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Key Features

An innovative approach to teaching Computing and ICT

written by a team of educators.

Clear learning objectives
and functional skills.

Each book has four or five modules.

Each module provides a range of tasks and
activities that help students to develop their
ICT skills and allow teachers to monitor the
students’ progress.

New content continually updated
according to changes in technology.

Students learn how to work with many
different platforms and tools.

The “Other platforms” section at the end of
each module shows some of the available
alternatives. The online video tutorials guide
the students through each task.

New vocabulary is organized in related topics.

Other platforms
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Project-based learning

Clear explanations and illustrative
contemporary examples.

The activities are based on
school subjects taught in each
grade and are designed to
engage students through real
life projects.
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Hil In this module, you
are going to learn all the
necessary tools to work on
your school projects with
your classmates easier. You
“l find out how to work
h documents online. You
| save all the documents
your project on the
ud and access them from
/where. You will learn =
w to collaborate with your
ssmates online. Finally,
1 are going to learn how to
janize your thoughts and
' information you collect
hg notes and mind maps.
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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.

B 8| & MoosahomOnve % [T -
- =2 0O @ & | hipeonedeivelivecomyabouteneghy * b s

B Microsoft Office: Windows Surface Mbex Deals Support More f = Signin

> Go to onedrive.live.com

a nd cllck Sign in o OneDrive Babsiness Plans Dewnioad How 1o Buy Office 365
2% Microsoft

> Type your Microsoft
Account email address and Save your files and pho

lisa.dkids@live.com

password. €@ access them from any [l @ EEIeI o
> Click Sign in, e sssssses

[ Keep me signed in

Forgotten my password

Sigm in with a different Microsoft account

] @ Files - OneDrive % [

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

> Click New blank
document. @

O @ 1 | hitpsy/ionedrivei

[ a‘F @ Files - onedrive. | T Micosofs word Onfne < L‘t v

€ 3 0 @ | B

> Click Document 1 and type Word Orline
a name for your new Word

document. @

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

Recent

Click the [[333 button to
return to your TR

Word Onling.  OneDrive * Bocuments isa DK Sign out

& share T Comments

b P

File Home Inesert. Layout References Review View

Ve Flv 4 Cibitdody) ~20 v A A B I U £+ A~
Every change you

make to your document is
automatically saved

| nvowTmmT

Word in your browser!

-
Click to open A

the document in your [[II{1
desktop application and

continue editing from there.
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L TEENS 4 MODULE 2

2. Working online / Work

[[Fy =1 @ Files - OneDrive

> 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. @

- 0O @ G |H

@ | @

Ward

Excel Online | OneDrive > Documents

Lisa DK Sign out

1Y Share B Comments

File Home Insart Data Review WView Open in Excel
9 é’g;‘ e B B = 3 - Sont&fiters
ol 1= eh St T | o e e | B s
Undg Clipboard Font Tabies Ceils Eciting N
Al weel in your browser!
B H W o
1 ( Click (P 13%< to open Click the 33 button to 2
2 .
the workbook in your [T return to your [T Don't
desktop application and worry about saving, it happens
continue editing from there. automatically.
; Bae=1| /@ Files - Onelirive X l‘i‘ v B ﬂ‘l;l-ﬁ&m | @ Microoft Powerpoint O FHESIEEEEE
oLus | TR ; R T I = |
5 . - “ ) hatpeyoffee dweeom ciar PoweePom bt amit=an-GREmth=

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

> Click New blank
presentation. €

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

O @

& | hitpez//onedrive.live

PowerPoint Online

Recent New in & Onelrive

Naw blank presentation

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

> Use PowerPoint like you
would in your desktop.

Most of the controls are
there. @

:I [ Presantation 1 - Micios % i

onadrive fve.comy ed it s

Traniitions Arimations Rview @ Tall ma vehat you want th da’ Cipan in PosrPent ¢ Share £ Commants

5 Home  insant  Design
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Prasentation 1 @D :simplified Ribbon 8 Lisa DK  Sign out

File Home nsert Design Transitions Animations Review Q Tell me what you want to do Open in PowerPoint {4 Share [~ Comments
e | e = -l - - B - | sidesizev | &) FormatBackground v | 0 \Design Ideas

a )
Click (J[:]LEL to upload your Click the ([ button to (el[Td 4Open in PowerPoint|
documents to your return to your IO, Don't to open the presentation in
from your computer so that worry about saving, it happens your desktop
they are accessible from any automatically. application and continue
browser, anywhere. editing from there.
\ _J
B 51| @ Fies-Onedrive x | F & || @ Files - oneorive % H‘- e il
“ =2 O m & | hizpsy/onedriveldive.com/tid=root&cid =6B9DEESADSF274T0 « =2 0O @ & | hitpsy/fonedrive.ive.com,7id =root&cid=SB9DEESADSF2T470
OneDrive
A search evarything -+ Mew T Upload L Search everything & Open ~ | Share < Download [& Delete
OneDrive Files OrneDivive -] 03
39
Files Files '13 S
o }
Recent Recent me
, @ mo
Photos Photos Zao
= Documentl.docx =
Shared Shared » Q
Recycle bin Documents Lisa Recycle bin g L;ﬁ
o a7
Select afile and ,gé
click DI s to "
download a copy of 2
o (0]
it to your computer. v
5,05 MB used of 5 GE 5.05 MB uzad of 5 GB 10
Access your OneDrive

files from your devices

For easier access to your OneDrive > Cliee el e LR 2 (1

files from any device you use, > Select the device type you want (e.g. Xbox One) and
there are useful applications that click Learn More). ©
you can download and install. > Click Onedrive app for Xbox One @) to download

and install the OneDrive app.

 Fieg - OneDrive __i i Download Microssf Or

& = 0 @ £ | hipsy/oredriveive.com/about/en-ghydownload, A

5.05 MB used of 5 GB

Get OneDrive on your phone or tablet OneDrive for Xbox One
@ Get premium

|‘ BB +41 Prone numer | Say "Xbeo, Bing™ and then "OneDrive”, or browse apps
Get 1 TB (1,000 GB) of storage : to install OneDrive from the Store. Leam more
and the new Office 2016 apps.

Learn more. i == F“

Get the OneDrive apps o_

(B 6] - oveoe I#

%200 * = L e
OneDrive app for Xbox One
Onelrive is the place to store your files can access them

. from virtually any devipe. With OneDrive for Xbox, you can easily view
6 OneDere your photos and videos on your TV, You ¢an also play slideshows and

wiew photos and videos shared with yow

~ =2 0O @ £ | hapeys




Share your documents with others and collaborate
Once you have your documents on Microsoft OneDrive, you can share them with your friends.

S ] K Searsh wvarything @ Cpen 5 Share 4 Downicad [ Detete =1 Mowete (D) Copyto & Rename « Embed & Versionhistory 1
> Select the document
you want to share. @ Files
> Click Share. ©
> Click Email.

> Type the email
addresses of the
people you want to
share the file with. @

> Click Share. @ @ catprnam

Share 'Document?’ . . X
< Share 'Document

Anyone with this link can edit this item. v

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

i_ ] Set expiry date:

I | Set password:

Hello Marco,
| am sharing, the Word document you asked for with you.
e Get a link Best regards,
Lisa
Email o = —_
B e More v
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 'Document?’

Anyone with this fink can view this item.
|| Allow editing

;_ I Set expiry date:

Set password: | sssneene |

2. Working online / Work

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.

B oai & Google Drive: Free Clou X l-}- ' - o x

&« 2o 0D & | hitpsy/www.google.com/drive/ g = 1 2

> 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

Google

Welcome

® lisa.dkids@gmail.com v

nter your password e

sesesssesse &\}

Forgot password? m

B gl & My Drive - Google Drive B 45[‘ & My Drive - Google Drive X [
< > O @ & | htp: < > 0O o £ httpsy/drivegoog
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> Click the New button @) and

click File upload, € to upload ‘ Drive ‘ Drive Q 9
any file or click Folder upload, €&

to upload any folder from your

computer to your Google Drive. = New o BB Folder

> Or, if you want to create a
new office document, click » My Drive [#) File unfoado
the type of document you wish . (] Folder upload o
to create. @)

> The appropriate web application R SR B Googlenocs ?
will open. Keep in mind, Google ©  Recent Goople Sheets o
Docs is like Word, Google Sheets Google Slides >
like Excel and Google Slides like LI More ,
PowerPoint. gin

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.
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2. Working online /| Workir

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

e
Give your document The DRYIRIT The usual text editing controls
L an appropriate title. editor. and formatting tools are all here.
]

| & untitied docunent - 6c X

— = 0D £ | httpsy/docs.google.comydocument/d/10_rMuVqzVFg TLziymmbFgelX_LsbfeOivoizifyBvwa/edit2heading =h.apyohoihtrvm T
Untitled document =] a
File Edit View Insert Format Tools Add-ons Help Allcl
o~ @ A O100% ~ | Tite ~  Patifico BITUAdS o BB =E=E=E 1= EvE-EE
2 1 - 1 2 2 £ 5 (] 7 8 9 10 1 12 13 14 15 o 17 18
: GOOGLE DOCSH
"
The S IGEELE EE
. editor.
Untitled spreadsheet - ¢
= - O @ £y | httpsy//docs.gongle.com/spreadsheets/d/1L3XKuXtxLAFSSyWgl 5VZwie IwUaMKKiQePSpph3Lul feditégid =0 o«
Untitled spreadshest =]
File Edit View Insert Format Data Tools Add-ons Help
~ o~ B P O100% - § % 000 123+ Adal - 0w - BISA %H Exi-lr-Yr- oW V-2
1 A B c L] E E ] . H I J K

| —

S T R T

@

editor.

rhe]

O @ @ | ntipsydecs.googie omypresentation o1 ko | ZgEFUUGRFYTY Mo Sgl6 G R T UL echeside=id 3 = £ 8
Untitled presentation B @ Present -~ | i Share @
File Edit View Insert Formmal Shde Asrange Tools Add-ons Help

+ oo - kFM@A- - En | Backgiound Lapoil>  Thers  Transibisn . ~ Themes s o
1
In this presentation b

L]

Click to add title

Click to add subtitle

Cick to add speaker notes g =

- = R importtheme




Share documents with others and collaborate
Once you have your documents in Google Drive, you can share them with your friends.

[ 'Bi & My Drive - Gaogle Drivi % l+ ~ sl _ _—
< > O @ £ | httpsy/drive.googhe.comydrive/my-drive
T : i L, Drive Q,  Search Drive
> Select the document you
My Drive - S
want to share. € B o
> Click the Share button. @ T o
> Click the Advanced VLE  computers
button. 6 8% shared with me
> Type the email addresses e
of the people you want to % A -
M — E
share the file with. @ ' e o
> Set the access permissions e
from the drop—down I|St e Share with others Get shareable link (€0
> Either check Notify people Paople 9o
0 or COpy the Link tO Enter names or emai addresses > g_g
share @ and send it to FS
. . i i -
your friends (either by Sharing settings mS
email, IM or however else ga
you communicate). Link to share (only accessible by collaborators) ; Q,
. hitps:fidocs.google.com/document/d 1 qtDGIAPY jvRIqwIXNgfUEXT Ka0tH-qtgN G295F ow
> Click Send. © =E
Share link via: W] @ n § E%
N T
&
Who has access &
. . If you choose
Real-time @  Private - Only you can access Cha 'you can 10
o
collaboration T collaborate on the
Sa +]
q ] @ Iila dk df"@ 'ﬂal caim 4 same document
Google Drive lets multiple b et .
g . with many people
people in different locations in real time
collaborate simultaneously \. J
on the same file from any
computer with Internet access. e
When someone is viewing or imv pecpie:
editing something at the same P aexok x  Acd more people... o 7 -
time as you, you Il see a profile 0¢Noﬁfy people - Add message v Can edit 1
picture and their name if you m o Sendacopy’  Can comment
place the mouse pointer on it, LT —
in the top right of your screen. OWQGS —
nt editors from changing access and adding new people

c E m Disable oplions to download, print and copy for commenters and viewers
| .

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.
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2. Working online / Online

Cisco WebEx allows you to collaborate with your contacts and colleagues before,
after, and during a meeting. Your contacts, if they are only attendees don't need
to have a WebEx account unless the host requires them to. In this case, users have
to sign up, or request an account.

Ll ﬁ] [.] video Conferencing, Or 3¢ l—|—_ v

L > O @ & | hitpsy/wwwwebex.com/

2

Products ~ Plans & Pricing  Why Webex ~ Help Center ) United States » Host  Join  Signiin »

> Go to www.webex.com.

> Click Start for Free @ and
create a free account.

> Click Host. @

> Type your email address € We ma ke

and click Next. @

ey s collaboration simple.

and click Sign In. @

> You should now see the
WebEx home screen. @

Sign In

Email address Remember email address

Donl hawe 3 Webex account? Sign uy

Eeep me signed in

@ Meet Now \w Schedule 232 Join by Number

Updates View: All ~ Upcoming Meetings

Host or join your upcoming
Get updates on important meetings and files, stay in touch with meetings from here.
your meeting invitees, answer questions, view comments, and
provide feedback.

Do you want to get started now? Schedule a meeting .
Viewed Files

Access your most recently
viewed files from hera.

a meeting

Upload a fila




> Click Meet Now. o & weet Now E@ Schedule 232 Join by Number

> If yOLI Want, Change the What: Lisa Cooper’s Instant Meeting e
topic of the meeting in the
What text box. ) . ' B06 01 horne e

> Enter the email addresses (Gancei |
of the people you want

to invite to attend your . : —
meeting in the Who text Y © sevpwen-cov x [ - —

bOX e - = 0O 6 £ hitpsy//meetings.webex.com/collabs/meetings/stareeting Tuuid = M7 SREEEZBYZANSEGIKIIEKNEFS Tr

> Click Start. @

> Every time you start a Step 1 of 2: Download a temporary WebEx application
meeting, you will be
asked to download an

application. You will need to download this application each time you join a
>Click Download. ©& meeting with Microsoft Edge.
> Click Run. @

@ Set Up WebEx - Cisco W X l'.-i-‘ R

0O & | https://meetings.webex.com/collabs/meetings/startMeeting?uuid=M75R88828VZ4XSESIK 396 KNEFE ¥ += 4 &
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Step 2 of 2: Run the temporary WebEx application

[
o

Select Run on the message bar at the bottom of the window to run the temporary WebEx

application.

Ciscow/eDEx.. Q2 weDexexe... Run | | View doemosds | X

What do you want to do with X19foWVIdGIUZ3N....exe (1.1 MB)?

From: meetings. webex.com A 2e e s

When you use a video meeting program try to avoid talking all together,
especially if the Internet connection isn’t good. Respect the other people.




When a meeting starts,

the meeting window Click [T to )
appears. When the meeting is invite more participants
over click ILLITLE or to remind late ones.
4 Q Cisco WebEx Medtings - Lisa Cooper's Instant Meeting - B8 X
Click Ble Edft Zhare Miew Audio Parhicpant heeting Help
and then IV 1= ® .
m to participate __ Quicksart  Meeting Info (® New Whitebioar Sl s
in the audio conference ~ Participants *
using your computer’s _—"
microphone.

\_

LisgQooper (Hest, me

Q

i &_ v Chat %

Invite & Remind Sendto: | Everone

[=] Call Using Computer
= Change settings

e [{e'4Share Screenf ) You can also

share your desktop chat using
screen with other the [T
participants. window.

Connected @

Share documents during the meeting

Q Cisco WebEx Meetings - Lisa
..p-ar E : File Edit View Audio Participant Meeting Help

My Screen Ctri+alt+D I

| 2 Eile (ncliding Video) >

_ reviewitin real-time:

] From My Computer...
> Click Share. @ Application |L From My WebEx File...
> Then click File Whiteboard  Ctrl+Alt+N
(Including Video). © 3 T L15a cooper's Instant Meeting

Lisa Cooper

= g f1G3 SAR 04
er: 193 508 048

> Click From My

Computer... ) to select . . . .
and upload a file from The shared document appears in the main meeting window

your computer. and whatever you see can also be seen by all other participants,
so you can make a presentation by changing slides or pages
whenever you want and everybody is always on the same page.
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Form 3-4 person teams with your classmates and participate in an online meeting.
Choose a discussion subject and make sure everyone speaks. Try the file sharing
option by sending a file that everyone can see at the same time and discuss it.




You can broadcast your Microsoft PowerPoint presentation over the Internet to

a remote audience.

Send a link (URL) to your audience and start presenting the slide show inside
PowerPoint. Everyone you have invited can watch a synchronized view of your
slide show in their browser by clicking your link.

You can send the URL for your slide show to attendees by email. During the
broadcast, you can pause the slide show at any time. You can also resend the URL
to attendees or switch to another application without interrupting the broadcast.

> Open a presentation in
Microsoft PowerPoint.

> On the Slide Show tab,
in the Start Slide Show
group, click Present
Online. @

> Click CONNECT. ©

> Type your Microsoft
account credentials € and
click Sign in. @

> To send the URL for your
presentation to your
audience, either click Send
in Email... @ or click Copy
Link @ to send the link by
other means.

> When your audience has
received the URL for the
slide show, click START
PRESENTATION @) to
begin your broadcast.

> After you finish presenting
and are ready to end the
broadcast, press @3 to
exit Slide Show view and
then click End Online
Presentation.

Beginning Cusrent Slide  OnEne=|  Show=

Presentation] - PoweiPamt BinaryArsderny MM
File Home insert  Design  Transitions  Amimations  ShdeShow  Review View Help O Search [ =2
53 = I 1 ) 2 oot | e
25 ) -5 o [ Use Timings
From Present Custom Slide Setlp  Hide | Rehearse Record Slide

Slide Show Slide | Timings
Start Slide Show

SetUp Monitars ~

Show= 2 Show Madia Conirole | B0 Use Presenter View

Present Online

Office Presentation Service

The Office Presentation Service is a free, public service that comes with
Microsoft Office. You can use this service to present to people who can
waltch in 2 web browser and download the content. You will need a
Microsoft account to start the online prezentation.

More information

| Enable remote viewers to download the presentation

By clicking Connect, you agree to the follov :
Service Agrasment

X B® Microsoft

lisa.dkids@live.com
Enter password e
LTI LY

Forgot my password

Don’t have a
projector or
large display in

your conference

Present Online

Share this link with remote viewers and then start the presentation

|Inttpss//nl3-broadcast.officeapps live.comy/m/Broadeast.aspx?
\Eis 53047 cf300dBa%a5Facaedaa e 2DOf 30T 2DAE %2 DB

F2fdbe Eppt

f‘h Copy Link
B Send in Email

3 SendinIM.,

| START PRESENTATION

room? Create a
broadcast and

everyone can
follow along on
their laptops.

AutoSave (8 o1} 5]

File Present OnBne  Home  Insert Design  Transitions  Animations  Review
3 = : 5 2 o
T q-‘ L Menitor: | Automatic = E‘ I.Q:Q LAl
From From A 4 Share Meeting  Send  End Onfine
B ¥ W
Benning Client Side. | 20 e Fresnter ¥iew Hokes> _ Inwitions Presestition
Start Slide Show Menitor

Prisentation] - PowerPoant

Fresent Onling E
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Watch a presentation online
The recipient can watch your presentation via web browser.

> In your email account you will receive
a new email with a link. €

> Copy the link to a browser address

bar @ and press (EIEED. T
> Wait for a confirmation message. € = | I Broncd B2 A C
. Debete Brcheve i Fronate s ;._-:; Ioem
> When the broadcaster clicks the e o R e
Start Slide Show button, the T —— o
presentation will begin in your ST —— _ i
3 Braacieant of o anes, It 4oy my Brosds st ami T Fah P IhE Rl Sl ARG T | BOA TS Eihda e M B T e M AN 0 A %
browser. @

8| (3 wuon Powerinin 0 [

L O @ e AR SRR RS e 0o T T e

m PowrrPrant Onlre
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Any transitions in your presentation are shown as Fade transitions in the browser.

Screensavers and email pop-ups can disrupt the audience’s view of the slide show.

Audio (sounds, narration) is transmitted to the audience through the browser.

You cannot add ink annotations or markup drawn onto the slide show during the
presentation.

If you follow a hyperlink in your presentation to a Web site, the attendees only see the
last slide you showed in the original presentation.

If you play a video in your presentation, the browser shows it to the audience.

Is it your turn to present,
and someone else’s

2. Working online / Preser

Broadcast a presentation to your classmates’ computers. computer is attached
If you are not in the same room, keep in mind that they to the projector? Start
cannot hear you so make sure you establish an online a broadcast, send them
conference connection (Skype, etc.) to accompany your the link and control the

presentation’s broadcast. presentation from your PC.




Microsoft OneNote is a digital notebook that provides a single place where you can
gather all of your notes and information. It also has the added benefit of powerful search
capabilities to quickly find what you are looking for.

OneNote offers the flexibility to gather and organize text, pictures, digital handwriting,
audio and video recordings, and more —all in one digital notebook on your computer.

Furthermore, powerful search capabilities can help you locate information from text within
pictures or from spoken words in audio and video recordings.

Notebooks

........ Sectionsof a notebook

Pagesin a section

So let’s see how your notes are organized

o "le Blology History .
by A in OneNote. It's very easy to get the hang
£ et ¢ L of it when you think of one of your school
i el notebooks.
1 . Cl LN\"I )
. -y by Different notebooks appear as tabs on
¢ % the left of the main OneNote window.

Each notebook has sections which appear
as tabs at the top. Finally, each section
consists of pages which appear on the

right with their titles.

Homi Insert Draw

> Click the + Notebook
button at the bottom left of
your screen. €

> Click Blank type. €

9O LisaCooper

ore Notebooks...

View Q

> Type a Notebook name. €
> Click Create notebook. @

~ Notebook ‘.

Create a notebook

Select a notebook type

Blank Work Learning

Motebook name®

My classes e

Add sections in your notebook

zadkids@ive.com

Create notebook

Cancel
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2. Working online / Notes

Save a notebook

OneNote automatically and continuously saves your work while you make notes. It also saves
your work whenever you switch to another page or section and whenever you close sections
and notebooks. There is no need to save your notes manually, even when you finish them.

> Right-click the section tab
you wish to rename. @

> Click Rename Section. @

> Type the new section name.

> Press or click

anywhere else and the
name changes. €

> Click the +Section
button, @ at the bottom
left of your screen.

> Type a name for your new
section. @

> Press (EIEED.

> Open the notebook or click
the section where you want
to insert a page.

> Click the +Page button. @

> You can drag and drop
any page up and down to
change the order within the
section.

Organize your topics
using subpages

To create a subpage, drag a page
tab to change its indent and
organize your pages within a
section.

Home Insert Draw View
O] | | csibiught | 20 S AR
2 Lisa Cooper e s
() Recent Notas o New Sect== * S
X, Delete Section
L My classes o =i Rename Section
More Notebooks... 5} movescopy

View

Home Insert Draw

I

[ | | calibsitight 20 B

2 Lisa Cooper

@ Recent Notes

Ugy My dasses

Home  Insart
] | calibriLight
2 Lisa Cooper
(©) Recent Notes
Ugs My dlasses

More Notebooks...

Draw

20

View
B I

Hornework

| (o=

me Imsert
Z &

2 Lisa Cooper

Calibri Light

(5 Recent Notes
[0 My classes

More Notebooks.

View

Draw

20 B I

Homework

I Classes

-} Natebook ~ section o — Notebook —|- Section
— -3
Home Insart Draw View
O B I U & Every page has
8 Lisa Cooper My classes atitle which you
© Recert Hotss N can change.
[0 Myclassas l Classes
More Notebooks... o
- Notebook ~ Section ~+ Page

0 Lisa Cooper
(%) Recent Motes

[ My classes

Notebook

More Notebooks..,

Drraw

View

B I U

Homework

I Classas

Section

£ -
My classes
~ Math
Algebra
Combinatorics

Logic

~}- Page




Write notes on apage Algebra
To type notes, click anywhere on the page

you want a note to appear and then type. Algebra includes the study of algebraic

truct » which ets and th
OneNote creates a box for each block of St e S e,
text that you type_ axioms. The field of algebra is further divided

according to which structure is studied; for
instance, group theory concerns an algebraic
structure called group.

From
<hitos: ffen wikipads ikiflists of mathematics 1

oplesilipabha>

> Click +New button. € + New v T Upload v Another way is to
. . click (I:]ELJon
> In the drop-down list, click W Folder \ your AT a

R search everything

nd
OneNote notebook. ) OneDrive @) Word document S upload a locally
‘ Files ] Excel workbook saved notebook
Recent ] PowerPoint presentation from your computer
to the cloud.
Photos @] OneNote notebook

As with other documents in OneDrive, you can also open your
notebooks right from the browser using OneNote Online.

Click here to open the
current notebook in

[ +«5 | @& Files - OneDrive I f@ My classes - Microsoft ¢ % [ == km onyour computer.

&~ O o & | hitps)//onedrive.live.com/redir?resid=6B9DEESADSF27470%213748page=Edit&ng
Here are your OneNote Online | OneDrive » Documents My classes
notebook sections.
View  Pnnt Q' Tell me what you want to do Open in OnelNote
Notebooks i My classes
My classes Homework Math
l Classes Algebra
Combinatorics
Logic
-+ Notebook -+ Section + Page

'
Click here to add a new
page to the current section.

)

% Keep hard copies of
D your files. Imagine
having all your
notes from all of
your classes in one

file and suddenly
your hard disk stops
working. Everything
would be lost.
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Access your notes from your other devices

As we saw in the very first task of this module, there are many OneDrive apps available for
your computers, tablets or smartphones. They allow you quick access to not only your notes
on OneDrive but also to all your other documents and files from any device.

Share your notes with others and collaborate
Once you have your notes on OneDrive, you can share them with your friends.

B 'ﬂd 7@ Files - OneDrive X I-|- HE
e = &« = 0O @ £ | httpsy//onedrivelive.com/7id=rg
> Select the notebook you want
to share. @
> Click Share. o P search everything @ Open > 12 Share
> Click Email. © : .
> Type the email addresses of the people OneDrive
you want to share the file with. @ Files @ 01
> Click Share. @ Recent
Photos My classes
™ Shared
Check [:\I[VAL 1114 T¢ if you want
to collaborate with your friends ) ,
on the same notebook. y «Share My classes
jE marco.dkids@livecom X
L] 1] X |
Share ‘My classes
Amyone with this link can edit this item. Badradico,
I'm sharing my classes noteboaok with you,
Allow editing Eii:t regards
| Set expiry date:
L | Set password:
@ httpss/Ndrems/ s AnBOSVET pTrgwD... Many people can edit the same
@ — o notebook at the same time. It's
easier to collaborate this way!

Pair up with a classmate and collaborate organizing a
school project using OneNote. Share a notebook with
your partner and divide up the work. Can you also find

a way to decide what everyone will do in the project, not
by contacting your partner directly but by using the tools
offered by OneNote? Good luck!



Whatis a mind map?

A mind map is a diagram used to visually outline information. A mind map is often created
around a single word or piece of text, placed in the center, to which associated ideas, words
and concepts are added. Major categories radiate from a central node, and lesser categories
are sub-branches of larger branches.

The fact that mind maps visualize

ideas and concepts makes them ' _g Hulh. shiot ol Mrkrk 1s Yol SR ER I
. R #4 QOrder what you noted
an excellent tool for solving S CIEET -y

problems, making decisions, " Fomatendstye
studying and ordering things. ‘

ﬂ- Ask questions - follow the structure
T

/-[ Remember J— i@ Think ofanswers

(s} Check answers - unhide information

- Mind mapping |
3 / Save

. _-‘v\\\\(eﬂ Store & share 5— o

E -miail ,2‘ Use

\ Internet

\. = Search

\

Create views
Unfold

Howver

—
D navigate AT View

A great tool for creating mind
maps is Freeplane. Let's learn
how to create a mind map.

u.‘- - opapiare - Mliud sy i -

] b viem Boemst -;.e-;ne,. e
(0 e =il haTed L3 £ zx -BSSIEESORNXES U
5.‘ e map from implate
> Open Freeplane. F‘;:‘Z“" S
o . By e g Crleshes
> Click File. @ Pt
> Click New map. © |
> A new blank mind map 3 oot o
i i Mo et e, Ao
will bg created with il | G
nothing more than a a
central node. © ; i ouss
Chilalai

Every mind map has a central idea or concept that is the subject of the mind map, i.e. what
the map is about. This central subject is called a central node. All the other details that
enrich and explain this subject are called nodes and are positioned around the central node
connected to it by lines.

Each of these nodes can also have other nodes that explain them.

That way all the nodes in a mind map form a hierarchy in which the central node has one or
more child nodes that expand the central idea and each of these child nodes can have their
own child nodes and so on.
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Let's create a mind map about renewable energy sources in Freeplane
and see how we can form a hierarchy of nodes.

> First, let's change the subject of our central node. Double-click inside the central
node @ and type a new name. When done, click anywhere in the blank space to
apply the change.

> Press (21D A new child node is created and is attached to the central node. @

> Type a new name for the node. €

> Notice that when a node is selected its fill color changes. @ To change the
selected node simply click another node.

> Press to create a new sibling node and then type a name for it. @

> That's it! By creating child and sibling nodes you can create any hierarchy.
Let's expand our example a little. @

~N
w
5
8 4 D ‘ pde 0 pde
g Renewable Energy - o . A [Ha ;
< Sources 5
2 p— = pvel a P selected pde
g U U ’ 00 (i - - Q
4 ’ DU - DUE
Renewable Energy i % 11 \j .
Sources

F Renewable Energy Solar Energy 570 0
Sources Fr—

Renewable Energy =~ . Solar Energy
Sources "\ Hydroelectric Energy

0

Obtained from the sunlight
[ Itis unlimited
I Advantages | Clean energy source

i |_Low maintenance cost
y

S

\

Solar Energ! Requires large areas to collect
f Disadvantages | Depends on latitude, seasons, cloudiness,

\_ete.

: Renewable Energy 9 It is transformed to electricity directly
Sources 2 &{LD_"HES_“E‘
R Obtained from the movement of water
It is unlimited

Advantages | Itis cheap to produce
{ Clean energy source
| Disadvantages

Uses

2. Working online / Mind r

Hydroelectric Energy




Style nodes according to hierarchical level and content
Now let's stylize and rearrange our mind map to make it look more appealing.

Obﬁlntd from the swl‘ﬂ"l

Sciar Energy Regures large arees 1o olest
_Disadvantages | "Depands on lathuds, sensons, cloudiness,
I ote.
Renewsble Energy | Uses 1118 manstomed o wiecaicty drecty
S V282 (i produces hast

‘Cbtained from the movement of water

11ty uniimited
n Advaniages | itls cheop 1o produce
o UW“‘““ Energy Cloan energy source
Disadvantages

Usas.

Ob!almd fram the suﬂllghﬂ
1t b5 unim ited
I M\r‘ulm chmammyum-
an mairenance cost

_Solar Energy

> When you move your mouse over the node's
edge that is closest to the central node, an
oval appears. €@

> Drag at that point and drop the node
wherever you want. €

> If you want to move a node to the other side
of the central node, drag from the center of it
and drop it to the left of the central node. €

Obhmﬂ‘l from the sunlight
1t bs uniim Hod

Disadvantages | Ep_m&Tnam ' Advantages | " Clean snergy source
{ | e Y Low maintersancs 208t
Renewable Energy { | _1‘.””“!-':’?"‘”“%"‘59 E!’!“"# Salar Enerw{ quul'ﬂ lnrge arens o cobect
Sources A {1t proguzes beat £ f." nuudmliuu. Dtplndl.oﬂ latitude, seascns, cloudiness,
Ohbtained from the movement of water Renewabla Enaegy \ u Itis nnrshlmcn o slec mc-r, ﬂn(lly
It i unim et Sources i~ \EES ) proguces heat
Advaniages | 1t cheag 1o produce B
Hydraelecric Energy Clean arargy soure fram the movement of water
Disacvantages It is Lnimited
Uses Acdvantagy I is cheap 1o produce
b IRE G Ensro) Clean srargy sEUce
Fhae Desadvantages)
aor Uses
v‘
Obtained from the sunight
) it unimiiea
Dbtaine ":"“ I mmovernent of weter | Advantages | Clean anergy sourte
1is Wit b \_Law mairsenance cost
I:L:‘::-zwn::: Adwntages Hydrosiaclric Ensrgy Solar Energy Requies larpe amas 10 cobect
¥ / o -
Disasiantages Renewable Energy Disaduaciages Depamds cnlefde, bassuns chintoese, Notice the selected end
Uses Sources |mu-mmm-ssauenm ety
et ueasvast % becomes gray.

There are many options to stylize your nodes.

Customize some aspects
of the node’s text.

" T i |

BISESS DT lRRTY

Clbta-ned from the sunfight
Itis unlimited
a Cuan anergy source

|M 2

=11 [ M | sanesed -l

& ~

e

i

2 Obtained from the movement of water App'y apreset 5ty|e.

1 It s uniimite-d

; I;:Z:‘:::;:;:z‘::; Aevantages Hydroelel:trlc Energy

= Disadvantages |

M Heay Renewable Energy . |
g Sources .
L

LJ

v

Cl

i v b

[z

atitude, seasons, cloudiness,

Solar Energy T e
Jn" | Disadvanlﬂs:*r’m

ste.
| Uses Itis transformed to electricity dirsctly
~—4\_ It PEd u_cag_hgg!

Select the node you

want to stylize.

og
53
F&
-3
=1
mo
25
Gl
A0
_'
S0
S¢
c3
=2
m o
N T
o
o
I}
w0

[
o




e Magl® - Feeeplane - Mind map made

Fie Edit View Format] Navigste Fier Tools Maps Help
N eeyae sl 2| Derat <[ samsser Jr B /SIE==odd < aEcnRBEY

m Al Stamatic layout »

r Manage Sndes >

® | copy tormat ARsSHRC Obtained from the sunlight

;" @ paste fermnat ARSSHASY | atar f Itis unlimited

I Copy format to new siblings [ A ges | Clean energy source

v Map background s | Lowmaintenance cost

% Node cors 'B e s/ Solar Energy Requires large areas to coli
bird Sliedshaens WL cost - - Disadvantages [ Depends on latitude, seasof
-..= Edge properties 14 ik theough = ) \H\ek-

A A i fore s | Renewable Energy N s Itis fransformed to electricity directly
g | A Smalier font el Mfinus . Sources - ‘ﬂ(_‘l_tprodu:es heat

o | = iehsignedient T -

[ ] = comeredtent

g = night algred tet

Hode color_ Alt+Shift+F

g % inking node

i Blend color

} ) MNode background color... A+E

Q, Fork

o Eubble

g ] Use piain text Ateshiep . .

ﬁ-- Customize all style options of

anode by selecting a node and

(o [T {1 ' JFormat > Node core}

Try out the different options.

\_ J

Connect nodes

Sometimes it is useful to connect two nodes with a line or arrow to denote some
kind of connection or similarity between the two.

ing and ICT - Sample Pages
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L _Obtained from the sunlight
> Hold P and select the nodes by clicking |" e
them. Both nodes are now selected. @ bviniages TN MIE
\bow 8 o8t
Solar Energy Requires large areas to collect
> Press +u‘ A connector appears' e ,"' | Disadvantages | Depands on latitude, seasons, cloudiness,
f T et
o > Right-click the connector to make / \ i 18 rersiosmed s sy Hechy
. . f == It producas heat
adjustments or remove it. © - /
: -c le Energy
e Lrces
« Obtained from the movement of water
Itis unlimited
2 Hydroelectric Energy Advantages | Itis cheap to produce
Obtained from the sunlight ) Clean energy source
Do  Heuimied Disadvantages
: I Advantages [ Clesn snargy source et
@ i | Low maintanance cost
o Solar Energy Requires large aress 1o collect
¥ Disadvantages f Depends on latitude, seasons, cloudiness,
omm / e
p— { | 115 transformed to electricity dirsctly
= / \Uses —— —————— Cattd °<|
/ It produces heat
/ —\_ltproduces heat g == —
o ' o = i a—— : LT T4
> Seunicht
oL} Comnacti eolor. I
n Obtained frem the movement of water e B | oraunimied
= Its uniimited Comnector amore | — Do arw foonard = ;B_sl__Ei_nno::h_Lnu!_._
I ch d Cosnctie st | G of AL AT
omm Hydroelectric Energy|-*-**2"2085. 1% chesp lo procuce Do —— © || Requires largs ereas to colact
x A o Ry s v | 17 tages | Depends on lattude, seasans, cloudiness,
: | Disadvantages Kot | SarSard “ | ‘.____!_1?_;_,__ s
e Uses il =/ Is transformed to electrcity diractly
° produces heat
Sarcs
; ]
7 i :;lbmlnod fror the movement of water
Aen It Is unlim ted
N .| ldvantages | It Is cheep to produce
e Claan energy source
= dsadvantages
Tap Ises
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Change views by folding branches

[

Click the minus sign next to
a selected node to hide all its
children nodes.

Obtained from the sunlight
f ItIs uniimited
Advantages | Clean energy source
Low maintenance cost

Solar Energy/

Requires large areas to collect

. cloudiness,

| Disadvantages [ Depends on latitude,
ete.

Renewable Energy
Sources

It is unlimited

| Hydroelectric Energy |

Itis transformed to electricity directly
I\USES = S

— == Obtained from the movement of water

Advantages | Itis cheap to produce
. Clean energy source

| Disadvantages
Uses
Click the plus sign nextto a
selected node to show all its
children nodes.
Shows the selected nodes
and all their children.

w | SansSerf

I’i'l

ES|oDd<eExREEY

Solar ‘Solar Energy|

Hides the selected nodes
and all their children.

‘Obtained from the movement of water
Itis unlimited
Advantages | Itis cheap to produce
Clean energy source ¢—=o
' Disadvantages
Uses

Renewable Energy

Birods Jy Hydroelectric En ergy |

AN\

Complete the renewable energy sources mind map by
doing some research online and adding more sources and
any other nodes that are missing. Stylize your mind map
and make it easy to read. Also, connect any nodes that you
think relate to each other.

Information must
be organized with
the most important
information in the
center and more
detailed information
situated farther and
farther away from
the diagram’s center.
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The solar project

With the global need for energy increasing
as the years go by, Saudi Arabia has
decided to take measures to find ways to
change the situation. Saudi Arabia was
one of the first countries to consider clean
energy technologies and to try to find
ways that could cover its energy needs.
230 hours of monthly sunshine can be
converted to 644 watts of energy for every
10.8 square feet every day! Saudi Arabia
has recently created the Kingdom’s first
solar technology farm on Farasan Island
in the Red Sea, producing 864,000 kWh/
year.

In the past it took 28,000 barrels of oil per
year to cover the island’s energy needs.
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Research what Saudi Arabia is doing in other places with solar technology and
prepare a presentation of the energy conservation that is achieved. What is
the total energy consumption for the whole country? How can oil be replaced
by clean energy technologies in the future?




This slar project. ppee

Home Insert Diraw View Q 0‘ 9 =4
B Calibri " B I U # A 8 A v |iS = = AE v [ ~| M
< Research ’
The solar project
The solar project
Intro
With the glebal nead for enargy Increasing as years go by, Saudi Arabla
has decided to take measures to find ways to change the picture. Saudi
Arabla was one of the first countries to consider dlean anargy
technologies and to try to find ways that could cover its anergy needs.
Sorve statistics
230 hours of monthly sunshing ¢anba convertad to 7,000 watts of anargy for avery square
meeter avery day! Saudi Arabia has recently created the Kingdom's first solar technology famm
on Farasan Islandin the Red $ea producing S00 kiloweatts of enargy. In the pastit ook 28,000
bareels of oil per year to cover the island's energy needs.
Links
hatpe/fenwikipadia orgfwiki/Solar_energy
Once your research Fille Home ms;: Design Transgions Animations
s 15 -
M T
is complete, start e 0 e
Paste Mew = E :

[ = Side~ L™ | £ LA A
preparlng your Clipboard & Slides Fant Faragragh
presentation |
covering the points i !1|
mentioned above 2
using PowerPoint ’

collaboratively with
your partners.

deiofs L2 English fUnfted States)

Slicke Showr

Form teams and
use the sharing
and collaboration
options of OneDrive
to coordinate the
research and gather
the information
needed using
OneNote.

Review  View Help O Tellme 5 Share
=, On -
0 % =
Shapes Arrange | Edting | Dictare
¥ % & - =

Drawing Veilce

Obtained from the sunlight
[ Itis unlinited
l Advantages ,f’ Clean energy source
i _Low maintenance cost

; Solar Energy _Requires large aress to collect
!" “_Dlsadvanlagesi Depends on letitude, seasons, cloudiness,
- / | ete.
Renewable Energy B itis maf;rl.ﬁ.o.d fo slactricity dirsctly
Sources \=88 1 roduces nest
- = Obtained from the movement of water
Itis unlimited

Advantages | Itis cheap to produce
Clean energy source

Disadvantages

Uses

Hydroelectric Energy

Finally, present your work to your classmates using the
Broadcast Slide Show feature of PowerPoint.

In the part of your
presentation about
alternative energy
sources to oil, you can
use the mind map
you created in the
previous task, with any
adaptations you think
are necessary.
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2. Working ontina

AppleiThoughts2go

If you have an iPad or an iPhone
and you want to mind map some
information you can try using
iThoughts2go. You can use the
same elements and the same
techniques that you've already
learned. Take your ideas and your
projects with you everywhere!

Zoom

Zoom is a free video meeting
program. You can create an acount,
download the client program from
the Internet and use it for free. You
can use it for chat, phone calls or
video calls.

Microsoft OneNote
for Android/iOS

If you have a mobile device with
Android you can use OneNote
to gather all your notes in one
place. Organize them and keep
them with you always on your
smartphone or your tablet. Your
notes are always synchronized on

all your devices through the cloud.
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