COMPUTER
STATION
USERS GUIDE

Created by Jessica Caoblnw@leapinginto5thgrade.com
FOR CLASSROOM USE ONLY!



http://www.leapinginto5thgrade.com/

Table of Contents

Computer Guidelines

Parts of a Computer

Parts of the Keyboard
Turning On Computer
Logging onto the Computer
Accelerated Reader
Microsoft Word

New Document

Font, Size, Paragraph Styles
Pictures, Clip Art, Symbols
Saving Documents

Opening Saved Documents
Printing Documents

Page Layout

Spell Check & Grammar

Thesaurus

PowerPoint

Short Cuts
Internet

What do | do if someone else is already logged on the computer?

New Slide Show

Blank Slide

Formatting Backgrounds

Word Art

Text Box

Saving and Opening Documents
Clip Art and Pictures

Viewing Slide Show

Using the Internet
Internet Safety

The Web Page

Internet Address
Websites You May Visit
Citing an Internet Source

What do | do if the computer freezes?
Logging Off the Computer
Turning Off the Computer

Created by Jessica Cabbnw®leapinginto5thgrade.com
FOR CLASSROOM USE ONLY!

10
11
12
13
1314
13,15

16
16
1820
2123
24
25
25
25

27
28
29
30
31
32

O~NO OO bW

15

1625

26
2730

33
33
34
34


http://www.leapinginto5thgrade.com/

Computer Guidelines

No food or drink near the computer.

2. Only the Computer Technician may turn the compute
and off each day.

3. Headphones must be worn if you are using sound
(PowerPoint, learning games, etc.). Keep the volume
while wearing headphones. It is too dangerous for yc
to have the volume up too loud.

4. Do not pound the letters, numbers, space bar on the
keyboard. It does not take that much force to make tf
appear on the screen.

5. Do no pound the mouse down on the table in frustrat
Everyone gets frustrated with computers, but poundi
mouse on the table will not make the computer work

6. Try your best to keep your fingers off of the monitors
(screens). No one likes to look at the images on the ¢
screen through fingerprints.

7. If you are using the Internet and anything inapproprie
should appear on the screen, let M&/&AHFAWAY
This is to keep you safe and out of trouble later. Renr
CANNAWILKo back to see what you have been doin
the Internet.

8. When on the computer, you MUST be working const

If you are playing around or talking, you will lose comnr

privileges.

=
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of the Computer

Monitor (Screen): This is where

you will see what you are working Computer: This is the part of the

on at the time. computer that is the memory. It
the work horse of the whole
system.

Mouse: This tool controls the
cursor and pointer, which yol
see on the monitor.

o Flash Drive (USB): This can
Keyboard: This will allow you to plugged into the computer, s

type. can save projects to it.

4 i /,// . . . 4
4 mpact Di D): These we will

S—_— Co pac SC (C ) ese we Created by Jessica Cablw@leapinginto5thgrade.com
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of the

2 P

eyboard

Num LocKhis will allow you to

EscThis stands for Escape. In
use the number keypad. If you

most cases, it will get you out of

certain programs. Backspackhis will deletewant to use the keypad, make s
anything you have typedyou have Num Lock on and read
previously. to go.

Enter Ke
This butt
will take
you to th
TabThis (s ' next line.
alowsyoll AR R R R R R EEEE R E R In most
oinden® RAREEREEREEE D L PECR IR AR o cases, V¢
your TR 99990= done
paragrapig™ T EEELLEE " to use it
or move TR B ’ R S : l unless y
the next b@xY _ B BAS ' want to
of a form. start a ne

paragrag

Space Barrhis allows you to
space between words and
sentences. You ONLY need to pre

Caps Ladkyou press this
button, every letter will be
capitalized. t ONE fime t :
Shift KeyThis will only capitali%) 'me 10 put a space &trl The control key is pretty

a letter one time. You must prédyveen words and sentencegs. |~ you to make short ¢
the Shift Key and the letter you for different features of prog
want to capitalize at the same Refer to the Short Cut Page
time. 'I_'he Shift Key is located on ideas on how to use this ke)
both sides of the keyboard. key is found on both sides o

keyboard in the last row.

5
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Turning on the Computer

Turn the monitor (screen) on by pressing the round
button. It should turn green or yellowish once pushe
show that it is on.

Turn the computer on by pushing the round button.
should turn green once it is pressed.

Only the Computer Technician or Substitute should
on the computer.

ol

Logging Onto the Computer

In the top box, type your username. No capital letter
no spaces. Your username is usually your last name
your first initial.

Tab to the second box, type you password. Once ag
there should be no capital letters used.

NEVER share your password with any student in thi:
classroom or building.

Hit the enter button to log on to the computer.

If you should forget your username or password, set

6
CO b b . Created by Jessica Cabbv@leapinginto5thgrade.com
FOR CLASSROOM USE ONLY!



http://www.leapinginto5thgrade.com/

Accelerated Reader

1. When you are ready to take an AR test, click on the
Renaissance Learninq%m:

2. Log into AR with your username and password just
when you log onto the computer.

Click on aTake a Qui z e.

Select aFifth Grade-Acc
2010 School Year. e

Choose® »Take a Reading Practice Quiz

Type in title of book, author, or keywords.

Click on the title of the book you wish to take.

Take quiz.

Record results on Reading Log and in your reading
folders.

W

© 00N O
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Microsoft Word

1. To create a document in word, you first need to go-

program by clicking on the[c'g'jn

This will open a new document.

You may start typing a new document or open a

document you have already starting working on. (S

16-18)

4. To change the fonts, sizes, or paragraph styles, clic
the aHomea tab.

w N

Home Tab
L,V
Home Insert Page Layout References Mailings Review View
3 ' Calibri (Body) - 11 =R =R T RN
F‘avstE anrmatF‘amter B 7 U -aefx. ¥ Aa\|¥- A~ EE EEIE'I@"E'
Clipboard Font F‘alaglaph ]
You can also
bold. italicized down arrow to down arrow buttons to
or underlined by choose your nextto the 11 change how
clicking this font. to choose your  your paragraph

make it too big! the page. Most
of the time you
will just use the
left (the orange
one), but
sometimes you
will use center.
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5. Once you have your font, size, and paragraph style, i
now time to type your document.

6. You may want to place a picture, clip art, symbol, or V
Art in your document. To do this, you will need to clicl

[¢}
the alnserte Tab.
Insert Tab
405 2 HEP2DMN @ @ B 225 EI4Egm T Q
F'Caagv:rv %I:;: g"aegaek Ta?le Pﬁure ﬂi'pk‘iavpes SmartArt Chart Hyperlink Bookmark Cross-reference Heavder Fm:t:r?li‘r:g:rv g:xx‘t' %Ui:kv WOTH: beg Object + Equition Synlbo\
\ / WI dA /Zl
Click here You can or Lt Symbols
toinserta i even place N Make€  can help
icture if ICK here your titles find
picture i to insert a page you fin
you have i numbers on 00K items you
any inyour your pages want to
a4 My ou can if you but use use, but
Pi ¢t ur pogehin want this feature ¢ 5" ¢ ¢
théTask ' only a few
folder. : _ on your
Pane that “mes N
il keyboard,
W bOp Up your such as ¢
on the document. g
right hand '
side of the
screen.
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7. You will need to save your document often. Sometim
program stops working for no reason, so it is importa
that you save often.

8. If this is the first time you are saving your document,
the following.

9. Click on t 55 - But

10. A menu should display that Iooks I|€%

11.0nce you click (jﬂew ave
should appear. open Click on

Be sure this box says, aMy Docum?% %5

Save As R H Save As B alrrow.
~ []
Save in: (L My Documen ks v D -8 X ohE-
= Trusted 214 to Z Books ([C)Materials For Classroom Management  [) TechnologyPlans
Templates () Activ Software [CIMy Data Sources omc [ * i

affyRecent | [Disasterbal My eBocks [CUpdaters | Print 4
| ) BattleofBooks jMy Music |[)webpage E

@ Deskiop ) BookReports ﬂMy Pictures |[)webpages
() classlists ™ty videas (S)webquests

u ’;;cuments ) classroom econom: Iy [C)ParentTeacherConference [Z)Windows NT 5.1 Workstation Profile Ry k,
() Datalnfarmation [C)PowerPoint [C)Weriting Assessment; ‘f F‘rgp are 3

_J Computer ([C)Danars Choose [C)Professional Goals [Z)writing Folders
My Natwork ([Z) Ewaluation [Z)Prafile IIEIJaddresslabels

e J Places [Z)Field Trips [C2)Promethean Materials ] letterotstudents2
) GradeLevelSummatives [C)Reading Levels Spreadsheets IIEIJlettertostut:lents [ ]
) crants )Schedules 58]y ational Board Schelarship Fund \ 5end »
| GuidedReadingForms I5sP IIEIjql.lestinnsFﬂrml:arview
(22 Holidays [C215ubject Areas
() ISTEP Materials () SummerSchool
([CLesson Plans 2008-2009 [2)3WP Simple Six Score Sheet .
() Macrome dia [ Technology — F‘Hb lish k

i )

File name: Docl w
Save asWYPer | yord Documen) s By Close

Type the name of your document.
Do not use periods, commas, \

questions marks, exclamation Once done,
marks, or dashes when saving your click on the
document. Give it a name you will 8Saveasas:
remember. button.

12. If you have already saved the document, you do not n
use aSave As. &
13. Instead click on the Disc Icon to save your document.

ovesvrite what you have already sam_ms is the
4/~ Disclcop

Created by Jessica Cabbnw®leapinginto5thgrade.com to save.
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14. Now that you have saved your document, you will be
to open it and work on it at a later date. You must
remember what you nhamed your document.

15. Open up Microsoft Word (follow Step 1).

16. Click on the Office Bu™n.

17. The menu should appear. Click on Open.

& “
- Click on
j New ad0pen e.
> Open
H Save
:'l‘—l Save As »
18. Onc e alOpena
appear. Find your
document. Either
Make sure you are i34 ~ click on it twice,
&My Do c unf it ¢ or once then the
nO'[, click the arrow D word Open_
and navigate to :
where you have e
saved your project..
19. Find your document and either double click on the na
click on it once, and th
20. Once you have the document opened, you may contil
wor king on it. Doned3).f or

11
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21. Sometimes you will have to print, but you can only do
If you have permission. Make sure to get permission |
It IS your turn to use the computer.

22. To print, click on the Office Bu =7, Office

23. Click on the Print button. &@'& Button

24. Follow the directions below to | e
make sure you print correctly. =

Open
Make sure the Name of the printer is H Save
al | EL3264La&ESSer 1e& i n
box. I f it doesnet sayﬂE{tsdﬂeiss, click t
down arrow and select it by clicking
once. Click on

*E"“]P”"\aPrlntae

" sure to click
- i Prepare
s e oo 2 the words,
Status: Idle
Type: HP LaserJet 2300 Series PCL Se h
. o " [ Print to file | n Ot t e

Where:  ipp:ff10.10.41, 104/ippf/LES-326-Laserl 1 4 Send [ 3
Commen £ [ Manual duplex - arrOW
Page range Copies

al Kumber of copies: |1 £ .

Current page = F'Hb lish 3

| i o

O Pages: 1‘ 5‘ Collate

Type paga numhers and/or page

ted by commas counting
Fomth t t of the document or the
seu ample, type 1, 3, 5-12 _l EIGSE
ar pls 1 Dl 2 Dl 3-pEs3
Print what: | Document w | Zoom
Prink: Al pages in range | Panes per sheer: 1 padg
Scale to paper sige: | Mo Scding
Cptions.. . O d I 1
nce one, Cc |

In the aPage \angeae

section, choosewhatyou'\Iever change the aNumber
are printing. In mostcase® f copi es, & unless told t
it will be °dRF°Iae t hough

sometimes you may only

need to print certain pages.

If this happens, use the

| ast one entitled aPages. &
You will have to type in

the pages you want to

print. 12

Created by Jessica Cabb®@leapinginto5thgrade.com
FOR CLASSROOM USE ONLY!



http://www.leapinginto5thgrade.com/

25. Occasionally, you may want to change the page layol
from Portrait to Landscape.
26 To do this, Click on the

27.Cl i ck on aoOrientation. &
clicking on it. Page Layout Tab
sert Page Layout Reference
J by I 5 Orientation
-_‘|\|1_| ==

Button

Margins |Grientation| Size Colum

- - -

P
j . Choose which one
you would like to
=] landscape have by clicking.

1

28.You wi | | need to use the
and Thesaurus.

29. Spell Check & Grammar will check your spelling and
sentence structure, and the Thesaurus will help you ¢
better words.

30. Check out the next page for more information on Spe
Check & Grammar and the Thesaurus.

Review Tab
_"-’f,ll g .
— Home Insert Page Layout References hailings Review
] = e &Translatinn ScreenTip =
% (4 [0 a2 B
. guage
Click her pelling & Research Thesaurus Translate ... MNew
Grammar pzg] Word Count Comment
to chec S
) roofing Comme
Spelling &
Grammar. Thesaurus

13
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28. Spell Check & Grammar will help make your paper loc

better.
29. You need to remember that Spell Check & Grammar v

not catch words spelled correctly but used incorrectly |
as homophones and homonyms).

If a word is underlined in red, it is a spelling Wh ok
mistake. If it is underlined in green, it is usually a 4 P]Ingr?u i'; on
grammar mistaky. pe ec

LIk bein her. Grammar, this box

will pop up if you
have any spelling or

Spelling and Grammar: English (U.S. e .
R = grammar mistakes.
You will see the || ik bein her. .
Eigte\%:js Imthlsfm : \ Oncem or
. j _A @ O ncea or £
change it manually ] Al if y z
E}yeolg)r?f Ifovxlwigﬁ I;:Sfm o spelled correctly. A
y — = lot of the time,
/ \ Word will not think
Spell Check & your name IS
Grammar will give ~ Once you have spelled correctly.
you options. You chosen the correct You can add your
will choose which ~ word, you can name to the
one you want. choose t o dd Chd nognedss )
or & Ch an g eaddpthgr wossls.
dAChange All & will/l
find all the words
similar to the

incorrect word. It
will change them all
to the new word.

14
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30. The Thesaurus is a wonderful tool! It can help make y:
writing more interesting.

LIOCUments Locument ™
Changes J Compare J Protect |

iy Researchl Y ThiS Task Pane Wi"

C— ™ appear on the right
. Thesaurus: English (U e .

o \ and side of your

I Thesaurus: English (US) "\ screen.

= content (adj.)

content

contented
pleased

" Type the word you
o want to find

cheerful

i high sps another word to

- \ replace it.
ecstatic

aelhted \ New words to

cheery

joi replace your word

on doud nine

<ad (Artorym) will appear here.
oy e Either type in the

lucky

fortunate word yourself, or

favorable

opportune CIiCk On It tO

unlucky (Antonym)

2 Cantfnd t2 replace the word in
Try one of these alternatives the document.

or see Help for hints on
refining your search.

Other places to search
Search for ‘happy' in:
ﬂ;‘-\ll Reference Books

[, All Research Sites

53‘ Get services on Office
Marketplace

A4 Research options...

Ed
=]

15
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N

Home Tab

LS
ka

=25

PowerPoint

To create a slideshow in PowerPoint, you first need
to the program by clicking on th N

This will open a new document.

You may start begin a new PowerPoint or open a
PowerPoint you have already starting working on.
The easiest way to start a new slideshow is to begit
a blank slide. In order to do this, make sure you are
the aHomea tab.

Select the aBlankeae SlIid

Layout menu

Home Insert Design Anifhations Slide Show Review View

J ' (=] — r
i a0 Cut ; e -~ . a3l = d=1 =
—j ) ‘ l | EE i) H=___
=34 Copy Office Theme T
Paste : New = g'
S A e R i
Clipboard M g D || RS R RSy !
i T i grrmememrnneeeeey
Slides N -~;Q\lmiﬂe- \ x “““““ 18 ~ .......................... : I
A Title Slide Title and Content Section Header
“ab g —ar ]
L et el
e 5| Y __— Blank Slide
Two Content Comparison},‘/
N
& | e
Al
Blank Content with Picturewith |
Caption Caption

16
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6. Now the real fun begins! You will get to design your

slide.
7. Click on the abDesigne t
8. Go to the section | abel
9. Choose aBackground St vyl
Then c¢click on &a@For mat B
Design Tab Background Styles

v
Insert Design Animations Slide Show Review View

o N [SF

@‘

<) Background Styles
.Eff Sk Hide Background Graphics
hemes Background F]

7

Background

=
nColors [@ ————r— J/ Click on the small
E !F — down arrow next
( 1 E E to the word
Background Styles.

Bl

P WP u
Click on J{
&For mat |- |

Back gm;ﬁ'ﬁ dor%fgack.ground...
to see options:- M| Rese

17
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100 The aFor mat Backgrounda
your screen.

11. Once you have this you can design your backgroun
Follow the different options by looking at the image:
below.

[}
—

Format Background V

Youwillwant The &Sol
to be in the ISFn S| | i

i / will allow you
aFil |l e €Pigrd | | @Osdt il

: to choose one
() Gradient fil lor for our
) Picture or texture fill colo y

("] Hide background graphics baCkg round.
Color:
Transparency: [ 0% & Click on the

little black

arrow and
select the color
you want for
your
background.

to format the ok the same c
background for Al |l . &
just one slide.

Sel ect & @Yoo waatall of the slides
I
t

0)
0)

18
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Format Background - u M
—

The aGradient fil

Picture | | @) solid fill i
il cool option.

() Picture or texture fil
Hide backaround araphics

Preset colors:
Type: l Linear l : I
Direction:

Angle: 9 2]
Gradient stops

stop1[~] [_add | [ Remove |
Stop position: O— ‘[LO% :’ij

Color:

Transparency: % !LO% !:C_‘J

[] Rotate with shape

| ResetBackground | | Close | [ Applytoal |

Format Background p— | fd S|

]| R
Picture | | @) solid fill
@ Gradient fill
You can then ) Picture or texture fil
choose preset colors Hide backoround graphics

by clicking on the || Presetcolors: ([ |
color you want. B

ype:

Direction:

Angle:
Gradient stops

[
gsmp1l:
L

Stop position:

Color: @

Transparency

[] Rrotate with

.............................................................

Created by Jessica Caoblnw@leapinginto5thgrade.com
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L1 |
—

Format Background

Then you can

e | i
Picture () Solid fil
@ Gradient fill
() Picture or texture fil

I [ Hide background graphics

Preset colors: -

Type: LRadlaI 7

Direction:

s [o]

choose the Type of
background style
you would like.
Click on the little

A down arrow to
select your option.

Angle:

Gradient stops

GD@B.

By selecting the
direction, you can

Add

StoplE

J [ Remove |

Oi

Stop position:

Color:

Transparency:

0,7

[ ] Rotate with shape

change the gradient
that you have
chosen.

.......

Play around with
the Gradient stops.
You can make some

Close

J |

| ResetBackground | |

Apply to All

pretty neat

You can also use a
picture or a texture
as a background.

By clicking on the
texture button, you
can choose a neat
background.

You can also find 8
picture from yoedr
file or the clip art.

Created by Jessica Caoblnw@leapinginto5thgrade.com
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i

creations for the
backgrounds.

Format Background

| Fil

'\

.

@ Picture or texture fil

LS Texture:

Fill
@) Solid fill
() Gradient fill

[] Hide background graphics

Insert from:
| Ele. || cipboard | | cipact..
/ Tile picture as texture

Tiling options

OffsetX: |0pt
Offset Y: ivoipt

: L
Alignment: ‘Top left JZI

[=]

Scaley: [100% |4

Mirror type: \ None

U

_| Rotate with shape

Transparency:

[ Reset Background ] [

Close

20
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12. Each slide will need a heading. You can do this by

creating a Word Art image.
13.Go to the adalnserteae Tab

Insert Tab Word Art

. . |
J Home I\nvsert Design Animations Slide Show Review View

DELBEE2H QLA 4dEE0«d &8¢

Table Picture Clip Photo Shapes SmartArt Chart Hyperlink Action Text Header WordArt Date Slide Symbol Object Movie Sound
% Art  Album ~ iy Box & Footer " & Time Number 4 5

Media Clips

Tables Tllustrations Links Text
—_— 7\ 7. ~ - I’ Ir -

4A5 50 0« & ¢

WordArt Date Slide Symbol Object Movie Sound
r ! & Time Number v v

- -l
;' ’/";/A \l"-,. .;F‘{; [ .
/= | When you click on

the Word Art icon,
/A\ /A the following menu
B 7 TR “ow fn L will appear. You get
to choose what you
want your Word

Art to look like.

B

21
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Once you have selected
your Word Art, this box
will appear. You will type
in what you want your
text to say.

You can choose your font,
size, and many other

things.

& a B e

Right click on the Word
Art and this menu will
appear.

Exit Edit Text
Font...

Paragraph...
Bullets | »
Sel ect aForm
Effect sUe t
layout of your Word Art.

Numbering | »
Convert to SmartArt
Hyperlink...
Synonyms

Format Text Effects™

Format Shape...

22
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 Format Text Effects

| Textril |
Text Outline
Outline Style

Shadow
3-D Format
3-D Rotation

Text Box

Text Fill
@) Nofill

) Solid fill
@ Gradient fill

() Picture or texture fill

Preset colors:
Type: ILinear 45

l90° |

Direction:

Angle:
Gradient stops

T~

] [ Remove

s3] |

Add

U

Stop position:

Color:

Transparency: 07 }D%

[] Rotate with shape

L

You can change tie 3
Format. Also play around
with the shadowing. It
can create some pretty
neat effects.

Created by Jessica Caoblnw@leapinginto5thgrade.com
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Format Text Effects

The aText Fi
you to change what you
Word Art looks like. It is
just like when you format
the backgrounds of the
Slide. Play around with all
of these to make your
Word Art look the way
you want.

TextFill
Text Outline
Qutline Style
Shadow

> 3D Format |
3-D Rotation
Text Box

3-D Format

Bevel

Width:
Height:
Width:
Height:

Top:

Bottom:

Depth
Color: Depth:
Contour

Color:

Surface

-

23
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==_1]

Format Text Effects m@-

sEe B suton The 3 Rotation can
Text Outine - make your Word Art look
outine styke | | T ' very interesting. Click on
hadow | |Rotaton [None] the Presets to find a style
I | 30Format X 0° ¢ @ @ you like.
3-D Rotation Y; 0°
Text Box z 0°
Text .
Wi Play around with the
Object position Object position. This is a
Distance from ground: [0pt  [% really cool option to make

your Word Art really pop
off the page.

14. Now that you have the background formatted and the
Word Art is finished, it is time to add text boxes to tyy
your information onto your slide.

15,1 n the aHomea Tab go to

16. Click on the image that has a tiny A in the upper left
hand corner with lines. It almost looks like a tiny piec
paper.

17. Draw a text box on the slide, and start typing.

18. You can format the text box just like you format a Wc
Art.

Home Tab Click here to create a

B LS

; e Jg;j;i”::?" o ont_o1_ ) P e S e | DO C - N S T
" o | A o | BT O A7) (SR B coe s |4 A ) 5 2 S G s
i 24
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19.

20.

21.

22.
23.

24.

Saving and Opening a PowerPoint is just like Word. F
more information on saving and opening refer to page
10411.

You will insert clip art and pictures the same way that
you did in Word. Refer to page 9.

We will learn how to animate images, slide transitions
and sounds when we go to the computer lab, but feel
to play around with these features. Maybe you will fig
out how to use them yourself.

To view your slide show,

Click on aSlide Showeae to
through the slide show by clicking your mouse, pushir
the space bar, or even using the enter key.

When you are finished viewing your PowerPoint, use

Esc key to go back into normal mode.

. | J
~ Home Insert i Design Animations Slide Show Review ‘v»e'w Format

[ 1 - = -
BE | (C= J = Ruler ) * | @l Color | = Arrange Al p | ==
1 5 =I(=] Sk “,?' s A Y .‘l_}“ = "il = -
| oo Gridlines 3 Grayscale _3 Cascade " —
Normal| Slide Notes Slide Slide Handout Notes Zoom Fitto = i - Switch Macros

Sorter Page Show | Master Master Master - Window | mm Pure Black and White || \window Lij» Move Split | windows ~

Presentation Views Show/Hide Zoo Color/Grayscale Window Macros

Zoom
AN Vo il dmnnnd alie Avd Ar A windiimnn tha navna
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Short Cuts

There are many short cuts that you can use while workin
any document using Microsoft Office (Word, PowerPoint,
Publisher, & Excel). Use the short cuts listed below to he

Ctrl + B This will bold text.

Ctrl + U This will underline text.

Ctrl + I This will italicize text.

Ctrl + P This will print your document.

Ctrl + A This will select everything in your document

Ctrl + C This will copy what you have selected.

Ctrl + X This will cut what you have selected.

Ctrl + V This will paste what you have copied or cut previ
Ctrl + S This will save your document.
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Internet

The Internet is ONLY to be used when permission is give
are to only to the use the Internet for research, to work ot
Classroom Wiki, or to find images. Occasionally you will |
allowed to visit websites to play educational games. The
pages will give you more information on how to use the i
successfully in our classroom.

1. To begin using the Internet you must be logged in wi
username and password. If you are logged in under ¢
you will not be able to use the Internet.

Click on the Internet to begqin.

You will need to type In the website you would like to
On the following pages are screen shots. Use the sci
shots to help you navigate the Internet.

B wnN
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Internet Safety

1. DO NOT visit a chat room, set apadngve youmail,
start a My Space, Facebook, or Twitter page without
receiving consent from your parents/guardians. This
keep you safe.

2. Only be friends with people you know (friends from s
or relatives). If someone wants to be your friend, and
do not know them let an adult know.

3. NEVER, EVER give your password, photo, phone nu
address to anyone you meet online.

4. Tell an adult when youer
see or read while online.

5. Keep personal information about you and your family
private.

6. NEVER, EVER say you will meet someone in person
VERY dangerous. If someone online tries to convince
meet them in person, tell an adult IMMEDIATELY!

7. If someone says something that makes you feel uns:
strange in a chat room, sign off, and tell an adult.

8. If someone sends youral ¢hat makes you feel unsafe
tell an adult right away.

9. Never send another persanahaoe instant message the
It inappropriate. It can get you into big trouble.

10. While at school, if you see something that is inapproy
tell Mrs. Cobb right away. She will make a note of it
will give it to the right person to take care.
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Parts of the Web Page

URL (Web Site Address): This is

where you will type the address to
the website you would like to visit.
You will not use spaces in the URL.

When a webpage also has a s
bar. This will allow you to see r
of the webpage. You can click
arrows at the top and bottom o
can drag the bar using your mc

X &% Windows Live Bing i What'sNew Profile Mail Photos Calendar MSN  Share

¢ Favorites ‘ 9% @ Suggested Sites v 2| Get More Add-ons v

‘ (@ Leaping Into Fifth Grade!

St b Thn b N

/4| Done, but with errors on page.

% U (=] /2 "§@l Documents {&] Microsoft PowerPor... \" websiteshot - Paint

Images can also be links.
You can tell an image is
a link when the mouse
arrow turns into a hand.
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\ [Leapiny Into Fifth Grade! - Windows Internet Explorer | @) Internet | Protected Mode: On 43 v R10% ~

/2 LeapinInto Fifth G... «=DHY WS¢ s38eMm

When words are blue, you can click on them
to go somewhere else. These links will often
turn purple to show that you have used the
link once before.
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[

Http stands for ahy PrigefidalSoXrt of alwkbsiteSiddfeds

protocol . e : -
The next section is the perso?ﬂvélﬁl be html or htm. This stands for
ahypertext markup

_hame of the website.

he words behind the back{\?lash QN
The www stands f C?srtheﬁaWé’dft‘nedpang/ eb. &

V|eW|ng

When you type a web site address make sure you use e»
spelling, punctuation, and spacing.

30
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www.funbrain.com

WWW.primarygames.com

http://www.coolmath4kids.com/

http://www.brainormous.com/

http://www.50states.com/

http://www.kids.gov/

http://funschool.kaboose.com/index.html

http://www.kidsclick.org/

http://kids.yahoo.com/

http://www.askkids.com/

http://www.scholastic.com/kids/stacks/

http://www.sikids.com/

http://kids.discovery.com/

http://kids.nationalgeographic.com/

http://www.factmonster.com/
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