[bookmark: _Toc175115280]Notes
· This introductory course contains a lot of materials and can be overwhelming for some students. Feel free to go at a pace that works for your students, and add reviews or alternate reinforcing materials as necessary. See the Class Schedule and Topics list below for an overview of the course content.

· Lesson files include:
	C-I_L##-Lesson  		the instructor’s lesson plan
	C-I_L##-vName		the student’s vocabulary handout
	C-I_L##-xAssignment		the student’s assignments/practice handout 
		C-I_L##-zSomething		any extra files for the instructor
· Following the Class Schedule and Topics is a continuation of topics for use as alternate topics or for expanding this course in the future.
· [bookmark: _GoBack]At the very end is a collection of resource links for extra information.
Class Schedule and Topics
	Hour 1
	Introduction to Curriculum/Instructor/Class
· Syllabus and Schedule

Lesson 1: Introduction to Computers and Devices
.1.1. (Optional) Ask students to describe the importance of computers and the internet in today's world. 
.1.2. Devices, Hardware, Software - What is a computer?
.1.2.1. Regular devices vs. devices that do things a computer does vs. devices that are part of a computer.
.1.2.2. Identify the main parts of a computer (hardware).
http://kidspicturedictionary.com/english-through-pictures/things-english-through-pictures/computers/
.1.2.3. Peripherals
.1.3. What does the work? (software)
(Operating system, programs/applications  in lesson 3)
.1.4. Computer/English Practice:
· Sub/Verb agreement:  I have.. It has…
· a/an/1  ___________ or 2 __________s
· Adjective word order:
 “I have a broken wireless mouse and an old beige Dell CRT monitor.”
Optional videos for review: Basic Computer Class, Parts 1 & 2 
https://youtu.be/oin9QoJb9WU
https://youtu.be/a62Mpsu8w5Q 

	· Syllabus
· Lesson 1 handouts:
C-I_L01-vHardware
C-I_L01-xAssignment
· Any non-lab devices to show – tablet, MAC computer, Flash drives etc.

	Hour 2
	Review/Segue to 2
· Computer parts and peripherals review

Lesson 2: Starting to use the computer
.2.1. The keyboard and different groups of keys on a keyboard.
The skill of touch typing (take the keyboarding class.)
.2.2. Turning a computer on and off.
Optional - Computer/English Practice: Directions - sequence words, imperatives, and ordering words.
.2.3. How to use a mouse. http://tech.tln.lib.mi.us/tutor/  
Practice - Mouse practice and vocabulary review
(Optional)  repeat http://tech.tln.lib.mi.us/tutor/  
(Optional)  http://www.pbclibrary.org/mousing/ 
Let's Go Learn Mouse practice game (pop bubbles)
or  Jigsaw Puzzle Gallery (drag mouse practice)
http://www.learningchocolate.com/content/computers-1?st_lang=en and
http://www.learningchocolate.com/content/computers-2?st_lang=en  Review lessons 1 and 2  (Demo clicking speaker for audio, dragging to image, how to check answers)
Optional video for review: Computer Training Part 3 
https://youtu.be/77pDJNo6pOs
Optional extra practice:
http://www.languageguide.org/english/vocabulary/computers/ and http://www.languageguide.org/english/vocabulary/electronics/  (roll-over for audio)
(Intro to Gav iLearn???)
	· Lesson 2 handouts:
C-I_L02-vCompIntro
C-I_L02-xAssignment
· Find out if lab computers should be left on or off.


	Hour 3
	Review/Segue to 3
· Computer Introduction vocabulary review

Lesson 3: Introduction to the Windows Environment 
3. 
.3.1. Introduction to the desktop including the Taskbar and Start button
.3.2. Introduction to the terms program, operating system, and application.
https://www.youtube.com/watch?v=TVcMQjEsvZ8 
https://www.youtube.com/watch?v=FZqKyhfD7-E 
.3.3. Using Right-click to get a context menu
.3.4. Creating and renaming a folder
.3.5. Moving and resizing a window
 Optional video for review: Computer Training Part 4 https://youtu.be/wUSrco2eYgU

	· Lesson 3 handouts:
C-I_L03-vWidows
C-I_L03-xAssignment


	
	
	

	Hour 4
	Review/Segue to 4
· Windows vocabulary review/check

Lesson 4: File Explorer Introduction
4. 
.4.1. Files and folders – real life vs. on the computer
.4.2. Microsoft Windows File Explorer window including panes and menus
.4.3. (Optional) Pinning

	· Lesson 4 handouts:
C-I_L04-vFileExplorer
C-I_L04-xAssignment
· For demo:
Actual documents, photographs, charts, file folders, labels, sticky tabs, push pins, paperclips, piece of ribbon 

	
Note: If File Explorer concepts are too difficult for your students, consolidate lessons 5 & 6, and use extra time at end of course for other online practice.

	Hour 5
	Review/Segue to 5
· File Explorer vocabulary review/check
· File Explorer practice answer check

Lesson 5: File Organization in File Explorer
5. 
.5.1. Consider how a business might organize their files
.5.2. Where things are in the computer
.5.3. File organization
.5.4. Finding and manipulating files and folders

	· Lesson 5 handouts:
C-I_L05-xAssignment
· Lesson 4 Assignment and answer key: 
C-I_L04-xAssignment
C-I_L04-Lesson (AK at end of lesson)
 
· Put the 1-ESS folder into your computer’s Documents folder.

	Hour 6
	Review/Segue to 6
· File Explorer practice worksheet check. 

Lesson 6: Using File Explorer
6. Working with File explorer
.6.1. 
.6.2. Checking Devices and Drives in This PC 
.6.3. Using a Flash Drive
.6.4. Moving and Copying
.6.5. Deleting

	· Lesson 6 handouts:
C-I_L06-vUseFileExplorer
C-I_L06-xAssignment
· Lesson #5: File Explorer Practice answers:
C-I_L05-xAssignment-AK
· Flash drives for students


	
	



	

	Hour 7
	Review/Segue to 7
· Using File Explorer vocabulary 
· Any issues with Lesson 6: Assignment 2 Practice?
· Talk about programs on the computer vs off

Lesson 7: The Internet and World Wide Web 
7. 
.7.1. What the Internet is.
.7.1.1. What is required for an Internet connection? http://www.visualdictionaryonline.com/communications/office-automation/internet_1.php 
.7.2. What the World Wide Web is.
.7.3. What a browser is. 
.7.3.1. What is on the browser screen.
.7.3.2. How to use a browser to go to a website / introduction to searching.
	· Lesson 7 handouts:
C-I_L07-vWWW
C-I_L07-xAssignment
· Lesson 6 practice:
C-I_L06-xAssignment


	Hour 8
	Review/Segue to 8
· Check World Wide Web Intro Assignment answers
· Recall Internet, World Wide Web, browser

Lesson 8a: Going Online 
.8.1. Using browsers/search engines 
.8.2. Doing searches/search wording
Optional: Search operators  https://support.google.com/websearch/answer/2466433?hl=en&rd=1
.8.3. Information returned from searches
.8.4. Favorites / Bookmarks
Lesson 8b: Email 
.8.5. Gavilan College’s website and student emails
.8.6. Email interface
.8.7. Write and send e-mail messages
.8.8. Manage e-mail messages
	· Lesson 8 handouts:
C-I_L08-vGoingOnline
C-I_L08-xAssignment
C-I_L08-xEmail
· Lesson 7 assignment:
C-I_L07-xAssignment

An email address you can give the students

(About email:  http://www.gcflearnfree.org/topics/emailbasics/)




	Hour 9
	Review/Segue to 9
· Any issues with emails?

Lesson #9: Online Extras 
What else is available? (To use online vs. download to your computer)
8. 
· Using the Google interface / Google Extras
· Finding, saving, and using an image
· Using Google Maps
· Optional: How to print 
	NO Lesson 9 handouts


	
	
	

	
	Additional/Alternate online practice:
· watching any type of videos using YouTube
· shopping online 
· taking classes online 
· research cheap flights to go anywhere
· making video calls 
· using google.docs
	

	
	· Intranet (vs internet)
· Gavilan College’s iLearn

	

	X
	Advanced browsing 
· Advanced search - Search operators
· Organizing bookmarks
· Using History
· The Cloud
Computer Basics: What is the Cloud?  https://www.youtube.com/watch?v=gu4FYSFeWqg 
· Microsoft Edge Web notes
· Computer Ethics - what intellectual property means as it applies to computing.
· How to find images, games, music, that are OK to use.
· E-Commerce (Amazon)
· Social Media (Facebook) instant messaging 
· Using menus to navigate  http://webarchive.nla.gov.au/gov/20130411171918/http://www.internetbasics.gov.au/getting_started_on_the_internet/websites_and_web_pages 

	

	X
	Lesson: Social Media and living a in a digital world
· Email vs texts vs chat messages 
1. What are current social media websites? 
· How do you register/unregister?
· How do you use them?
2. Who do you send messages to? Why? What if someone else could read your messages? What if someone could see anything on your computer? What if they could control your computer?
Privacy and Protecting Yourself and Your Family from Security Threats 
Privacy/safety
3. Online etiquette / impact on their permanent record (you are branding yourself when online)
.3.1. Your Digital Footprint’ http://www.iflscience.com/technology/heres-how-to-find-out-what-google-knows-about-you/all/
.3.2. Identify common measures used to protect privacy.
.3.3. Describe how online predators work.
.3.4. Identify the guidelines to protect children from online predators.
Security (Hacker, Spam, predator, Phishing) 
Vocabulary: 
Online, Social Media, Blog, Forum, community, group, marketing
Identify theft: Unauthorized use of someone’s personal data, for example a driver’s license or social security number, for any unlawful purpose, such as to obtain a credit card or loan.

Opt out: To tell financial companies that you do not agree to their sharing of your personal financial information with other companies that offer loans or other financial services.

Phishing: Using electronic communication to obtain personal information, such as usernames, passwords, and credit card details, by pretending to be someone you know or have a relationship with, such as your credit card company.

Scam: A way to cheat people and trap them into giving money.

Solicit, solicitation: Solicit means to ask someone for help, money, or information. Credit card solicitations are sent by credit card companies that purchase lists of consumers and use them for mass mailings to offer credit card services to potential customers.

	

	X
	Lesson: Computer Security and Maintenance
· Identify various methods of protecting the operating system, software, and data on your computer. (Saving and backing up, Antivirus, keep software updated, strong passwords (Best Practice: Strong Passwords), clean unneeded files and programs/defrag, physically clean equipment)
· Effect of dirt in keyboard, on mouse, dust in equipment, liquid…
· How to clean: monitor, keyboard, mouse, computer
· Turn off and unplug
· Take outside if very dirty
· Damp cloth, compressed air, tweezers
1. Task Manager
2. Different security settings on your computer
.2.1. Identify common measures for securing e-mail and instant messaging transactions.
.2.2. Checking if online and network transactions are secure.

	

	X
	Productivity Programs
· Word Processing
· Spreadsheets	
· Presentation Programs
· Databases

	

	X
	The Modern Digital Experience
· Copyright, digital rights
· Digital Audio
· speech technologies
· Digital Video
· Digital Photography
· Online learning
· Online gaming
· Working remotely
· Communicating remotely chat,  IM,  VoIP,   forums
Communication
· Sender, context, receiver
· message – context, tone	
· medium – face to face, phone, letter, email, text, tweet, blog, video conference, post on social media, …
Ergonomics
Find and share a computer “tip”.
	



Resource Links

The Tech Terms Computer Dictionary  http://techterms.com/ 
Computer Hope - Internet terms:  http://www.computerhope.com/jargon/internet.htm
WebWise resources  http://www.bbc.co.uk/webwise/0/20595791 (good basic info pages)
Textbook (Windows 7)
Welcome to Computers for ESL Students
By Lois Wooden 
Labyrinth Publications; 4th Edition 

Microsoft Digital Literacy
https://www.microsoft.com/en-us/digitalliteracy/ 
https://www.microsoft.com/en-us/DigitalLiteracy/curriculum4.aspx 
Learn Windows 10, Windows 10 Tutorial
https://www.youtube.com/watch?v=1TneCqdEZuU 
Windows 10 - Beginners Guide [Tutorial] https://www.youtube.com/watch?v=FZqKyhfD7-E 
GCF Computer/Internet Basics: http://www.gcflearnfree.org/topics/ 
Intel Learn Easy Steps
https://www.microsoft.com/en-us/store/p/intel-learn-easy-steps/9wzdncrdchtt 
http://www.intel.com/content/www/us/en/education/k12/education-help-guide.html

Internet Basics – Au.Gov http://temp.internetbasics.gov.au/all_text_guides/getting_started_on_the_internet/websites_and_web_pages 
Internet Basics for Beginners: https://www.youtube.com/watch?v=W3yttwGE-C0
Providence Public Library Computer Class Handouts http://www.provlib.org/node/766/
Blandin MIRC Digital Literacy Training http://www.mydigitalliteracy.us/ 
Computer Links for English Level 1 (Basic activities)
How to use a computer keyboard
http://www.kqed.org/search/index.jsp?cx=016903106374557566950%3A07-zut18mt4&cof=FORID%3A11&q=esl&sa=
FilmEnglish: http://film-english.com/category/technology-2/

