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Designed for High Engagement

And Easy Implementation ‘e

Student Packets
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1] Office 365

Basic format of these activities

New skills

introduced —5
Create a poster in tabloid size using a Change the size of a document : .
te p - y - te p draw tooland a footer Sl ol
: - o Steps to

JOD #6 Insert Word Art a

Insert a Foote

lan is making some 11”x 17" posters at a local print shop. Create the artwork refe rence

for the poster. i . = i
1. Open aWord Document and change the sizeto 11" x 17" Tabloidby =" e &
going to the Layout tab and selecting ‘size’ and then ‘Tabloid". r q u |Ck
2. Change the orientation of the poster from portrait to landscape by going #1 e Vi sua l
| QUICk Vlsuals Step by step

to the Layout tab and selecting the orientation on the far left.

This is a poster for the children’s activities on Saturday e

'_“ﬁ-—-
. . —
Instructions.
Hola Hoop Jump Time
Tumbling Time Prom pt
Crafts at the Arcade
$1.00 Hot Dogs number
—
$1.00 Slushy .
BOGO Arcade Games q uic k
4. Insert a Footer by going to the Insert tab and selecting ‘Footer’. Choose the EN Y refe rence.
‘Blank’ option. In the footer, type Sky Vibe (and insert the copyright symbol). Fec "

&  Microsoft —
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WORD: 21-Page Printahle Packet for Stucents

Quick Reference
Employee Training — B Microsoft Word Discovery Exercise e e IMlcrosoftWord Discovery Exercise
f Format table . 3
Job #10 e Quick Referenc OExe;?ﬁQ tzmm [ Crangeasegass Exerc;s?d #2 Exercise #3
&0 A ] pen & bank Micrasaft Woar mant. Farmat Continu
e Microsoft Word Table Components || foma | ,
a on @ -0 - 2. Chang nof ths page o | —Go'to the Layout tab, select ‘Orientation’, seiset "Lands Sreet 1. Open ablank Microsoft Word Document.
z ¥ # After the table is populated.... Mnsant
ercise #1 . ‘ 3. Create a2 column 11 row table.—So10 the Insad tab, selact “table
8., Choose the Austin Sidebar’ option and insert the followingtext in the sidebar teadbox, - ’ i : v
1. Open a blank Word Dacument. b fuge e 4. Changsthe tablsfommat—Sslect the sntine tables. B surs not 1o highlight beyond the tabls. Right cick, got 9. Insent a watemark-.Click on ihe design tab and sslect the Watemark’ aption. Select "Custom Waterm 2. Change the orientation of the document landscape. --5o tothe layout tab and select the ‘Orfentation”
7. Type the followingin the Austin Sidebar Textboo. 2. Insert 8 10 column, 14 row table by going to the Insert tab, aelect “Table'and click on on the ‘Row’tab and check the “Specity Height' box. Set the row height to 0.5 P . Click the text boux. In the Text” window, type Discovery. Malke the watermar option and then “landscape’.
- “Insert Table'. 5. Changethe page size to tablold.—Goto the Layout tab, select the ‘Size’ option and select Tablold' 10. Find & word and replace it--Go to the home tab and select "Find'. Atask pone will open on the left of ours : 2 5 = =
3. Makethe column headings the titles for aach of the tabs on the tool bar of the Microsoft 6. Merge the first row and add the heading, ‘Microsoft Word ¥ #2". Bold and the hea 't::‘::::i'szm::dg:q‘;m:::?:;m‘?n:::tmeI:;t:Iet:::mi;mimnml?i:::zm‘ 3. Insert WordArt to_crea'(ea he_admg toread ‘Making Lines and Borders". Use the
slze 48, z e 3 1 WordArt formatting to make it really stand oUt —Go to the insert tab and select WardAn and use the

formatting tools in that section.

Mhabiatha fant in tha sat af tha fakls sive 18

o Word interface starting with *File’ and ending with ‘Help”.
Training Needed
. R ——

Party Paper,

11 Gnonmlne wmriowuow -Highlight the first row of the toble and select Table Design’. Go to 'Shad|

Quick Reference
-

882 page borde

Quick Reference Employee Training | Sont alphabetically

.2 Insen a text box
page)’op Job #10

Create a list of employees who need training on the new equipment. #2

Insert a 1able
Farmat table
Insert a footer

Party Paper

guick Reference

lan’s Labels

Review

View  Help

Mailngs

5. Insert a dotted line under the SmartArtimage by going to the
Inzert tab and inserting a line shape. You must drag the line where
you want it on the page. Make it go from one end of the page to the

SkyVibe Is going 1o be hosting Birthday Parties. This has the potential for some extra

revenue for lan. Prepare aletier 1o those who wishio have their Binhdayevent hasted at
1. Open a Word Document.

the trampoline park. other.
5 lan is starting some advertisingthrough the mail. He is Train
1. OpenaWord Document and start the letter by saying: % i ; > 2. Type the listof names to the EE T rALALAG
pzcUckonitm o thartyou Steaiet and gogo-Shispa Eorfmat, then in need of mailing labels for the business. d select the Left Align’ b
THINKING OF HOSTINGA PARTY AT SKY VIBE? “shape Outling’ to make the weight of the line thicker. e = flgti ant select ihe Len Alen L LoriLen
mmwm,:ym"mm;mmﬂsgym’, There are 3 simple stops to 7. Cli:konl;hat.iin:_;‘th:ty:uc:‘aztedagainann go on the "Dashes” 1. Open aWord Document. Go to the Mailings tab and #2 ToralTont that ia son, Avaber s:'«—.
hwkwwpﬂ s option make the Une dashed. P . o bl
select ‘Labels’ turag, Jewna -
2. Makethe heading “Thinking of hosting a party at Sicy Vibe?” In size 28 font and select the - w alphabetiring. i ——
“Text Effects and Typography’, Under that text effects, sebect the ‘Glow’ option and stay with 8. Creats the table below the dashed line and atthe bottom of sction’ under Ers. T Rﬂlar k.
@ blue theme. Choose one ather text effect in that drop dewn'te realty makethe heading . = tha page. 2. Select the Avery Mailing Labels that are, anofthe wal, Trevor
stand out. R M il i DA @ Referto thve list of
text 7 i
2.6o to the Design tab and add a thick page border in a blue color. #3/\ m is " I I | e ] eimaees . P -per, Riley _l

Quick Reference Quick Reference

Use a heading style
Insert a signature line
Insert a symbol
Apply a watermark

Activities Poster

Liability Waiver
Job #4

oo Relewcrs Vel e Vew Gep

|

n need of a menu 1o hang in several
atching.

Allbe o cor
It needs to!

m | o B

There will need 1o be a legal wahver for all wha ane visiting the ialscheduletora - s various age and is making some ers ata local p #1
rampoling park to sign.  the poster. 1pen a Word D r und color to yellow by goingto the
1. Open a blank Word document andwse the Heading option on the Home tab. P B p : - Jusign’ tab and &) fthen ‘Page Color'
sad - rentand cre: schedule. Createa na Wi han, i biloid by
The heading of this document s Sky Vibe Liability Waiver. Center the b okl eyt :o'?:s mm"e":o ni[fﬂif:a:,:‘en Aoid by \dd o page border 10 the Page Color lcon. Mokayour
2. Type the following legol agresment below. Makethe font 14 size andal 4 5 . = width 30 pt and go ¥t border selections from the drop down
3 der using the 5| n the graphics to the < : Ist. Click OK
Botld the name of the business and make 1t size 16 fontand NOT in all 2. Change the oriel oster from port pe by going Ust. Ll ance v:-u.-n-.-u s
Wy All-Caps? The uie to the Layout tab the orientation il Type the items below. jont, UseWordist for the menu title and N
A Al-Capsin contracts Rt usa ‘Outline’, ‘Shadow’, ‘o make the title stand out. Ba sure to
Jn of the poster 3. Thisisaposter! makethe font big enough 1 HiL the whole documnent 5o thatit is sasy to read fram a ] Illl'l Il

arices fraem logal

activities on g Usethe -
10ingon the D *”’ e distance. |
¢ the option sl
] P T v Sy € l";ﬁ----

notepaper Draw
'Format Backgrou

.on, and then Lan

Footlowg Hotdoa 44.50
mple 3 : i - : 5
p - ess Letter: T an e J—— Quick Reference = Nachos § Cheest 4=.50 )
__]__b_ Format a table Bullets: - sLi«:caf'Pi'z 04250 = .
. ob #1 1an Ispununmmsdmnmnrnﬂ:nm ingn business cwnr | Hnwllmmliemplwnn Howas given the R T R Rt - wialking Tacs 44 .50 = IEEAE
- letterin PR et I3 e < e o []l oo
an inan ings Bank. - g L e . e L} v
d respond to i 16 the bank pay . ’ =
wwock format S — e |
Lan"s acidross 48 1he return ross for tter, e -
WITH OUT a bottom, left and r nent by goi Use the followingaddress for the letter address:  Linitod Savings Bank B o0 Arcade Games Apply borders & shading|
Layout tab and sel 620Nash Straet ¥ @ Format table
: M o, PA 15069
letterhead. This se his address as the 18l audress. Date: October 1, 20— i
Salutation: To Whom it May Concarn
let‘ter h asa retu n 4. Use lan's address as the return address. Bodyof the letter: lan will ba g g fron company, T
1 v wiriting this lotter to includle sl of neoded by n. requested a list of 10 ganmes that he s requesting. He asked you to make alist nl' 10 arcade - = 4

Pl
Badow you will find o lise of things that | must do in order to startmy business. | iso included & table

mes thatyou thinkwould be a goodfit for his teenaged target market.
withthe 3 porsonal references that you asked for, gai Yo B B get

Prepare a table in Microsoft Word thatincludes 10 arcade games that you feel would be

popular armonga teen audience. If you need help withthis, search the web for “top arcade Q
games"

Title the table “Arcade Games Requested” In the first columa, number them 1-10.The
second column should inchuds the nameof the arcade game. Include o third columin that

4. Use the date September 17, 20--.

address instead.

for abusinass loan. |

o ¥ :l
havefaith ehar, V3 by o =
*Bo sure 1o list ™ " nftary the letroe.

5. In the body of the letter say:

s i o R B B8 Bt R

ltwas a pleasure to meet you as well. Thank you 50 much for

e R e N e S RN el

( o g o s s b b o kT s e
-

Microsoft Word

kurmndanume usingthe free version of
ft, seme tools and functions will not be

Basic format of these activities Table of Contents svallabie o her. | Create a formal business letter:

i Job: kil H
NTW:k'llsd ohe — Sklialoamoc This is an example
intreduce Jeb¥ Latees [ o
Create :m:ﬁﬁi{nﬁm n;w'ﬂ Quick . Job#2- B | Apptybutiats, Format atable Reference A of aformal
Job #6 M AR Sr:;:s:‘e":’ce sobra ' Barading, ]' } e i DUSINESS letterin
AT e 1 17 o . ot i Wi o e e = (Y fora i Job#d. Y | us Insert a sig . Inserta symbol, Apply s watermark ] i “assien block fOrlTIat
— = ' {
iy s nd st e quick Job #5- Activities Postar | Usathe Design b Acpty Changs the . | Date WITH a letterhead.
i it s d alsching i o on ha ity visual. Job #6- Children's Acthvities Changs the sizeof . For nd, Insart Word Art, Insart it poteirass
2 o ; e Foatar
Stepby step e o - - Job #7 - ConecessionStand Use the design 1ab, Change the page color, Apply a page border withartwark | e alitation
instructions. | W E B R A T8 ) o o Job#5. Party Paper Iresart Waord Art, Apply taxt offects, S0t Marging, Insort Smatdr, Format Smatan, Insen shapes
roaa. Eter the Gt by SRR evary othe ling 1o maks The poster Forrrat Shapes and toble, insart o table, focter, & o symbxl. c = t
priivy

e s —=- Barturday Morning Activities for 124 under ’\ o e Ll i = | Ompanleso il

Mala oop Jum Tima 7 o - W their own letterhead at

™ Tima k| Prompt Job #10- Employes Training Som alphabetically, inaer atex Box, Insert o text box, insen the date, & insert a facter o Beee o v el e e s s e, v
Crafts a1 ihe Acade L i | b T T A Bodyoftheletter  thetop ofall
LB 1,08 104 Dogs _— | number | s e scros o e comac s 1 007 e e correspondence to
3100 Stusbey 7’ 3

BOOD Arcade Games quick f : .
& Wamart & Footer by going V0 e Inaert tals and setecting “Footar: Clisses e reference. Exercises Skills learned Complemartary Close dlsplay their business
L T S T — [ 7 = : ; brand and present

i - -+ ek : L T P et :
Exorcine 82 Discovery Exorcise Change the orientotion, Inser o tabde, Format table, Changs the page size, Formatfon professmnally prapared
s . Name of author
A comprehensive collection of lessons to prepare JOS— : e communication.
. . Exsrcise 53 Making Lines in Word Changa £ n :
teens for a productive future in the workforce. scutonciaritues
is an attachment
5 py
2 [ —— :

Bt L8150 Wi Dt Lsigh
AT ey

Busirass Laus stion weh Derss Leigh ©




EXCEL: 16-Page Printable Packet for Students

Format colls
pily Functions M pply farm ’ Apply formulas & funciions | QUICK Reference
e U d A Apply functions and ulas C r l R t t
i NOW efe Forrmat table : 5 :
Payroll Register S hop b se uto Mart useweNowtuncton | Quick Reference arot's hestauran Discovering Microsoft Excel Templates s
pply Format Cells for Currency J b # 10 ~ p
Use AutoFill Feature Q Carol's Restaurant
1. Open a new sheet and name it lob #5. ) — y : 3 289 Calvin Lane kot il L
Riley's Used Auto Mart Carcd Is analyzing how much of her tatal sxpenses are spent 3 Louisville, AR 38446 FUN!

1. Pension= 3% *Gross Pay. 2. Type the data as shown on the Aght. Inventory Price List on maet & poultry. VWit tha rising cost of food prices, she Payments to Accounts Payable e
2. Open a blank sheet tab and name it Job #8' : ; Al b i i needs deta 10 show to her dvisors to get advice on cutting ] Microsoft Excel has so mary ) = W .
3' 1 fos o the righ 2 3. Calculate the adjusted price. To do 80, take the bass BaaPricn  Acomories Oacouds  Proe  Sabes Tus Pl Prce Papmast costs, 3 termpiaies thaiare ruatiad eoall - " —

YDAt A in Ihe pent price, add the additionol accessories and subtract 0.0 o o Muai & Fopor e Y

i : : . e Foulis: L Proi s Bivaciges roacy to mok o document ety
4. Applythe formuila for Gross Pay in cell E3. Gross Pay=Hourly Wage*Hours Worked. the discounts. | -paeca Dy Smas w0 1. Open o new sheet In Excel and name Is Job 410, o Bisders, JoillerProdiets Bevagee YOTAL and save time. To access, open :
5. Federal Tax= will be 15% * Gross Pay. L ! saco o .0 P . N - 5 Excel and instead of clicking on 3
: I ” & Znd Quarter ] Fo} 8

6. Social Security Tax=is 6.2% * Gross Pay. o C:L""%‘;"?’:jz’b:a’; |STM1::Q:IQTS:IMT||N|:MW e P 2. Type the data 1o the right and format the tabls as close as | o e i B A
7. Medicare Tax= 1.4%" Gross Pay e ,,,‘:qsp,,c, D;‘ms W'E 69: iRty bopinged o e yo ol ho T e At SR 4th Quarter 69 233 templates.

5 : = i - | =E4r 1424800 w o - =
8. State Tax =is 4% * Gross Pay. o _ Annisal Totals

i 2 -o . i 3. Insertthe appropriate function in cell F7. Use the AutoFill b Search within the templates In

9. Pension=3%"Gross Pay. Empiers Prpea P o 5. sc;l‘:::::’\‘e the final price. Add the adjusted price and = : T : S s gl
10-"0{?@1-00&3 Pay-(the sum of all 2 ) ool gy [FETES S TS e = 10 mibke 8 doourent 6asy!
deductions) In cell K4, type Lt Fatme eyitige pre 8. Calculate the monthly payment. (lor the purposs of 4. Insertthe appropriate function In cell B11, Use the Notice the categories.

—_— o i b= & this exercise, we will caloulate the paymant without e AutoFil 1ol to extend the tolals scross the row. = =

interesth | =nama

§. To complels the fia foumuls, the tsial formest & S Ienmms_&nmmﬂ:-megte a Vehicle Loan Payment Caleulator ff._:r acarloan wnl_m the following
Apoly formule Quick Reference Gick Rk poultry(C11) must ba divided by the annunl tatals (F11). To e ﬁtﬁf&?ﬂ?ﬁpﬂfﬂfe price, $2,000 down payment, $12,000 trade-in value, 6.20% interest rate, and
Job Earnings Use SUM function A e uick Reference o
Wrap text ccounts Payable Piiladiny
Format Table Apply formuba
Replicate formula ety Toeanita
Insert a chart Use SUM Function Accounts Payable F?m":.“af.‘:::m";. Quick Reference Sl Quick Reference
—_——
You are asked by the Marketing Inc. Company to create a chart of total emplayee 1. Open a new sheet in Microsoft Excel and name it Job #6. Job # ol T Format data
commission and company eamings, Each employes eams 30% commission on total " ] Cantined R
sales 2 Claysville Paper Company needs a record of their Accounts Payable. N - R g e B v sheet and name it Job = = "‘&,-n_a'g"‘"— : -
Each account payable (customer who owes money to Clays\n'lle Paper . Format the numbers in your table to make them professional ; 1
1 sheet in M: | it Job & - 4 and aasy-1o-rend. Highlight all of numier data in your el b report 1o the right) faor| ampany April Sales Report
Opendné I S Excel drel name fJob 45 Company) receives a different discount based on their sales spreadsheet. Right click. Select "Format Cells” and clic| e o 31 employee's sales 2 P P
2. Type the data exactly as shown below. . Use what you have leamed about formatting agreement. Sales tax is 6%. Create the table below. [ 5 ‘Number. Set the decimalplaca to 2 in all columns i (= o . = i
to duplicate the table below. A n o : currenty (or money select and highti = ncell E'l 3 Memba  Lmt  Fen Saley  Sues  Commmion Commimion
Rows 1 &2 are merged umn, clic| dat the top of the = 4| 06624 Bruberry K /00 3000
. and centered from o all colu - To do sa, click o = 97632 Thomas  Lucan. 280 200
3. The employee commission is 30% of sales. Insert formula in cotumn Athrough F. & Number' me tab. Select'E - us the e e )
el D4 =84°C4 2 5 e 3 = matting all o 'ata, fe'\'isirt colum - Replcale | s sl o
hit click, selec d sk the formatts 5 1835 Kramer  Darel 2000 850
4. Replicate the formula to cell D11 Advertising Commission and Earnings for 3. Insert a row above 'Bob's Grill and Seafood'. whelow. : 97610 hal kg moe 100
To do this, click in the gray area over th Lol titles and o wnd make them 2.021,8 e e
5. The company (Markeing Inc. ) calculates their earning from Year Ended 202X Right click and select ‘Insert’. L Nt akzn e Doy 1 GBEYLe Ty 2000 2200
sublracting the employee commission from the &r any dota that ipreadsheet easl and 4 1217 Commo  Krammar 00 100
sales for each Insert formuta in e title row naming : Hndionstp ||| 2663 Suess Duss 00 3200
el B4 _pgg " ‘ C - 2 the print area of the selecting all tabl i L 5483 Bowrs  Karay 1803, B,
84-04 Aevarion P | e ,f,,:."::f: plhaleios aincluding the head 1ge Layaut1ab.a - SeAMAR ;L N i
6. Replicate the formula to cell E11 o oct the ‘Print Area’ of h you would want ¥ ToTALS
7. Uzng the SUM function, tolal colurmns D and E. .
|
Home eaters C
H Th ...Contin Applyformula
ometown eaters d Use SUM function 7
W Format numbars Quick Reference
ApPply
of businesses in Format as curmency
Conditional Fosmat
You are working for Homatown Theaters and have been asked Lo prepard }
displaying the number of tickets soid for each of the featured fims for the ary. 1. Add a sheet to your Exd ne it Job #3 In this task, you have to create a spreadsheet for a Terrytown Travel Co. of e f g
Mow thax ~ulated, format youl all of the cruises bocked e quanier Income for Quarter
1.0pen the Excel spreadsheet with Job #1. Add a sheet at the battom and it sasy to stion ready 2. Typethe data exactly a3 AL, e— I o 4|’ Destmation  Wumber Booked Price per Crise  Income
shied ame il »
"Be sure th 5 from A1 th il i . "
2 yom ot it ey 5 sk on o st 7 Fomstatcd e - = SU s el 2 et et as oot At et |- \ :
7 or ‘Number For in the task pan Row Height to 30 and the Coiumn Width to 30 as needed _— @ -
3 Enter the formula in cell F2 fo work out the #2 1 Festwediin ook 3 Vi Wk 8 Virwen Woek 4 Viewens, Tt Viewsns 100 “Center all data 3. Insest the relevent fomula in cel D3| =B3'C3 e
Total View ors for the week e et e o et w . "Increase the font sze o he titke o size 26 and the subtities peeima b L
=sum(B2E2) L The BestOay et = 0 ) ‘“mga'm 2o tosize 20. Boid the Mie and subiitie. 4 Replicate this formula down to call D10 "
5 Capan hrsaing ol 1 1 3. Add light gray shading to rows by selecting the paint con Icom =5UM(D3:010) -
Reglicate the formula down to cell F11 = ;:?‘:t‘:w ;: :: :\.f Highight cells A1 through F1. Merge & center cells. u:uer u:::;m: tab. Highlight the first row and sach allerrating row 5. Use the SUM function to 1otal the income.
5 Mo Things i inthe City 0 m w2 after to apply the shading. 6 Select the D colum by dicking on the gray ribbon where ‘D" is located v it " =
4 the fomul 13t k out th ¥ The Upnide Ll " 15 10. Evaluate the data in the spreadsheet and fitle in spreadsheet with an appropriate Sede ct the double zeros a5 pictured. Click on the double 2eros to show
F:::t:lam:mfezo:ww:akw ¢ o b, - = . tithe in the new row. (row 1) - it 4. Display the gridlines by checking the box under the view tab. 2 decimal spaces for US dollars
oy T 2 F somu s
=max(B2B11) e — 11 Make the itk font size 18 and bold 7. Select the ‘rummber” drop down bar and select the comrma to separate thousands
p A evssid et # Select columns: C and D at the same time by holding the control ey down while
Replicate the formula across to cell F13. 35 Auerage Viewing Figares 12 Ciick in the tithe cell, go 1o the home tab and from the: paint can icon, sefect ] #4 clicking on both comns. Seleet the § to asd m;?,,mg #6-7 | lccountng
— @ liaht areen fil for that cell B ~~ —
B e i Faaditenal fnemaitonn 1aal in hinkkahi thi cnsoes thae made e 1 eilkon dodls ey %ls
Navigating the Excel Interface i s i i s Quick Reference
. = g : g X T e T Excel Tools and Functions Table el
L > . . free version of Microsoft, Duplicate afunction
I c r o S ° t xc e FiRy e ey e LRTE s ] 1. Each new page in Excel is called a ol e e oeis G e
7o J Bookl Table of Contents notbe svallabls tothem. Usebold & center
* T 1. Openablank Excel Spreadshoet, 8
S Fa e . q - .
2. Each tab in the bookis called a ob a d & Applied 2. Label the columns with the names of each of the tabs on the top of the Microsaft Excel
= ‘Sheet’ Interface. Expand the cells to malce thewords fit as you complete this table.
8 Job ¥1- Excel Tools and Functions Table | Croate and format atable, insert a column, functian, L s bold &
! ‘@' 3.To add a new sheet, click on the + A L (R
- A P 5 & - o Puge pempns Dot Poriew
sign. Name the sheet by deletlngthe Job #2-Hometown Theatars Add L , LS s, min, i roplcate formula i
*, ’ o H g =
word “sheet’and customizing. Job E-Suinses I i P i 3. Listeach of the categories under each tab under each of the tab column headings.
4. Each block onthe grid is called a Job #4-Terrytown Travel Apply formuta, use SUM function, format numbers, apply thousands separators, farmat as currency, " ‘® S [ —————
¥ ‘Cell’ condticnal formatting e
o 2 Job #5-Job Earnings Apply tormuba, wep test, use SUM hanction, replicate formuls, ineent o chan ne BT g g Ee A
i
i 5. ceu_addmsses are named Job #6-Accounts Payable Mergo Calls, wrap Text, Insart Row, spply formula, use SUM Function, set peint area, wrap text (=1 () =
- according to the columns and the .
15 Job #7-Sales Report Appty formiula, use Max, Min, Average & 5 tions, data, nsen chan 4. Highlight the top row. (Cells A1-11} Under the home tab, select Bodd, Canter, and make
e rows. the fant size 15, Drag the cells over to make them wider whene nesded,
i . . Job #B-Payroll Apply Formiulss, Functi apply us Fill Fy ) g )
b 6. Columns are identified by the & f"’“ l“:‘g‘l;: :I"I‘("*: °’I°°:'_‘I':" "r“ F’:r“"“"‘ﬁ l':r‘r:‘: f;:i:':;';"’“:’l‘:""‘:‘:“’“ ;
’n alphabet Job #9-Used Auto Mart Appiy tunction s and Tormulns, e the NOW function, famat G ells for Currency ;:“ww'mn nlph:b:m :::w.u: n'dm:: :‘;w\dmm st
21 -
i : e Job #10-Carcl's Restaurant Formas colls, apply formulas & funciions, format table with shading 6. Usethe first column (that was just added) to numbser your rows starting the numbers
i 7. Rows are identified by numbers. with row 2. In cell AZ, enter the following function:  _ then press Enter.
Tamplate Discovery fonts, colors, and cells. . ow(AL) E
1 1 7. Therswill e a 1im call A2. Howar overthe handla (83 shown in tha graphic to the fgh
A comprehensive collection of lessons to prepare T 51 Soraas okt Ml ag ot T3 vt a1 o
between two columns or two rows, the rows in column A where data appears. Numbers should apgear in order as your drag,
H 1 23 e 2 . i g -
teens fOI’ a pl’OdLlCtlve futu rein the Workforce. 0 you get a cross in which you can 8. Highlight all of the data in the table and select "Center” under the home tab. ::,m...: Mama ot :uv"::v:;:
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POWERPOINT: 20-Page Printahle Packet for Students

Quick Reference
" Forn #1

= O Vamoes feanom Gt on B e

1. Openanew PowerPoint. Go to the insen 1ab and setect ‘Cham”

Lo

Choosa the ‘Pie’ option as shown to the right. Click OK.

w

Populate the Excel Spreadsheet drop-in window a3 shown below. You can drag the
‘window to open more.
- -

1. Open a new PowerPoint and delete any text boxes.

2. Typethe infs i he right.
the bulleted list should be typed by inserting a text box.

done in WordAn and

3. Select the teot Boo and go to the SmartArt icon under the Paragraph category.
Select the drop-down menu “More SmartAst Graphics'

4. Choose'Picture’ andthen select the Title Picture Lineup' graphic. Click OK.

5. Select the ‘Change Colors’ option and select a eolor schama of your
will be the color scheme for your PowerPoint presentation.

This

#4 i
6. Cli n the picture place holder, - ‘Onling Pict 8"
Ik 0 P place . Select i ictune: i an
InsertTable
5 Use Table Design | -
The Book of Me-continued poemetis Quick Reference
O —
2
=) S Shading ~
Page 3-Myfavorites @ iens =
1. Create a slide of your favorites. Do this by insesting a 2 column 7 row tal
row by highlighting tha row, right click, and select ‘Merga Calla’. In that firg —
the title, “My Favosites”. The table should read as such: e
First Column Second Cg -
My tavorite Candy (insert ans III"
My favorite Song (ingert ang
Mu fawnrita Calae Timanet angs s § s
Learning about PowerPoint Presentations ' ca
=
Job#1
conti
Slide 3-Add Glow and Bullets
1. Moveon to the third slide in the deck and make the background
the same color as slide 1.
2. Insert WordArt that says, “Tips for Creating a PowerPoint”. Make -
fo.n't large emugh.lhal it reaf:has from one end of lh_e slide tothe o ]
withabout a ene-inch margin on each side of the slide.
oy
3. Highlight the WordArt and select the Shape Format tab. Select Tex s, s
Effects'and choose ‘Glow”. Select'More Glow Colors’ and choose I i
omange 1o glow behind the WordArt. o T
4. Insert atext box and type the PowerPoint tips below. List them by using (LERETTTT T
the bullet tool on the Home tab. Choose any bullet option. Make the s oo

font big enough to fill the page.

Microsoft PowerPoint

A comprehensive collection of lessons to prepare
teens for a productive future in the workforce.

Eosiness Educaton weh Devise Logh ©

<k

Quick Reference

53D Model Creations
Job #8

1. Openablank Microsoft PowerPoint and add 7 blank slides.

_)n.,. Trign  Tmters Ammatens $hde Phow

2. Onthe first (title slide) type “Exploring 30 Models”. The font should be large enough to
fillthe slide. Add a border to the slide.

3. Add afooter 1o the slide fila thatreads “30 Model Exploratory”. Inaert 30 Model From

4. Onthe second slide insert atleast 15 of the 30 Models from the stock images to creats @ This Dvice

aroom scene. Do this by going to the insert tab and selecting ‘30 Models; under the
tustrations section. Selsct *Stock 30 Modets”. Items can be moved and rotated by

center le. I be layered by a right click on the object . - —
. lInsert Design Style
i Format
Slngers ontinued s
#4 InsertFooter

Add 5 slides by going to the Home tab and clicking on ‘New Slide’ S times OR by simply
clicking on slide #1 in the left-hand pans and hitting the enter ley.

Create a slidefor each of the top singers. Include the following on each slide:
1. A photo of them-apply a picture style from the picture formattab for each picture.
2. The singer's name-do this by usingWordArt and applying ot least 3 teat effects,
3. Abrief biogr no 4 sentences) for each singer-this is to ba dane
using atext box, Choose an easy-to-read font

Add a transition of your choosing to this slide show and apply it to all slides.
Add the sound Applause’ o the first slide.

Slides are to transition On Mouse Click’,

The Book of Me-contipuass= #

Reference

Madt select “SmartAr’
& promipts shaw b

and then the ‘Basic Timsline.

yade

Use Paint Brush
~werPoint Pres ]

-aand Use .|¢;

“he deck. Inse
‘e 1in order
yourslide deck.

Insert WordArt to _ . wclures in PowerPoint”. Use the ‘Format
Painter' to duplicate the formatting on the WordArt on slide 3by
highlighting the WordArt on slide 3 and selecting the ‘Format Painter” tool
under the Home talb on the far left. Click on slide 4 and click on the
WordArt to activate the ‘Format Painter’ to duplicate the orange glow and
the font size of the WordArt to insure consistency in your slide deck.

3. Insert a text box and type:
Use art to help convey your message. Use pictures snd graphics

S T

Newskills _ Basic format of these activities

introduced
Steps to reference
for a quick visual.
Step by step
instructions.
Prompt number
quick reference.
It your students are using the
free version of Microsoft, some

tools and functions will not be

available to them. Table of Contents
Jobs Skills learned
Job #1 - Laarning About PowarPoint  Inert WardArt, Format Font, Taxt Fill, Text Qutline, Add Slide Barder
Job#2- TheBook of Me Chang il Farmat
Job #3- Teen Salsty Online Insert Words, Apply. ApplyT
Job 84 Top Singers Insert WordArt, Insert Smartist, Insert Picture,
Job #5- Magazina Cover Chang: ‘e Loyer Hems
Job #6- Beach Attractions Apply Dealgner Tool, Adjust Fonts, Apply an A ApplyaT Slido Timer
Job 7- Kathy's Budgst Inserta Ghart, tStyles, Format Charts
Job #8. 3D Model Creations Insert 30 Madels back, add a slidefile footer

Job #9. Hawte' P ereate & bordes, insen stock image compenents, copy and paste, insen s video, format and insert
tabl &

Job #10-0 B

Hi object with p dupl bject. d 4 tock.

Boaasa Eut ot meh Capene LHEH S

' Magazine Cover

‘How to’ Presentation
Job #9

Create 8 How to”
How to make ataco.
How to change o tire,
How to tie a tie.
How to make slime.
How to make a paper almplane,
How to make a Minecraft Housa,
How to make a sandoastle.
1. Open new PowerPoint file and add 4 blank slides.

msert | Draw Design  Transitions

onone of the

2. Complete a slide file with the contents of the table below.
Be sure to Include the tools and N listed ¥

PowePoint is often used by content creators as a graphic design program
Job #5 because of its sxensive 1ols and design elements, Thiz job i a great

1,

(X}

[

. Insert a ploture of your own or ane from anline. Stretch that pleture across the entire

. Insert WardArt to represent the magazinetitle. You wantthis to be VERY L

example of using PowesPoint a5 a graphic design platform.

Open a new blank PowerPoint file and change the page sizeto 8.5X 11, Tochangethe
sl-us size, go to the design tab and saw:l Sa-es Size’ atthe faright. Change the sizeto
, click OK

slide fromone comer to the other, Crop any unnécessary background, Remave the
bacikground if your wish. Instructions to ¢o so are found below. Youwant to have a very
large focal point on your cover such as a person, pet, of abject.

upthe entire space at the top of your magazine cover. Use the ig
leamed mreell,l ma!cetnem ut. To layer items,

Me-con

“Vision Board
5. Usethe Insert
Include:

am 1o 6o

» 10 have someda
aur future.

‘earming about Pow
Job#1
“_concluded )

Slide 5-Format Shapes

1. Moveon tothe fifth slide inyour slide deck. Change the color of the slide

e';gré.

Py Somemhcr

I\j u ck Reference
@m— 0 Tamsom ﬁvﬁ.h':-

background to the same light gray of the others and insertthe same
border.

2. Add the title, ‘Most Commaon PowarPoint Mistakes'. Use the ‘Format
Painter’ to format the title to match the other titles in the slide dack. If the
font is too large after applying the Format Painter, decrease the size of the
font.

3. Insert a rectangle shape and change the fill to orange and the outline to
black. Once you have one rectangle formatted, copy and paste that LY ] -

Learning about PowerPoint Presentations

9 Opan a new PowerPoint deck and add new blank slides so that YUIMV‘E 5 slides
to complete.

2. Goto the Insert tab and insert WordArt. Select any WordArt option and type the
title “PewerPeint Basics™. Make the font size 130,

3. Highlight the title and select the tab Shape Format. Select ‘Text Fill' and chocse
an orange fill. Select ‘Text Outline” and make the cutline black.

4. Add a slide border by going to the Insert tab and select ‘Shape’. Choose a
rectangle shape and expand the shape 1o be almost as big as the slide as shown
below. Select the Shape Format tab and choose “Shape Fill". Select "No Fill".
Select the outline of the rectangle and choosa *Shape Outline”. Select a black
color. Goto ‘weight” and select 4 ¥z pt weight for the thickness of your border.

5. Change the color of the background of this slide by going to the Design tab and
setecting *Format Background' on the far right. Choose a light gray.

oeHSET |

PowerPoint
Basics

Group ohincts
Dream Destination "o | Quick Reference

Job #10

Use sysdeopper tool [ Recently Used Shapes
ShNOCOAL L= D
27N

#2

Open & Bland PowePsint Side fils, =)
Insert 8 itas right by copy and paste. You can
an nmw:uy that
Highlight all of thern at the sametime and group them together by clicking on ‘Arange’
under the home tab. Then select 'Bmup' on the drop-down rmenu.

your slide.

Select your groupexd image and right click and select ‘Format Shape”. Click on ‘Picture o
texture fill’ and choose a stock picture or an online picture of a place that you would like
tovisitsomeday. Dream big! Click ‘Insert’.

Insert a textbax
hait Aaav to naacd And largs ancueh to fill tha near of tha. alide

' Beach Attractions |

Job #6

1. Open a blank PowerPoint Siide deck.

2. Select a beach that you have visited or would love 1o visit
3. Research online to find 5 cool attractiol

f-slide presentation witha ti
ngeach of the § ottractions,
# attragtion company’s wi
says “Click here to cl
=t Link’, Ina new brows:
site by highlightingit. |
ok OK,

ihof the following slides

uid have a title, o phete and

hyporink to a website, insen
lisM that text. Go to the insen
webpage and copy the
window, paste the web.

* tool for every slid
ur presentation

¥oese 8 similar style for each of
nsistent, and athletically

sntation. Delets any text boxes from
© background 1o black. Create a

ck yellow border. Copy and paste

ra slides.

Focial Media Use Among Teens ‘

ostteens use 3 or marel
95%of teens have ac i
405 of teens saldthat they have been bul-llod onling.

elld. un ==

The Book of Me ChangeSlidaSiza gumk Reference
Insert Footer @ -
Use Gradient Fill
Format - I8 i:ﬂ%ﬂ.u---._HIIO
You will create a 5 poge book about yoursedf, If this waste be printed on a standard oﬂﬂl:._-— —
the paper size wouldneed to be 8% X 11 inches. Creelingabooklseagymmeimimas #1 |

each slide acts 0s a page in the book,

1. ook fo C size of your slide 10 8.5X11.
Go to the Design tab and select ‘Sliide Size"at the far right of the tool bar,
Select "Custom Slide Size’ and Width hi
Click "OK" and select ‘Maximize®

the right.

et

Crente & border to frame the page. Do this by inserting a large shape selecting ‘na fill” and
choose a thick line and line color of your choosing. Page borders should be pulled in from
the very edge.

Insert & photo of your cholcs for your cover and makeit Large. Select o ‘Picture Style"

st ST s, B b

=

L

@@@.@am.@@

o

Ingan a 11 column, 8 row table by going to the Insert tab, select Table' and click an
‘Insert Table'.

o

Makethe column headings the titles fos each of the tabs on the tool bar of the
PowerPoint interface starting with ‘File” and ending with View”

4. Select the table (from a comes) and expandit to fill your slide. While the table is still
selected, choose a ‘Table Design'from the drop-down menu. Select one that is not dark
and easy 1o read withan orangedesign.

5. Highlight the whole table and click on the Layout tab. Make the tobde height and width
s shawn to the right. Makethe font size 12for the whole tabla.

8, Fill the: rows of your table with teels and functions that ane found when you click on gach B bes @ #5
of the tabs. Thera may be maore tools and functions than rows,
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As students complete my WORD, EXCEL,
and course activities, | pin
their names under the proper software




7 Fun & Seasonal Microsoft Activities

A ¥ 2 EXCEL Jobs
-, 3 POWERPOINT Jobs
e 2 WORD Jobs

SEVEN JOBS INCLUDED:

= Xmas Holiday Spending (Spreadsheet)

= Fall Festival Ticket Sales (Spreadsheet)
= Coffee Shop Drinks (Brochure)

Fun Locker Art

Easter Candy (Slideshow)

Thank a First Responder (Formal Letter)
Xmas Reindeer Sitting (Insert a Table)




36+ ‘PLUG AND PLAY’
Google APPLICATIONS LESSONS

GOOGLE INTRODUCTION
GOOGLE DOCS
Computer Applications
GOOGLE BUNDLE COOCLE FORME
LOR HIGH SCHOOL GOOG lE TRA"EL
L el
g GOOGLE EARTH
- kﬁ%}:ﬁ;ﬁiﬁé}?ﬁer GOOGLE CALENDAR
BUSINESS EDUCATION WITH [Jeise GOOG I-E co NTACTS
GOOGLE SIMULATIONS

GOOGLE SITES



My Google Applications

MAKES THE LESSONS EASY-TO-FIN

BUSINESS EDUCATION WITH

Google Lesson Library

PACING AND TIME SUGGESTIONS HIGHLIGHTED IN YELLOW PACING
Googlelnmmusm &
Qﬁﬂ_ﬂlﬁmaﬂ.‘dllm‘im .‘l';'..’t'.-'.-i"_l'.’r"- ;:,; s prowidad becausae tha anseaers w
s TIME
Google Apps Discovery Activity H naie _:

SUGGESTIONS
ARE

e j ece e =

ey ot G : HIGHLIGHTED
Student Example 2 G T —— T

o I This slida actvity took My studants it throa (3) &2 lN

Student Example 1
Student Example 2

YELLOW

e eqr

tan [

le 1

Google Docs Exploration
Teacher's Key/Student Example

Google Doc Scavenger Hunt
Teacher’s Key/Student Example

Tools and functions visual
Student Example

ent nple

Student Example
Student Example

Small Business Love Letter

C n e

Haunted House Google Discovery The kids love this

P ct— sy | —— | o £ TR

Bundle Includes an

EASY-TO-NAVIGATE LESSON LIBRARY

D ON YOUR GOOGLE DRIVE

Halloween Data Activity

St. Patrick’s Day Data Activity

Ecogle Forms

Google Earth
Google Earth Search File
I'm Feeling Lucky - Roll the Dice!
Gooale Earth Scavenger Hunt

Google Keep

Google Productivity

Google Productivity-Friendsaqiving

Planning

Google Sites

Google Productivity-Friendsgiving

Student challenge-modify this Excel activity to Google Sheets 42 min
Student challenge-modify this Excel activity to Google Sheets 42 min

Google Forms

Students create a survey. 50 minutes Teacher Instructions are here.

Google Earth

I'm feeling lucky-print a copy of this activity for each of your students. They complete it by

hand. 42 min

Google Earth Scavenger Hunt-The teacher reads each of the items for students to find in
Google Earth. Students race to be the first one to find each item. (I would give candy or a
sticker fo the first one to find each)

Google Productivity and Simulations

There are two activities in this file. One is a discovery activity and one in which the students
create lists and tasks in Google Keep. 80 min

This is a simulation that includes Google Calendar, Google Sheets templates, Google

Contacts, Google Docs, and Google Docs. five to six 45 minute class periods.

This is a SEASONAL Thanksgiving simulation that includes Google Calendar, Google Slides,
Google Keeps, and Google Docs. 90 minutes

Google Sites

Google Sites Project. This will act as a ‘personal portfolio’ when done. Print outan
instructional packet for each student to reference. Five (5) 45 minute class periods.

Pr fe

This is a SEASONAL Thanksgiving simulation that includes Google Calendar, Google Slides|

Planning
Time Capsule Project

Thanksgiving Wreath
Food Truck Project

My Year in Review

Google Keeps, and Google Docs. 90 minutes
Print out pictures 4-8 for the students. (there are packets in the small file cabinet already
printed out. Be sure to read slide 3. Five (5) 45 minute class periods.

Perfect to do the month of November! Students love to see these printed out and hung in the
classroom! 25 min

A great end of the semester or final/capstone project.
It will take about five 45 minute class periods.

Great to do at the end of the calendar year (right before holiday break) or at the end of the
school year...or BOTH if teaching a semester class. 40 minutes




v} DESIGNED BY A GOOGLE CERTIFIED EDUCATOR
WITH 28 YEARS OF CLASSROOM EXPERIENCE

) THE INDIVIDUAL RESOURCES IN THE GOOGLE
BUNDLE HAVE OVER 241> POSITIVE REVIEWS!

A 8 8 &




fheiComputer:Literacy/JinformationirechnologyiUnit

IncludesiajLESSON llBRARY tO Keepiyoulorganized:

m o ;’-\;
ol Microsoftl < 44
o P Gomputer theracy %

Student Copies

Teacher's Keys Literacy

L 4
I Gallery Walk Images- :
Exp e cted I m e / Print this out for studen Teacher's Key
ttttttttttttttt
L 4
m r Programming Lan
echnology | s
Jlechnology L.areers Research ;
eeeeeeeeeeeeeeeeeeeee Teacher's K
Google Search Digital Activity Teacher's Key
Cybersecurity Digital Literacy Teacher 's Key
liti I ional Website |  Teacher 's Key
Adificial Intelligence @~ | = Teacher 's Key
Write a Letter to a Hero

GoogleiDocsiandiGoogleisiides :formatior

EASILYACONVERTS toiMicrosoftiWordiandiPowerPoint



Email Etiquette & M computer Hardware ; Artificial Qualities of a
Email Writing M oetre | CYbersecurity

Intelligence (A.l.) Great Website

Middle School or High School Cosguizrs angd r:-!CIJIJJJJJj |2 AN INTRODUCTORY LESSON AN INTRO LESSON & ACTIVITY. ADISCOVERY LESSON
A Digital Activity for An Attractive, A Digital Discovery A Digital Discovery A Digital Discovery

any Technology or Email Etiquette and Email Writing... Introductory, and . Microsoft N Activity for any : : Activity for any STEM, o~ Activity for any

Computer class e Interactive Activity 4 Technology or Technology or Uy Technology or

o o : 'B GRS Vardwire Computer class ' Computer class ; - - Business class
A Google Slides file Designed for any G mn||||I| r Hnl'h\al'( -

that easily converts i _ Grade Level A W P A Google Slides file ' : Middle School or . : A Google Docs file
to Microsoft 2 z A Google slides file g 2 that easnly converts ngh School - i < that easi]v converts

PowerPoint that easily converts to to Microsoft PowerPoint . A Google Slides file o o to Microsoft Word

Microsoft PowerPoint that easily converts

- , — to Mi ft PowerPoint
NO PREP! y . ' NO PREP! o Microsoft PowerPoin —

NO PREP!
NO PREP! BUSINESS EDUCATION WITH
SRR YA TANSES. BURINERS EDUCATION Wi SAVES YOU TIME! BUSINESS EDUCATION WITH SAVES YOU TIME! BUSINESS EDUCATION WITH SAVES YOU TIME! SAVES YOU TIME! BUSINESS EDUCATION WITH

The Information
Technology Processing Cycle

A DISCOVERY LESSON AN INTRODUCTORY LESSON

A Digital Discovery
WebQuest for any
Technology or
Business class

Programming
Languages

A DISCOVERY LESSON

A Digital Discovery
Activity for any m i
e PHP

Technology
careers

A Digital Discovery
Activity for any
Technology or
Career class

A DIGITAL DISCOVERY LESSON

A Digital Discovery
Activity for any

Technology or GOOGLE
AW
Computer class g EA ?"L %w H

A Google Slides file

Digital Citizenship &

A Digital Discovery
Activity for any
Technology or
Computer class

Technology or
Computer class

A Google Slides file a ﬂ
that easily converts i

to Microsoft

PowerPoint ‘

— T

s s .= NO PREP! NO PREP! @m&ﬂﬂ. W@mﬂ\ﬂ@
on Ilne safet' A“I'It' SAVES YOU TIME! BUSINESS EDUCATION WITH SAVES YOU TIME! Busi 13SSE)N]
| Email 2 Serviceman mlnmzn. What is Information
Important Lessons for ‘ Technology (IT)?
ANY HIGH SCHOOL or Explores the 4 Career
MIDDLE SCHOOL Includes a Handout ﬁ"'_mm”' Pathways in IT
1 = = = - L
STUDENT! with Guidelines . Explnres. IT on the
An Engaging, Easy-to- & o e Occupational Outlook
g ging, zasy P o e / = Handbook webpage
Use, Fillable Google e : Email Etiquette ? - to discover about this
Doc. Slides to Project A > : career cluster.
when Teaching e NO PREP!
- ME!
NO PREP! AL ELL KDL ATICM T BINESS EDUCATION WITH

css

A Google Docs file
that easily converts
to Microsoft Word

=————QILIANKQARVETERAN g

Saves you time!  BUSINESS EDUCATION WITH

| always tie my lessons to Careers




A 58-Pg Printable Interactive Notebook Include

Student Version

GREAT FOR:

« Independent Work
« Bell Ringers

« Exit Tickets

« Homework

« Formative Assessments

« Tech-Free Learning Activities

-

%

Emmm———————

sJaBury 12
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NGTEEQOKE

Creativity _I""f‘ .':
problem Soving

]
1
)
1
)
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7
i
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I
i

s1abury |jeg

Teacher Version w/
COMPOSITION NOTEBOOK NOT INCLUDED Answer Keys Included



T

lemmas
'n'_:“”&"-,r sto
that ¢}

Long - .;Pr
a] | ot -~
Tiles, and

A Droe
L- Ojram des aned to kit
pertorm S:‘t'h:-c J 0 he p

M, 1. _ni‘.r
9985, everything e - :

ol aTe

] —rpater. |

= = . - E: M =TT he PO I EE— L

CIENTIFIC FACT: The more ways students interact with content, the
stronger their understanding and retention.
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Use
tape or glue sticks
to attach the pages
to the notebook.

Students write
vocabulary words
directly on the
notebook pages.

Voco.bulary Connection

You do online leaves a trail.

That 1rail is called a digital footprint. D191+a| Ci‘{'izenship - Using +echnolosy responsibly

and respec’rfu“y to make safe and Posi+ive

choices online.
H@X

Pri -7 SeHings - Tools that help you control

who can see your information online.

-3 L DIGITAL FOOTPRINT {—\ (~)_2. ONLINE BEHAVIOR

o Be kind and respectful

Dlgﬁai Repu*a ion - The image others h

o Everything I do online and sha

leaves behind a record. @8

o Posts, searches, likes, and @

o9

in online conversations.

o Think before I p

comments can be seen by ings
dn't say in pers

v _rulesagod respec

\
. 3.PRVY o NOLOGY USE

,
A\
* Keep personal ir\ [ion * Use technology for learning

and creativity.

Online Iden‘fH‘y - The way you present }roursahC
privade. on the infernet.

o Don't share my address,  Take breaks and balance

phone number, or school. screen time.

Data Tro.c,kmg Co”ac‘HnS information about what

o Ask before posting « Check information to make you do online to target ads or content.

pictures of others. sure it's true.

Cyberbu“ying - Using di3i+a[ platforms o hurt,

+ Use strong passwords * Report problems and ask

for he|P if needed.

to keep my accounts safe harass, or intimidate someone.

e

,ﬂ\




Some teachers told
me they prefer
FULL-SIZED SHEETS
for a 3-ring binder
so, | added that size
too!

What you need to know:

Use s’rrons Passwords
that are |on3 and
unictue. Don't share

them with others.

info 3ivin3

. .formation.

Adds an extra |a er C
of secu.rl*!'\, by req'uurmﬂ

a code 'From

ors +
O Sﬁn |l!3 mﬂﬂey
or sharmg Persona|
mformahon

)6 SUSPICIOUS LINKS
What you need to know:

Malware is harmful
software that can
damage your device
or steal your data.

Don’t click on links
or download attachments

'FI’OI‘T'I PGOP[e \,’Ol.l don’*‘

Write these terms in your
notebook and define them.

Au+hen+ica+ion - The process of verifying who
you are, usually through a username and bLath
password or other verification methods.
Encrypﬁon - The process of canve.rﬂng information

info a code to preveni‘ unauthorized access.

Firewall - A security barrier bet your devi
nitors a rols

|'o

that |
-+ (ransom)

opyware - Software that secretly monitors your
aciivily and collects information without your

know|ed3&
Virus - A type of malicious program that can
P RE%Y

replica+e itself and spread to other files or
systems, often causing damage.

Password Manager = A ool that securely stores
and manages your passwords so you don’t have
to remember them all.

Two—Facfor Au‘i‘henﬂcaﬁon - A se.curii'y process
that requires two forms of verification to prove
your identity.

Social Engmeerln - The act of tricking people
into 3""“3 up confidential information by




Interactive Notehook Preview

Great Supplement Materials for Computer Applications Class
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Materials for Computer Applications Class
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THESE FOUR BUNDLES ARE INCLUDED:
COMPUTER LITERACY & TECHNOLOGY UNIT,
MICROSOFT OFFICE BUNDLE,
GOOGLE APPLICATIONS BUNDLE, &
COMPUTER APPLICATIONS INTERACTIVE NOTEBOOK

Microsoft Office J Computer Applications
FuLL course BUNDLE [l GOOGLE BUNDLE

MIDDLE SCHOOL OR HIGH SCHOOL

Computer Literacy

Computer Applications
INTERACTIVE NOTEBOOK

& Technology Unit

Middle School & High School

. FUN Note-Taking! ..
Perfect for your -—— 4 Printable 36+ Fun & Engaging = :f.és)
STEM, Technology, & p N Student Packets _ Google Applications Great for -LJ
Computer classes /18 b \\ T I:l Office 365 ‘Plug and Play’ Device-Free Days! i
Google files "' . . EXCEL Activities Middle School /
that easily convertto | o a POWERPOINT High School
Microsoft files 1 - X Includes a
X 7 BONUS: Lesson Library
. A / Seasonal Activities to keep the teacher NO PREP!

e MS Classroom Décor organized SAVES YOU TIME!
NO PREP!
SAVES YOU TIME! BUSINESS EDUCATION WITH BUSINESS EDUCATION WITH BUSINESS EDUCATION WITH BUSINESS EDUCATION WITH




Hi! My name is Denise Leigh. | have been teaching Business
Education for over 25 years! | love collaborating with business
educators all over the world. | am a 2022 Pennsylvania
Teacher of the Year Finalist and relentless lifetime learner and
lover of everything education. Engaging students and
connecting them to their world is my jam!

Thank you for exploring my resources and sharing my passion
for BUSINESS EDUCATION!

Denise Leigh is an expert
on student-led instruction.
She was featured on

CBS Pittsburgh for her

City Collaborative™
Project-Based Business
Education (PBL)
Classroom.
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