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1. No food or drink near the computer.
2. Only the Computer Technician may turn the computers on 

and off each day.
3. Headphones must be worn if you are using sound 

(PowerPoint, learning games, etc.). Keep the volume low 
while wearing headphones. It is too dangerous for your ears 
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 them 
appear on the screen.

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

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

7. If you are using the Internet and anything inappropriate 
should appear on the screen, let me know RIGHT AWAY!!! 
This is to keep you safe and out of trouble later. Remember, I 
CANand WILLgo back to see what you have been doing on 
the Internet.

8. When on the computer, you MUST be working constructively. 
If you are playing around or talking, you will lose computer 
privileges.
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Monitor (Screen): This is where 
you will see what you are working 
on at the time. 

Computer: This is the part of the 
computer that is the memory. It is 
the work horse of the whole 
system.

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

Keyboard: This will allow you to 
type. 

Flash Drive (USB): This can be 
plugged into the computer, so you 
can save projects to it. 

Compact Disc (CD): These we will 
use to save or to run programs. 
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Esc: This stands for Escape. In 
most cases, it will get you out of 
certain programs. 

Num Lock: This will allow you to 
use the number keypad. If you 
want to use the keypad, make sure 
you have Num Lock on and ready 
to go. 

Space Bar: This allows you to 
space between words and 
sentences. You ONLY need to press 
it ONE time to put a space 
between words and sentences.

Tab: This 
allows you 
to indent 
your 
paragraphs 
or move to 
the next box 
of a form.

Caps Lock: If you press this 
button, every letter will be 
capitalized. 
Shift Key: This will only capitalize 
a letter one time. You must press 
the Shift Key and the letter you 
want to capitalize at the same 
time. The Shift Key is located on 
both sides of the keyboard.

Backspace: This will delete 
anything you have typed 
previously.

Enter Key: 
This button 
will take 
you to the 
next line. 
In most 
cases, you 
donèt need 
to use it 
unless you 
want to 
start a new 
paragraph. 

Ctrl: The control key is pretty cool. 
It allows you to make short cuts 
for different features of programs. 
Refer to the Short Cut Page for 
ideas on how to use this key. This 
key is found on both sides of the 
keyboard in the last row. 
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Turning on the Computer

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

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

3. Only the Computer Technician or Substitute should turn 
on the computer. 

Logging Onto the Computer

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

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

3. NEVER share your password with any student in this 
classroom or building.

4. Hit the enter button to log on to the computer.
5. If you should forget your username or password, see Mrs. 
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Accelerated Reader

1. When you are ready to take an AR test, click on the  
Renaissance Learning Icon:

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

3. Click on åTake a Quizæ.
4. Select åFifth Grade Accelerated Reading, Cobb, 2009-
2010 School Year.æ

5. Choose:
6. Type in title of book, author, or keywords.
7. Click on the title of the book you wish to take.
8. Take quiz.
9. Record results on Reading Log and in your reading 

folders. 
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Microsoft Word

1. To create a document in word, you first need to go to the 
program by clicking on the icon          .

2. This will open a new document.
3. You may start typing a new document or open a 

document you have already starting working on. (Steps 
16-18)

4. To change the fonts, sizes, or paragraph styles, click on 
the åHomeæ tab. 

Home Tab

Click on the 
down arrow to 
choose your 
font.

Click on the 
down arrow 
next to the 11 
to choose your 
font size. Donèt 
make it too big!

You can also 
make your font 
bold, italicized, 
or underlined by 
clicking this 
buttons.

Use these 
buttons to 
change how 
your paragraph 
is lined up on 
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, it is 
now time to type your document.

6. You may want to place a picture, clip art, symbol, or Word 
Art in your document. To do this, you will need to click on 
the åInsertæ Tab.

Insert Tab

Click here 
to insert a 
picture if 
you have 
any in your 
åMy 
Pictureæ 
folder.

Click here 
to insert a 
clip art. 
You can 
search in 
the Task 
Pane that 
will pop up 
on the 
right hand 
side of the 
screen.

You can 
even place 
page 
numbers on 
your pages 
if you 
want.

Word Art 
can make 
your titles 
look 
amazing, 
but use 
this feature 
only a few 
times in 
your 
document.

Symbols 
can help 
you find 
items you 
want to 
use, but 
canèt find 
on your 
keyboard, 
such as ¢ 
sign.
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7. You will need to save your document often. Sometimes a 
program stops working for no reason, so it is important 
that you save often.

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

9. Click on the åOffice Buttonæ        .
10. A menu should display that looks like this:
11. Once you click on åSave Asæ, another box

should appear. Click on 
åSave Asæ. 
The words 
not the 
arrow.

Be sure this box says, åMy Documentsæ. If it doesnèt you will have 
to change it to the H: Drive by clicking the down arrow at the end 
of the box.

Type the name of your document. 
Do not use periods, commas, 
questions marks, exclamation 
marks, or dashes when saving your 
document. Give it a name you will 
remember.

Once done, 
click on the 
åSaveæ 
button.

12. If you have already saved the document, you do not need to 
use åSave As.æ

13. Instead click on the Disc Icon to save your document. It will 
over-write what you have already saved. This is the 

Disc Icon 
to save.
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14. Now that you have saved your document, you will be able 
to open it and work on it at a later date. You must 
remember what you named your document.

15. Open up Microsoft Word (follow Step 1).
16. Click on the Office Button.
17. The menu should appear. Click on Open.

18. Once you click on åOpenæ, a new dialogue box should 
appear.

19. Find your document and either double click on the name or 
click on it once, and then click åOpen.æ 

20. Once you have the document opened, you may continue 
working on it. Donèt forget to save (follow Steps 12-13). 

Click on 
åOpenæ. 

Make sure you are in 
åMy Documents.æ If 
not, click the arrow 
and navigate to 
where you have 
saved your project.. 

Find your 
document. Either 
click on it twice, 
or once then the 
word Open. 
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21. Sometimes you will have to print, but you can only do this 
if you have permission. Make sure to get permission before 
it is your turn to use the computer.

22. To print, click on the Office Button.
23. Click on the Print button.
24. Follow the directions below to 

make sure you print correctly. 

Office 
Button

Click on 
åPrintæ. Be 
sure to click 
the words, 
not the 
arrow. 

Make sure the Name of the printer is 
å//ELM/LES-326-Laser 1æ in the 
box. If it doesnèt say this, click the 
down arrow and select it by clicking 
once.

In the åPage rangeæ 
section, choose what you 
are printing. In most cases, 
it will be åAllæ, though 
sometimes you may only 
need to print certain pages. 
If this happens, use the 
last one entitled åPages.æ 
You will have to type in 
the pages you want to 
print.

Never change the åNumber 
of copies,æ unless told to 
do so. 

Once done, click on åOK.æ

12
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25. Occasionally, you may want to change the page layout 
from Portrait to Landscape. 

26. To do this, Click on the åPage Layoutæ Tab.
27. Click on åOrientation.æ Then you may choose åLandscapeæ by 

clicking on it. Page Layout Tab

Orientation 
Button

Choose which one 
you would like to 
have by clicking.

28. You will need to use the åReview Tabæ to use Spell Check 
and Thesaurus. 

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

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

Review Tab

Click here 
to check 
Spelling & 
Grammar. Thesaurus
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28. Spell Check & Grammar will help make your paper look 
better. 

29. You need to remember that Spell Check & Grammar will 
not catch words spelled correctly but used incorrectly (such 
as homophones and homonyms). 

When you click on 
Spell Check & 
Grammar, this box 
will pop up if you 
have any spelling or 
grammar mistakes.

Spell Check & 
Grammar will give 
you options. You 
will choose which 
one you want.

You can åIgnore 
Onceæ or åIgnore 
Allæ if your word is 
spelled correctly. A 
lot of the time, 
Word will not think 
your name is 
spelled correctly. 
You can add your 
name to the 
dictionary, but donèt 
add other words.

Once you have 
chosen the correct 
word, you can 
choose to åChangeæ 
or åChange All.æ 
åChange Allæ will 
find all the words 
similar to the 
incorrect word. It 
will change them all 
to the new word.

You will see the 
sentences in this 
box. You can 
change it manually 
(yourself with no 
help) if you wish.

If a word is underlined in red, it is a spelling 
mistake. If it is underlined in green, it is usually a 
grammar mistake.
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30. The Thesaurus is a wonderful tool! It can help make your 
writing more interesting.

This Task Pane will 
appear on the right 
hand side of your 
screen.

Type the word you 
want to find 
another word to 
replace it.

New words to 
replace your word 
will appear here. 
Either type in the 
word yourself, or 
click on it to 
replace the word in 
the document.
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PowerPoint

1. To create a slideshow in PowerPoint, you first need to go 
to the program by clicking on the icon          .

2. This will open a new document.
3. You may start begin a new PowerPoint or open a 

PowerPoint you have already starting working on. 
4. The easiest way to start a new slideshow is to begin with 

a blank slide. In order to do this, make sure you are in 
the åHomeæ tab.

5. Select the åBlankæ Slide from the åLayoutæ menu.

Home Tab Layout menu

Blank Slide
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6. Now the real fun begins! You will get to design your new 
slide.

7. Click on the åDesignæ tab.
8. Go to the section labeled åBackground.æ
9. Choose åBackground Styles.æ Click the small down arrow. 
Then click on åFormat Background.æ

Design Tab

Background

Background Styles

Click on the small 
down arrow next 
to the word 
Background Styles.

Click on 
åFormat 
Backgroundæ 
to see options.
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10. The åFormat Backgroundæ dialogue box will appear on 
your screen. 

11. Once you have this you can design your background. 
Follow the different options by looking at the images 
below.

You will want 
to be in the 
åFillæ section.

The åSolid fillæ 
will allow you 
to choose one 
color for your 
background.

Click on the 
little black 
arrow and 
select the color 
you want for 
your 
background.

Select åCloseæ 
to format the 
background for 
just one slide. 

If you want all of the slides 
look the same choose åApply 
to All.æ
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The åGradient fillæ 
is another pretty 
cool option.

You can then 
choose preset colors 
by clicking on the 
color you want.
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Then you can 
choose the Type of 
background style 
you would like. 
Click on the little 
down arrow to 
select your option.

By selecting the 
direction, you can 
change the gradient 
that you have 
chosen.

Play around with 
the Gradient stops. 
You can make some 
pretty neat 
creations for the 
backgrounds.

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 a 
picture from your 
file or the clip art.
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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 åInsertæ Tab and Select åWord Art.æ

Insert Tab Word Art

When you click on 
the Word Art icon, 
the following menu 
will appear. You get 
to choose what you 
want your Word 
Art to look like.
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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.

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

You can choose your font, 
size, and many other 
things.

Select åFormat Text 
EffectsÜæ  to format the 
layout of your Word Art.
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The åText Fillæ will allow 
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.

You can change the 3-D 
Format. Also play around 
with the shadowing.  It 
can create some pretty 
neat effects.
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The 3-D Rotation can 
make your Word Art look 
very interesting. Click on 
the Presets to find a style 
you like. 

Play around with the 
Object position. This is a 
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 type 
your information onto your slide.

15. In the åHomeæ Tab go to the åDrawingæ section. 
16. Click on the image that has a tiny A in the upper left 

hand corner with lines. It almost looks like a tiny piece of 
paper.

17. Draw a text box on the slide, and start typing.
18. You can format the text box just like you format a Word 

Art.

Home Tab

Drawing section

Click here to create a 
text box.
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19. Saving and Opening a PowerPoint is just like Word. For 
more information on saving and opening refer to pages 
10-11.

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

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

22. To view your slide show, click on the åViewæ Tab. 
23. Click on åSlide Showæ to begin your show. You move 

through the slide show by clicking your mouse, pushing 
the space bar, or even using the enter key.

24. When you are finished viewing your PowerPoint, use the 
Esc key to go back into normal mode.

View TabSlide Show
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Short Cuts
There are many short cuts that you can use while working on 
any document using Microsoft Office (Word, PowerPoint, 
Publisher, & Excel). Use the short cuts listed below to help you.

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 previously
Ctrl + S This will save your document.
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Internet

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

1. To begin using the Internet you must be logged in with your 
username and password. If you are logged in under student, 
you will not be able to use the Internet.

2. Click on the Internet icon       to begin. 
3. You will need to type in the website you would like to visit.
4. On the following pages are screen shots. Use the screen 

shots to help you navigate the Internet.
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1. DO NOT visit a chat room, set up an e-mail, give your e-mail, 
start a My Space, Facebook, or Twitter page without 
receiving consent from your parents/guardians. This is to 
keep you safe.

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

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

4. Tell an adult when youère uncomfortable with anything you 
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. It is 
VERY dangerous. If someone online tries to convince you to 
meet them in person, tell an adult IMMEDIATELY!

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

8. If someone sends you an e-mail that makes you feel unsafe, 
tell an adult right away.

9. Never send another person an e-mail or instant message that 
it inappropriate. It can get you into big trouble.

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

Images can also be links. 
You can tell an image is 
a link when the mouse 
arrow turns into a hand. 

When a webpage also has a scroll 
bar. This will allow you to see more 
of the webpage. You can click on the 
arrows at the top and bottom or you 
can drag the bar using your mouse. 
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Http stands for åhypertext transfer 
protocol.æ

The www stands for åWorld Wide Web.æ

The next section is the personal 
name of the website.

The words behind the backslash (\ ) 
is the name of the page you are 
viewing.

The final part of a web site address 
will be html or htm. This stands for 
åhypertext markup language.

When you type a web site address make sure you use exact 
spelling, punctuation, and spacing. 
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You may visit these websites:

www.leapinginto5thgrade.com

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/
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