

message you

received Google - wn g sm )

Click here to enable desktop notifications for Gmall. Learn more Hide
Gmail O~ ¢ More * 1-5003693 ¢ > Q-

Q Pinay % ool Promotoes E]

Baskin-Robbing, Omar Brownson

I Inbox (1,663)
Saned Ow® me Favorite Food - Strawberries - Evelyn Larios LAUSD Intensive Support and Innovation Center (ISIC) Parent and 10:23am
Important 0w Kn’ [priceundgra-I] New Price School faculty - Dear Price Community, | am very pleased to announce the appointment ~ 9:54 am
Sent Mall ,
]~ Jones,Chelsea [priceundgra-|] URGENT: Change in Nam's Walk-In Hours Today - Greetings Students, Nam will nothold walkinh -~ 9:05am
Drafts (56)
) Clrcles ['| - GihanPerera Welcome to the Family - Hey Evelyn, You have been successfully added to our list of supporters. I will keepyouup ~ Mar10
Deleted Messages [| ~ Cuman,Megan [priceundgra-] 2014 HSSO Executive Board Candidate Submissions - HSS0 2014 Executive Board Candidate Su ~ Mar10
Personal

[+ Calfornia Chapter, Amer.  APA California 2013 Annual Report- APA Callfornia's Membership eBlast ls this emall not displaying corectly? Vi~ Mar 10
[ V0 I



Replying to Message

1. Click reply o

Gmail ~

COMPOSE

Inbox (1,662)
Starred
Important
Sent Mail
Drafts (56)

»+ Circles

Deleted Messages

Personal
S
Try now

Unable to reach

Gmail. Please check
your internet

- +Eve
j Click here to enable desktop notifications for Gmail. Learn more Hide
“ o [ ] n- - More ~

Le Cordon Bleu® Culinary - lecordonbleu-hollywood.com - Hollywood Classes Start 4/17. Learn More. Enroll Now!
Favorite Food ~  inbox x &5

') Evelyn Larios <evelynelarios@gmail.com> 10:23 AM (O minutesago) = &~

’ tome |+

Strawberries

Click here to Reply or Forward

Le Cordon Bleu® Culinary Ads — Why this ad?
Hollywood Classes Start 4/17. Learn More. Enroll Now!
lecordonbleu-hollywood.com



Replying to Message

1. A boxopens. Here is
where you write your

response 18010 marwore ot -eramer N

2 Cl iCk on the send €« >C [ https://mail.google.com/mail/u/0/#inbox/144b22b61740d0a7
Google | - +Eve
button Click here to enable desktop notifications for Gmall. Learnmore Hide
Gmail - “ (1] - - More ~
Le Cordon Bleu® Culinary - lecordonbleu-hollywood.com - Hollywood Classes Start 4/17. Learn More. Enroll Now!
I Inbox (1,662) Favorite Food =~ imbox x &8
Starred
Important y :)v::n Larlos <evelynelarios@gmail.com> 10:23 AM (0 minutes ago) N
Sent Mail Strawberries
Drafts (56)
» Circles
Deleted Messages
4 ~  Evelyn Larios (gmail.com)
Personal
o- [ o lm Thats awesome|
Try now
Unable to reach
Gmail. Please check
your internet "o
connection or
company’s network B
seftings. Help md b+ i -
Search people...
Le Cordon Bleu® Culinary Ads — Why this ad?
Hollywood Classes Start 4/17. Learn More. Enroll Now!
lecordonbleu-hollywood.com




Thank Youl!

Remember_to
Practice!©




