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Bienvenidos!

INTRODUCCION

Hello!

Respetar a todos
Levante la mano si tiene una pregunta
Solo una persona habla a la vez

METAS/RESULTADOS...

e Aumentar su conocimiento sobre las computadoras
e Par ayudar a su hijo y su Centro de Padres con la tecnologia



Que vamos a aprender hoy?

1. Revision
* Encender la computadora

e Teclado
* Mouse/ TouchPad
e Como seleccionar texto

2. Creacion de un Calendario

* Buscar el Word documento

e Anade Eventos
e @Guarde el documento

3. Creacion de una cuenta correo
electronico

 Escribir un correo electréonico

* Responder a un Correo Electrdnico



Seccion 1: Revision



Encendiendo/Prendiendo La Computadora

<+ Computadora de escritorio

tiene 2 botones que hay que
niilsar nara encender

“»Las computadoras portatiles tienen 1
botdn que hay que pulsar para encender




Teclado
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Touchpad Left (main) Right
mouse button mouse button






Revision COmo Seleccionar Texto

1. Arrastre el

@l ﬂ ') Jis Documentl - Microsoft Word R=RACE. X
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d e S e a C a m b I a r |-| Onthelnserttab, the galleriesinclude items that are designed to coordinate with the overall
‘ look of your document. You can use these galleries to insert tables, headers, footers, Ilsts,

You can easily change the formatting of select i text inthe documenttextby choosinga
look for the selected text from the Quick Styles gallery on the Home tab. You can also format
text directly by using the other controls on the Home tab. Most controls offera choice of

| 2| using the look from the current theme or using p format that you specify directly.




2
9
16
23
30

March 2014

3
10
17
24
31

Su Mo Tu We Th Fr Sa

4 |5 |6 |7 g8
11 112 | 13 | 14 IS
18 | 19 | 20 | 21 =S
25 | 26 | 27 | 28 e

Seccion 2: Calendario en

Word



Haga Clic a ” Start”

Haga Cl |C en ”A" 94 2003 ,, Remole Asgstance m Mcrosoft Office Tools ’
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Abriendo Calendario En Word

Haga clic en
"File"

2. Seleccione

"Nuevo"




Abriendo Calendario En Word

Haga click

“On my
computer”

’
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Abriendo Calendario En Word

1. Haga clic “Other
documents”




Abriendo Calendario En Word

1. Seleccione "Calendar
Wizard,”

2. Seleccione "OK" to
para crear su
calendario

Templaes R Y L. ™

| General | Legal Pleadings | Letters &Faxes | Mal Merge | Memos | Other Documents | publications | Reports |

@ -:, @ =)

Click OK to install additional
templates and create a new file,
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) Template
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Recuerde que debe utilizar

Referenﬁ Mailings f

. BOLD
SIZE ;
CENTER o ) e e

s W e

v" Recuerde que debe seleccionar el texto




Guardar Archivo

1. Haga clic “File”
2. Haga clic “Save”

9-0l=
Home  Inset  Page Layout

Documentl - Microsoft Word
References  Mailings  Review  View

&y

Protect
Document ~

Recent

New @

Print Checkfor |
lssues ~

Save & Send

- Q)

) Options Maciooe

a Exit Versions ~

:L' iniormation about Documentl

Permissions

Anyone can open, copy, and change any part of this
document.

Prepare for Sharing
Before sharing this file, be aware that it contains:

% Document properties and author's name

Versions

A) There are no previous versions of this file.
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Seccion 3: Crear una cuenta
de correo electronico



1. Abre un motor de Jne account. All or Googile.

busqueda
2. Escribe gmail.com
en la barra de buscar
3. Haga clic en el texto
azul que dice "create
an account”




1. Llene la informacion
en la pagina
2. Vamos ha crear un
nombre de usuarioy p~Me o ! @

contrasena
3. Anote su usuario y
contrasena

Mobile phone



1.

Complete la
CAPTCHA.

Esta es una
verificacion que
garantiza que una
persona real la que
esta haciendo la
cuenta

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 Poliza

1. Haga clic si accepta
los terminos de
google

2. Haga clic en
Siguiente

Location

4»

United States

| agree to the Google Terms of Service and
Privacy Policy

Next step




Haga clic en el botén que

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

C' 3 https://mail.google.com/mail /u/0/#inbox?compose=144b2 1ae973a4baf @a0Q gy EJ o ¥ =

dice compose. <

Share 0

Google e el @

Gmail ~

En el primer cuadro donde

box (1,663)

dice TO:, escriba la direccig

tarred
de correo electronico imporan
Sent Mail
evelyn.larios Drts 5
» Circles

Deleted Messages

Personal

Escriba Comida favorita en el §-

Try now

Unable to reach
Gmail. Please check
your internet
connection or

segundo cuadro. El tema

permite saber lo que el o
correo electrénico se va a
tratar

.

Haga clic en el botdn que
dice Send

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

1-50 073,692 > 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

Welcome to the Family - Hey Evelyn, Yi

evelyn larios@lausd.nest

[priceundgra-1] 2014 HSSO Executive Favorite Food _

APA California 2013 Annual Report - A

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

Evelyn Larios

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

333 South Be Avenue - 11th Floor

Recruiting Center: Registration Confl oail: evelyn,

(no subject) - https://careers.collegebo

[priceundgra-1] Upcoming Career Servi

(no subject) - http:/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

[priceundgra-I] Schwarzenegge!




Responder a un Correo Electronico

1. Busque ensu 800 s -eems
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entrada, haga clic Clckbere o enaedestop notfcatons for Gl Learmmore Hie
Gmail - O || @ || ww 003 () Q-
en el mensaje que =3 -
COMPOSE Promotions EAZT
. . 7 D Primary '.; Socel Baskin-Robbing, Omar Brownson
rECIbIO I Inbox (1,63)
Samd Oy ® me Favorlte Food - Strawberries - Evelyn Larios LAUSD Intensive Support and Innovation Center (ISIC) Parentand ~ 10:23 am
mportant 0w \d [priceundgra-/) New Price School faculty - Dear Price Community, | am very pleased to announce the appolntment ~ 9:54 am
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Responder a un Correo Electronico

1. Hagaclicen
donde dice reply

Google

Gmail ~

COMPOSE

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

»+ Circles

Deleted Messages

Personal

o [elm
Try now

Unable to reach

Gmail. Please check
your internet

R n +Eve
Click here to enable desktop notifications for Gmail. Learn more Hide
! ]
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“

Le Cordon Bleu® Culinary - lecordonbleu-hollywood.com - Hollywood Classes Start 4/17. Learn More. Enroll Now!

Favorite Food ~  inbox x

= B
') Evelyn Larios <evelynelarios@gmail.com> 10:23 AM (O minutesago) =~ &~
! tome |+
Strawberries
Yy

) 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



1.

Responder a un Correo Electronico

Se abre un cuadro.
Aqui es donde usted
escribe su respuesta
Haga clic en el botdn
gue dice send

M Favorite Food - evelynela: x

€ > C [ https://mail.google.com/mail/u/0/#inbox/144b22b61740d0a7

Google

Gmail ~

COMPOSE

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

» Circles

Deleted Messages

Personal

B -

Try now

Unable to reach
Gmail. Please check
your internet
connection or
company’s netwo
settings. Help

Search people...

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

‘ . +Eve
 Click here to enable desktop notifications for Gmall. Learn more Hide

“ (1] (] | 9- More ~

Le Cordon Bleu® Culinary - lecordonbleu-hollywood.com - Hollywood Classes Start 4/17. Learn More. Enroll Now!

Favorite Food > lnbox x = B
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lecordonbleu-hollywood.com



Recurede
Practique! ©



