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> Lesson Plans
> Activity Worksheets

> Self-Evaluation Sheets

Syllabus

Computer science basics
1. Data manipulation

2. Computer architecture

3. Operating systems

4. Network fundamentals
5. Computers in society

6. Project

Working online

1. Working with documents online
2. Online meetings

3. Presentation broadcasting

4. Notes management

5. Mind mapping

6. Project

Advanced imaging

1. Image essentials

2. Layers

3. Image adjustments

4. Retouch and enhance
5. 2D animation creation

6. Project

Desktop Publishing

1. From etching to DTP

2. Basic Tools

3. Single-page design

4. Multi-page document |
5. Multi-page document Il

6. Project

Developing applications

1. Programming concepts

2. Decisions and repetition

3. Database management

4. Classes, objects and inheritance
5. User interface and testing

6. Project




TASK 1

Working with documents online

If you frequently use Office programs to create and edit documents then you probably know how
frustrating it can be if you are away from your computer and you desperately need to access one
of your documents. Luckily, Microsoft OneDrive, which comes with the integrated Office Online,
allows you to access your documents anywhere and even edit them online, right from your web
browser, as if you were using a regular office application. On top of that, it also offers the ability to
easily share your documents with others or collaborate with them online.
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To start using Office Online;

« =2 O @ £ | hitps/foredrivedive.com/aboutfereghy u 1=

= * Microsoft Office Windows Surface Xbox Deals Support Mare o w Sign in

> Go to onedrive.live.com

and CIiCk Sign in. o OneDrive siness Plans Download How-to Buy Office 365
B® Microsoft

> Type your Microsoft
Account email address and Save your files and phot
password. € EIERGERICIENY Enter password o

> Click sign in‘ o sesssses

D Keep me signed in
To use Word Online:

> Click the App Launcher. @
> Click Word. ©

> Click New blank
document. @

lisa.dkids@live.com

Forgotten my passwarnd

Sign in with a different Microsoft account

& Files - OneDrive x L+ 4

& | hitpsy/onedrive.lif

™ a|-ﬁu-wﬁn | @ wicrosoft word online < l+ ~
[ A B

ificel fstart/Word aspatomit GEEauth=1&nf=18

& | htpsy,

Word Online

> Click Document 1 and type
a name for your new Word
document. @

New in @0

PowerPoint S 0000

> Use the online application
like you would use
Microsoft Word on your
desktop. Most of the

controls are there. @

New blank document
B 1 & Files - OneDrive lﬁ} Document 1.docx - Mic XM
S ——————— ——— : Click the [ button to
Ward Online OneDrive * Documents 4 m 5: o k return to your m' J
File Heme Ingert Layout References Review  View Open in Word @ Tell mEwgat you want to do 15 Share [ Comments
D [Pl~ & cambrtbody) ~(20 ~| A A B I U £+~ A~
= Every change you
make to your document is
automatically saved

L in your SN )

Word in your browser!

an : 3
Click (oJ: LN L]f¢:| to open

the document in your (LI
desktop application and
continue editing from there.

\




To use Excel Online: :

> Click the App Launcher. @
> Click Excel. @
> Click New blank workbook. ©

> Click Book 1 and type a name for your
new Excel document. @

> Use the online application like you would
use Microsoft Excel on your desktop.
Most of the controls are all there. @

B = | & Files - OneDrive J B Book 1.xdsx - Microsoft | x

O @

Saved Lisa DK  Sign out

Excel Online | OneDrive > Documents
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E File Home Insert Data Review View Open in Excel 1Y Share [ Comments
¢ 2L X | Calibni Loy == T | O RS .
O t F.‘asEl [E B I U B == Cor%nal F:;.'ﬁr%‘: \- E F%E i@: - ;-m e
m ¥ 4 e &~ LA~ A A 2 E Formatting ~ as Table « " - Find & Select
-lE Undo Clipboard Font Al Tables Celis Editing 5
m Al xcel in your browser!
B H N o
E A Excel in your browser! ( Click [T to open Click the [J[J¥3 button to -
5 - the workbook in your 3] return to your JINIAYE. Don’t
[ desktop application and worry about saving, it happens
O continue editing from there. automatically.
©
5
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To use PowerPoint Online:

> Click the App Launcher. @
> Click PowerPoint. €

> Click New blank
presentation. €

Q0 @ & hitpsy//onednve.live
PowerPoint Online

Recent MNew in & OreDrive

> Click Presentation 1 and
type a name for your new
PowerPoint document. €)

> On the Design tab, in the
Themes group, click a
theme that you want to

line /| Work

a p p Iy’ 6 Irsert  Design Transitions Animations Review J Tell me what you want to do Open in PowerPoing 2 Share [ Comments

> Use PowerPoint like you 3 o B B cam - B o B formmtsigroena~ | £ Designidens

0

would in your desktop.
Most of the controls are
there. @

2. Work




B @ & Files-OneDiive
O @

& | httpsy

live.comyedit aspxiresid=68

1 [ Presentation 1 - Micros:

PowerPoint Online

OneDrive > Documents

F27470!362&app=Power

Presentation 1

nd=1&wdPreviousSession=436af409%

@D simplified Ribbon

File Home Insert Design Transitions Animations Review Q Tell me what you want to do Open in PowerPoint |22 Share L3 Comments
5_3 " —:“_’__ | m o - R & slide Size ~ @ Format Background 3 esign Ideas
Click (I4LEL to upload your Click the [[:XF: button to (o[t 4{Open in PowerPoint

documents to your
from your computer so that

return to your JJII. Don’t

worry about saving, it happens

to open the presentation in

your desktop

they are accessible from any automatically. application and continue
browser, anywhere. editing from there.
\_
B =1 @ Fies - Onebrive x [ B S| & files - Onerive <[+ v
“ = O & | hixpsy/fonedrive live.com 7id=rootBicid =6B9DEESADSF27470 « =S| 0| é & | hitps;/fonedrivelive.com,?id=root&cid=6BIDEESADSF27470
£ search everything 4+ New v T Upload v P search everything @ Open ~ 1= Share + Download [§ Dalete
OneDrive F”eS Onelrive ]
Files Files
Recent Recent
Photos Phato [+ ]]
Shared Shared Document1.docx
Recycle bin Boaimedts Lisa Recycle bin
Select afileand
click PIIVLHILGED to
download a copy of
it to your computer.
5.05 MB L:d of 5 GB 5.05 MB used of 5 GB
(]
Access your OneDrive

files from your devices

For easier access to your OneDrive
files from any device you use,
there are useful applications that
you can download and install.

To download OneDrive:

> Click Get the OneDrive apps.

(1)

> Select the device type you want (e.g. Xbox One) and

click Learn More). ©

> Click Onedrive app for Xbox One @) to download

and install the OneDrive app.

5.05 MB used of 5 GB

@ Get premium

Get 1 TB (1,000 GB) of storage
and the new Office 2016 apps.

Learn more.

Get the OneDrive apps l

(@ & & fies-onedime
O a |a

_I“ Download Microsoft Or %

hetps:/fonedrivelive.com/about/en-gb/download;

Get OneDrive on your phone or tablet

|$ +&4 Phone numbser

| l Text link
& g
W ==

OneDrive for Xbox One

Say “¥box, Bing™ and then "OneDrive”, or browse apps
to install OneDrive from the Store. Learn more

(2

-

a

® 3] @& ries- Onebrive

« 3 0 a 6 | bt < hircy

por-ndfapps!

& OneDrive

b One : Apps. bl

£20-%200 4 PR &
OneDrive app for Xbox One
OneDrive s the place to store your files s €an access them

from virually any device. With OneDrive for Xbox, you can easily view
your photos and videos on your TV, You can also play slideshows and
view photos and videos shared with you.
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2. Working online / Work

Share your documents with others and collaborate

Once you have your documents on Microsoft OneDrive, you can share them with your friends.

B =] & Files- OneDrive x R

To share your

documents:

) Search everything @ Open ~ 1= Share L Download [ Delete =1 Moveto [ Copyto & Rename < Embed 3 Versionhistory 1

> Select the document
you want to share. @ Files

> Click Share. @ Recent

> Click Email. @ S i ‘ - -

S Type the email i L Dogurments Lisa Music Pictures Public
addresses of the o
people you want to
share the file with. €@

> Click Share. @ @ et o

Share 'DocumentT’ _ : 4
& Share 'Documentt

Anyone with this link can edit this item, ~~

Allow editing 5 marco.dkids@live.com X o

| | Set expiry date:

| 1 Set password:
o Hello Marco,

| am sharing, the Word document you asked for with you.
@ Get a link Best regards,
Lisa
© O —
More ~
(]
Share with care

Remember that if someone forwards your email to someone else, whoever receives the email
will be able to see the document. So if you want only your recipients to see the document,
deselect the checkbox "Allow editing”, select the checkbox “Set password” and type a
password to protect the file, before you continue to the next step and click Share.

Share 'DocumentT'

Anyone with this link can view this item. ~
|| Allow editing

| Set expiry date:

Set password:

You don't need to worry about closing the document for others to open it. In Word Online,
Excel Online, PowerPoint Online and OneNote Online you and your friends can edit the
document at the same time. That way you can collaborate on the same document online, as if
you were together.



An alternate cloud storage service with integrated online office suite capabilities is Google Drive.
Much like Microsoft OneDrive, it offers access to your files from all browsers and the ability to create,
edit, share and collaborate on documents with others through G Suite, Google’s Office Suite. To use
Google Drive you need a Google account, which you will already have if you use Gmail.

To start using Google Drive: B | Gmg'eéme:mc"’” < - s R

&« = O B | httpsy//www.googlecom/drive/ [ %
> Go to www.google.com/drive/ @ »
and click "Go to Google Drive". @ Google Drive
> Sign in using your
Google account Email
and Password. € ‘
> Click Next. @

A safe place for all your files

2 Go to Google Drive

Google

Welcome

@ lisa.dkids@gmail.com v

Enter your password o

sesssnssses =

Forgot password? om

5 «EIJ & My Drive - Google Drive B Elj & My Drive - Google Drive X L+ .v'
<« - 0O @ A | http <« - 0O @ (1 | https://drive.goog
> Click the New button @) and
click File upload, @ to upload L Drive L Drive Q 9
any file or click Folder upload, €&
to upload any folder from your
computer to your Google Drive. l_ New o C5 Folder
> Or, if you want to create a
new office document, click ’ My Drive File upioado
the type of document you wish e Folder upload o
to create. @
> The appropriate web application B (vl M. ‘GoogiaDace 4
will open. Keep in mind, Google ®  Recent GegieShects o
Docs is like Word, Google Sheets Google Slides >
like Excel and Google Slides like L More >
PowerPoint. W sin . -

The concept of cloud computing dates back to the 1950s, when they used
mainframe computers for processing that could be accessed via client/terminal
computers called “dump terminals.” These computers were used only for
communicating with the mainframe and had no internal processing capabilities.




Let's have a look at some G Suite applications.

an appropriate title.

and formatting tools are all here.

r
Give your document The usual text editing controls
eduon

< S O o\ | &

Untitled document
File Edit View Insert Format Tools Add-ons Help
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: GOOGLE DOCS

WSpreadsheet
ve - Google Drive T ——. editor.

< = O @ & | hitps://docs.google.com/spreadsheets/d/1LIXKuXtxLAFSSyWglS)VZwielwUaMKKjQePSpph3Lul/edit#gid=0
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File Edit View Insert Format Data Tools Add-ons Help
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a editor.
= O
A « = 0O @ £ hitps:/fdocs.google.compresentation/d/ 1 kklen FULGRFYTYHASg I8 nOBRNmCiskIUEL eddeslide=id.p ;- d " i e
: Untitled presentation -
° File Edit View Insert Format Slide Arrange Tools Add-ons Help B L) Q
- ] Q- k [T]B~- S N\ - El En Background Layout= = Theme.. —Tramsition.. -~ 5 Themes % m
u‘ ! In‘thes presantation w
g o
h Click to add title
o Click to add title
Simpla Light
; Click to add subtitle
&
Simpie Cark
Click to add speaker notes. 3
L b [ +] Import thame




Share documents with others and collaborate

Once you have your documents in Google Drive, you can share them with your friends.

“ O @ G | hipsyy drive.googh fdrive/my-drive
To share your documents:
L Drive Q, Search Drive
> Select the document you
My Drive ~ o &

want to share. @ - — e
> Click the Share button. @ S o
> Click the Advanced VOB Computers

button. e 2, shared with me
> Type the email addresses BB, 1o

of the people you want to W sumd .

H T Bin .

share the file with. @ T L o
> Set the access permissions E  sackus

from the drop—down list. e Share with others Get shareable ik 63 |t
> Either check Notify people People

G or COpy the Link tO Enter names or email addresses ,‘ -

share @ and send it to ) _

your friends (either by Sharing settings

email, IM or however else = g

you commu nic ate). Link to share (only accessible by collaborators)

. https://docs.google.com/document/d/ 1 gtDGIAPYjvRIqwiXNgfUEXTKa0tH-qtqNG295F

> Click Send. ©
Share link via: M @ n ’
Who has access
Real-time 8  Private — Only you can access Cha If you choose
collaboration . collaborate on the
@ et same document
Google Drive lets multiple v lisa.dkdds@gmail.com -

.. . with many people
people in different locations in real time
collaborate simultaneously . J
on the same file from any
computer with Internet access. o
When someone is viewing or i e
editing something at the same Y AlexDK x  Add more people... o /7 -
t'_me as you, you Il see a profile oJNoﬁiy people - Add message v/ Canedit ‘/
picture and their name if you m — Sendacopy’  Can comment
place the mouse pointer on it, i
in the top right of your screen. OWQQS —

PreVent editors from changing access and adding new people
= E m Disable options to download, print and copy for commenters and viewers

® -aj & My Drive - Google Drivi X [_-s- ~

Get acquainted with the various capabilities of Google Drive by
creating different documents. Try out the real-time collaboration
ability by creating a virtual chat with your classmates.




