Cyber Café Menu

Server:  Computer moved to location of workshop

· Appletalk

· Access to server

· Opening the server

· Use of your folder on the server

· Saving files as

Desktop

Hard Drive

Server

· Closing the server 

· Files from server to desktop and back 

· Technology folder on server

Organizing your Computer files

· Creating folders on the server in your user folder

· Creating folders on the desktop

· Creating documents and saving to specific folders

· Creating a folder for your class in an open user grade level folders

Using E-Mail: Computer moved to location of workshop

· Saving e-mail

· Sending/ receiving attachment

· Creating address book

· Creating groups on address book

· Download PLE listserv from server

Internet:  Mac lab

· Good search techniques

· Creating Webpages with links for student use

· Copying/ Pasting images

· Saving images

Bookmarks:  Computer moved to location of workshop

· Adding

· Editing

· Changing Name

· Organizing bookmarks

· Saving bookmark to server in order to share bookmarks between computers

Word:  Mac lab

Knowledge can be applied to other applications

· Default settings

· Toolbars

· Opening

· Save as

· Shortcuts

Word Session 2:  Mac lab

· Cutting

· Copying

· Pasting

· Copying images from internet

Word Session 3:  Mac lab

· Creating tables and charts

Word Session 4:  Mac lab

· Labels
Materials:  Sheets of labels

Newsletters:  Mac lab

· Basic newsletter in Word

· Use a template

· Cutting and pasting text and images

· Using WordArt

· Text Boxes

PowerPoint:  Mac lab

· Creating slides using templates

· Inserting clip art/ pictures

Excel:  Mac lab

· Basic graphs
· Spreadsheets
Digital Cameras

· Battery use

· Taking pictures

· Loading onto computer

Digital Cameras Session 2

· Editing pictures

· Printing pictures

· Use of pictures

Digital Video Cameras

FileMaker Pro

