YETC

ICT in Education
for
Teachers
In
Sri Lankan
Universities

by

Gamindu A. Hemachandra and Deepthi C. Bandara

29th February 2012



MODULE SPECIFICATION

Contents
LIST OF FIQUIES ...ttt et et e s e bt e te st e et e e beeneesreeseeneenbeanee s 3
T T [N o1 A o] o PSSP RRTOPRUST 5
Module 1: Online ReSOUICeS fOr TEACKEIS.......ccvi i 6
Topic 1: Gmail, Google+, Google groups and TWILEET ..........cceiiiiiiiiiereeeee e 7
Topic 2: YouTube and Chrome appliCatioNns ..............ccoiiiiiiiiiiiencieesee e 8
Module 2: OFfiCe APPHCAIIONS .......oviiiiiiieieeeee e 9
Topic 1: MS Word advanced features for teaChers..........coovvieieii e 11
Topic 2: MS PowerPoint advanced features for teaChers ... 15
Topic 3: MS Excel advanced features for teaChers.........ccovviieiiiii e 18
Topic 4: MS Access advanced features for teaChers..........cccccveveeieiieiicc e 19
Module 3: Online Collaboration TOOIS ........ccuuiiiiiiieii e 22
Topic 1: Google Daocs for collaboration among teachers and students.............ccccceeevevveiieennee 23
Task 1: Uploading @ dOCUMENL .........ccuiiiiiiiec ettt 24
Task 2: Edit and format document using the document toolbar ...............ccccovevviieiicieennenn, 25
Task 3: Share @ OCUMENT ........cviiiieieiecie et r e 26
Task 4: Engage in collaborative WItING .........cccooiiiiiiieiicc e 27
Topic 2: Data collection using Google FOIMS .........ccccvviiiiiiiiecece e 29
TasK 1: Create @ FOMM.....ooiiiiiccieee ettt 30
Task 2: DIStrDULE @ FOMM ..o e 31
Task 3: Create and distribute a form of ChOICE ..........cceiiiiiiiii e 32
Task 4: Present findings on form of CROICE ..o 32
Topic 3: Shared task list through Google spreadsheets.............ccoviiiininiiiiicice 35
Task 1: Create a spreadsheet in GOOGIE DOCS.........ccveieierieriirieierieseeeee e 36
Task 2: Edit and format the document using the spreadsheet toolbar .............ccocooeriiennne. 36
Task 3/4: Share the spreadsheet and engage in collaborative Writing ...........ccccoocevenenennnn. 38
Task 5: GENErate graphS.... ... 38
Topic 4: An introduction to templates and self -marking qUIZzes ..o, 41
Task 1: Select an appropriate template for @ QUIZ........cooveieerieeneeiesee e 42
Task 2: Modify the form according t0 YOUr NEEUS........cceviiiiiriiiririee e 43



MODULE SPECIFICATION

Task 3: Distribute and aCCEPL ANSWETS..........cviirierieeiereerie e sre e
Task 4: ANAIYZE FESUILS ......cve e
Topic 5: Calendar basics for improved time management...........ccccoovevivereiieseenesee e
TaSK L: CreatiNg EVENTS. .....ccveieiiieieeie et et e te et te et e e s ta e teenaesteeteaneesreenreenee e
Task 2: Setup SMS fOr FEMINGEIS........ccveiieeceece e
Task 3: Create lesson plans on agenda VIEW...........ccecveiieieieene s
Topic 6: Collaboration through Calendars .............cccoiiiiiiiiiii s
Task 1: Invite individuals to events and manage guest liStS ..........ccocvveiiieieneninineee
Task 2: Experiment With qUICK add ...........ccoiiiiiiiii e
Task 3: Define appointmMent SIOTS .........cooiiiiiiiiiieee e
Task 4: Create an academic/class/resource Calendar ............ccocovvirinineienene s
Module 4: Student Engagement through Online Collaboration .............cccccevivvviiieiiiine e
Topic 1: Appreciating the role of blogs in higher education..............c.ccoovviviiieieniicee
Task 1: Exploration of blogging in @dUCALION............ccveiiiririeiiier e
Task 2: Group presentations on “Blogging in Sri Lankan Higher Education™.....................
Topic 2: The use of blogs to supplement classroom diSCUSSION ........cccccvevvriieieeresienieenieeneenn
Task 1: Discussion on “Elements to include in a blog”..........cccovvviiiiiiiiiiiiciiic
Task 2: Creating @ablOg......ccvoviiiiieccc s
Task 3: Group blOgQiNg EXEICISE .....ecviiieiiice et
Task 4: Presentation of the BIOgS .........coviiioi e
Topic 3a: Creating a course website using Google Sites -1.........cccccveviveviiiieieeie e
LI L S T=) U Y 1 (SRR
Task 2: Add navigation menus and SIte MAPS........cccvevieiieiieiieere e
Task 3: Add and It PAGES.......ecveecieeie et
Topic 3b: Creating a course website using Google SIteS -2..........cccveviiiiieiie i
Task 1: Add different Page TYPES .....oocviiiieiie et
Task 2: Share publish and protect @ SIte...........cceeiieiiieiie i
Topic 3c: Creating a course website using Google Sites -3.........cccoviriiininieieee e
Task 1: Create a l8SSON PAGE .......cveiiieierie ittt

Task 2: Use Sites t0 Manage YOUF CIaSS........ccooiiiiiiiiiiieie e



MODULE SPECIFICATION

List of Figures

Figure 1: Page 1ayout riDDON ..o 11
FIgure 2: INSEIt FIBDON .....c.eiiicece e e reeste e sneeee s 12
Figure 3: HOME FDDON ...t sae e 12
FIQUIe 4: INSEIT tO0IDAN. ..o 13
Figure 5: References rMbDON ..o 14
FIgure 6: REVIEW FIBDON ......oiiiiie e 14
Figure 7: Master VIEW tOOIDAN ..ot 15
Figure 8: MS PowerPoint iNSert ribDON ..o 16
Figure 9: ANIMAtions FIBDON ..........ooii e 17
Figure 10: Action and HYperlink BULEONS ..........c.oooviiiiiiic e 17
Figure 11: Table deSIgN VIEW......c..iiiiiiieie ettt ste e sneenae e 19
FIgure 12: FOIM AESION VIEW .....eoiiiiieiie ettt sttt et a e sta e be e e snaesteennesneenneeneeas 20
Figure 13: QUery design DULEONS...........oiiiiiieieee e 21
Figure 14: RepOrt dSION VIBW .......oiuiiiiiiiiiieiieieiete sttt bbbttt 21
Figure 15: G00GIe DOCS SIABDAN ........ccuiiiiiiiiieieieie e 24
Figure 16: G0OOGIEDOCS NOME PAGE.......ccueiiiiiieiieieie ittt 24
Figure 17: Google Docs format tOOIDAr ............cciiiiiieiicc e 25
Figure 18: Google D0OCS Share DULLON ...........ccveiiiiiiiicie e 26
Figure 19: Google DOCS SNare SELHINGS ........civeiiiiieiieie et ste e sre e 26
Figure 20: NOITICAtION SELLINGS ....vecieivieiicie sttt esreenre s 27
Figure 21: CommeNts Stream DUTTON .........coiiiiiie e 27
FIQUre 22: Create DULTON ...t 30
FIQUIe 23: THEME SEIECTON ...ttt 30
Figure 24: Form title and deSCriPLION. .........coiiiiiiiie i 30
Figure 25: QUESEION QIAI0Q.........eciuiiieiieiicie sttt e sbe e esre e 30
Figure 26: EMail Form DULLON .........ooiiiiicccee e 31
Figure 27: EMail dialog ......ccoeiviiieiiece e 31
FIgure 28: EMDEA HNK .....cviiiiiecc ettt ba e te e e sra e steeaeeneesneene s 31
Figure 29: FOrm desSign tOOIDAr..........coiiiiiiiieee e 32
FIQUIE 30 SUMMAIY VIBW.....couiiiiiiiiteitisie sttt bbb bbbttt na bbb s 32
Figure 31: SPreadSNEet VIBW ........ccueiuiiiiiiiiiieiieieie ettt bbbttt 33
FIgure 32: Create DULTON .......oc ettt 36
Figure 33: SPreadsneet NAME .........ciiiiiieiie ettt e s be e e e teesree s 36
Figure 34: Spreadsheet fFOrmat OPLIONS ........coveiiieiie i 36
Figure 35: Data validation dialog ........ccceiviiiieiieeie e 37
Figure 36: Data validation dialog (additional)............cccccveiiiiiiiiiii e 37



Figure 37:
Figure 38:
Figure 39:
Figure 40:
Figure 41:
Figure 42:
Figure 43:
Figure 44:
Figure 45:
Figure 46:
Figure 47:
Figure 48:
Figure 49:
Figure 50:
Figure 51:
Figure 52:
Figure 53:
Figure 54:
Figure 55:
Figure 56:
Figure 57:
Figure 58:
Figure 59:
Figure 60:
Figure 61:
Figure 62:
Figure 63:
Figure 64:
Figure 65:
Figure 66:
Figure 67:
Figure 68:
Figure 69:
Figure 70:
Figure 71:
Figure 72:
Figure 73:

MODULE SPECIFICATION

Data FIItEr OPTIONS ....c.eeiiiiiieeee e 38
Data Selection fOr graph ..........cvoiioie s 38
(08 T T o [ =1 oo USSR 39
Template QallEry ... 42
ChooSING @ tEMPIALE ......veeieciecie e 42
GO00QIEDOCS CONEXE MENU ...ttt sieeste et e et e e be et e e e e neenne e 43
Google forms qUESLION AIAlOY ........cveivieieiie e e 43
Answer key for self-grading QUIZ.........ccooeieriiiiiiiicee e 44
Formula for self-grading QUIZ...........ccooiriiiiiiiieeee e 44
Calendar SNArE SEIEINGS .......c.viieieie e 47
(08 1T a0 oY =T o1 £SO 47
Calendar MONTNTY VIEBW ......ccviiiiiiicic et 48
Calendar SEttiNgS OPLION ......c.eivieiieieiiece e re e e 48
MODIIE SETUP OPLION ... .eiiiiieci ettt e e ee s 49
MODIIE SELUD PAGE ©vveviereeiie ettt ettt ettt e et e s e sreenesnaesreete s 49
Calendar gENTA VIBW ..........ooiiiiiiiieieesesee et 49
Add GUESES TIR10G ... 51
APPOINEMENT SIOTS. ... 53
Appointment slots - edit details tah ... 53
Link to a calendars appointmeNnt PAGE ........coveveiierieeie ittt 54
NEW DIOG DULLON ... e 58
NEW DIOG AIAlOQ ...ecvveiieieee e e 58
BIOQ OVEINVIEW OPLION ...ttt 59
Create NeW POSE DULLON ........cviiiiiicc e e e 59
0T AT [ (0] T =T oSS 60
Google Sites template dialog..........ooeiiiiiiiieee 62
SIte 1AYOUL AIAI0G. ... e vt 63
o [0 T L o]0 0] RSSO 64
Google Sites modify layout dialog...........ccceiieiiiiiiiccece e 64
Configure Nnavigation dialog...........coueiieiiiiie i e 65
Go0gle Sites INSErt AIAl0g........ceciviiieiieiice e 66
Google Sites page Settings OPLION .........cceiieiieieeie e 68
Google Sites page Settings dialog.........c.coveriiiiieiiie e 68
Manage SIte dialog.........coviiiiiieie e 69
Page 1aYOUL OPTIONS .....o.viieiiitiiieiieee ettt bbb eneas 69
PG 1Y ..ttt 70
Google sites sharing and permissions dialog ..........ccccvevveiiiiiiiciie e, 70



MODULE SPECIFICATION

Introduction

The ICT curriculum for university teachers, presented in this manual, is broad enough to address
the training needs of the entire population of university educators ranging from those who have
been exposed to modern teaching methods incorporating technology, to those who have not had
the opportunity to experience the benefits of ICT in higher education. This would greatly benefit
the effort to address the paradigm shift of teacher centered to learner-centered education.

The curriculum consist of the following modules

1. Online resources for teachers

2. Office applications

3. Online collaboration tools

4. Student engagement through online collaboration

Each module is fashioned so that ICT is seen, as an enabler for education. Each module
compliments and reinforces the others. However, modules can also be followed in isolation or
selected, to suit the trainee’s specific needs.

Module 1 is a bootstrap module which will ensure that the learners will have access to online
services that will be utilized in latter modules. It will also give a taste of ‘on-line’ learning.
Module 2 is aimed at enhancing productivity of educators through the efficient use of ICT.
Module 3 introduces collaborative tools to facilitate collaboration among teachers and students
alike and is taken forward in module 4 by building effective out-of-class student engagement
skills.

This manual organizes each module into several cohesive topics. An activity based lesson plan is
given for each topic. The activities are addressed through a series of detailed tasks. The
instructions for the tasks are richly interspersed with screen clippings that would aid the
instructor as well as the learner by providing a visual reference point to the task at hand.



MODULE SPECIFICATION
Module 1: Online Resources for Teachers

Module 1: Online Resources for Teachers

Intended Learning Outcomes
Topic 1: Gmail, Google+, Google Groups and Twitter

1. Setup a gmail account to facilitate access to Google+ and Google Groups

2. Given a gmail account, setup a Google+ account to facilitate online interaction with
students

Given a gmail account, participate in a Google Group

Setup a Twitter account to facilitate interaction with students beyond the classroom

B~ w

Topic 2: YouTube and Chrome Applications

1. Given a collection of educational videos, design learning activities based on suitable
videos

2. Given a collection of educational applications, select suitable applications for use in a
course

3. Given an educational application design suitable learning activities
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Module 1: Online Resources for
Teachers

Topic 1: Gmail, Google+, Google groups and
Twitter

Topic 1: Gmail, Google+, Google groups and Twitter
(Duration: 1 hr 20 min)

Introduction

Email has been an invaluable tool which has augmented our ability to engage students outside
the classroom. However, with large classes it becomes difficult to address students on an
individual basis through email alone.

Google+, Google groups and Twitter allow us to address groups of students. Official
communications such as class announcements as well as general encouragement can be
dispensed to an entire class effortlessly.

Intended learning outcomes

1. Setup a gmail account to facilitate access to Google+ and Google Groups

2. Given a gmail account, setup a Google+ account to facilitate online interaction with
students

3. Given a gmail account, participate in a Google Group

4. Setup a Twitter account to facilitate interaction with students beyond the classroom

Lesson plan

Activity Timing
Setup gmail account and explain/walkthrough basic organization mechanisms such as 20 min
filters and labels

Configure Google+ and setup a circle for the participants of the program 20 min
Enroll all participants in a Google group 20 min
Setup twitter accounts 20 min

The activities above are self-explanatory. Gmail accounts are required as the credentials for these
accounts will be required for many of the online services that will follow in this program.

Participants will be guided through the configuration steps and shown how to interact with
students through Google+, Google groups and twitter.
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Module 1: Online Resources for Topic 2: YouTube and Chrome applications
Teachers

Topic 2: YouTube and Chrome applications
(Duration: 1 hr 20 min)

Introduction

The number of browser based education applications and educational videos available for
educators have increased exponentially in the past couple of years. These applications should be
leveraged in a disciplined and effective manner to augment student learning; only to show a
video or merely to direct a student to an application.

Intended learning outcomes

1. Given a collection of educational videos, design learning activities based on suitable
videos

2. Given a collection of educational applications, select suitable applications for use in a
course

3. Given an educational application design suitable learning activities

Lesson plan

Activity Timing
Demonstrate use of a Chrome application and YouTube video 20 min
Group exercise on designing learning activities for a video/application 25 min
Presentation of learning activities 35 min

The activities above are self-explanatory. The education channel on YouTube and Chrome’s
educational applications will be used as resources for this lesson.

Assignment
(Duration: 2 hrs)

Create a detailed lesson plan for a topic of your choice incorporating videos & applications.
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MODULE SPECIFICATION
Module 2: Office Applications

Module 2: Office Applications

Intended Learning Outcomes

Topic 1: MS Word advanced features for teachers

1.

5.

Given a report writing task, produce a document with a standard layout and structure using
the page layout and insert ribbon features

Given a text, produce a properly formatted document which is reader friendly and editor
friendly using the clipboard, font, paragraph, styles and editing toolbar features

Given a document with proper layout, structure and formatting, insert tables, pictures, shapes
and charts using the tables and illustrations toolbar features

Given a document with proper layout, structure and formatting containing inserted elements,
insert a table of contents, references and citations using the references ribbon

Given a standard document, review the document using the review ribbon features

Topic 2: MS PowerPoint advanced features for teachers

6.

Explain the best practices for creating effective presentations

Given material for a presentation, create master slide(s) with appropriate design, running
titles and copyright information using the design and view ribbon features

Given multimedia elements, insert these elements into the presentation using the insert
ribbon features

Given an unanimated PowerPoint presentation, apply animation and transition by using the
animations ribbon features to control the pace of delivery

Given a process, simulate the dynamic nature of the process by using the animations ribbon
features

Produce self-learning material using Power Point

Topic 3: MS Excel advanced features for teachers

1.

Given a dataset (i.e. students’ marks, research data) apply formatting for better visualization
of data by using the font, alignment and formatting tool bars

Given a data set, apply formulas for aggregation and filtering of data by using the Formulas
ribbon features

Given a dataset, produce graphs by using the charts toolbar features
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Module 2: Office Applications

Topic 4: MS Access advanced features for teachers

1.

Given a dataset, create a database consisting of multiple related tables using the datasheet
ribbon
Given a database structure, create a form for data entry using the forms toolbar features

Given a database, extract data by running Structured Query Language (SQL) queries created

using the query wizard

Given a database, design reports for presenting data extracted from queries using the reports

toolbar features

10



MODULE SPECIFICATION Topic 1: MS Word advanced features for
Module 2: Office Applications teachers

Topic 1: MS Word advanced features for teachers

Lesson 1

(Duration: 1 hr)

Intended learning outcomes

1. Given a report writing task, produce a document with a standard layout and structure using
the page layout and insert ribbon features

2. Given a text, produce a properly formatted document which is reader friendly and editor
friendly using the clipboard, font, paragraph, styles and editing toolbar features

Lesson plan

Activity Timing
Introductory session on common documentation mistakes 10 min
Use the page layout and insert ribbons: page layout, headers, footers, page numbering, 20 min
page breaks, cover pages, themes

Use the home ribbon: font, paragraph, styles and editing features 20 min
Combined exercise of the above 10 min

Complete the following tasks using the toolbars shown

Home Insert Page Layout References Mailings Review View Add-Ins &
ﬂ | J [ Orientation = ¥= Breaks ~ A watermark = Indent Spacing =5 Forwa |= align =
: j Size = 2_1 Line Numbers = {2] Page Colar = §§ Left: |0 : I: Before: 0 pt : ard ﬁ Sroup
r-.-1a|'vgms EE Columns ~ b Hyphenation = | [0] Page Borders | £% Right: 0° : I: After: 0 pt : o Selectio %k Rotate
Themes Page Setup = | Page Background Paragraph = Arrange

Figure 1: Page layout ribbon

Adjust the page margins orientation and size
Insert headers, footers and page numbering
Insert page breaks and section breaks

Insert a cover page

Choose a theme

Ok wbd

11
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teachers
Module 2: Office Applications
Home Insert Page Layout References Mailings Review View Add-Ins [~ e
) Cover Page = j ElE Lr’]/. ZJ ni ?__,) Hyperlink S Header ~ = Quick Parts ~ [g% Signature Line ~ quatio
Fial  H = i -

_] Blank Page mE U o A& Bookmark = Footer ~ ./ﬂ WordArt ~ _‘ﬁ Date & Time £2 symbal =
= Table | Picture Clip Shapes SmartArt Chart Screenshot Tet - .
= Page Break - Art - ] Cross-reference #] Page Mumber ~ | poy~ 25 DropCap~ Fgd Object ~

Pages Tables Ilustrations Links Header & Footer Text Symbaols

Figure 2: Insert ribbon

1. Insert a word art
2. Insert a signature line
3. Insert a date and a time

Home Insert Page Layout References Mailings Review View Add-Ins

_3 _ Times HawRom = 14 = A" o7 | Aav | &) Z-i=-%z- (EE 4T daBbCcl AaBhCcl AaBhCcl % 48 Fina -

a
2 Sac Replace
Paste = o ahr . A .| == = | t=- o B o is T ingl T ing 2 — Change
N J. B I U abe X, X =S =EEE E Q ai Emphasis Heading 1 Heading 2 _ styies = | R Seledtiz
Zlipboard ra Font F} Paragraph ] Styles ] Editing

Figure 3: Home ribbon

Apply font styles to a paragraph
Apply justification to a paragraph
Apply bullets

Apply numbering

Adjust line spacing

Apply styles

Edit styles

No vk~ wnNE

12



MODULE SPECIFICATION Topic 1: MS Word advanced features for
Module 2: Office Applications teachers

Lesson 2

(Duration: 1 hr)

Intended learning outcomes

1. Given a document with proper layout, structure and formatting, insert tables, pictures, shapes
and charts using the tables and illustrations toolbar features

2. Given a document with proper layout, structure and formatting containing inserted elements,
insert a table of contents, references and citations using the references ribbon

3. Given a standard document, review the document using the review ribbon features

Lesson plan

Activity Timing
Insert and format a table 10 min
Insert various illustrations 15 min
Insert references and citations 10 min
Generate table of contents 05 min
Review a document 10 min
Combined exercise of the above 10 min

Complete the following tasks using the toolbars shown
Insert Page Layout References Mailings R

ENCESATR=E '

Table Picture Clip  Shapes Smartart Chart Screenshot

- Art -

Tables lustrations
Figure 4: Insert toolbar

Insert a table

Format a table

Insert a picture

Insert a clip art

Insert shapes

Insert smart art

Insert a chart

Insert a screen clipping

N GaRWDdDE

13
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Topic 1: MS Word advanced features for

. . .

Module 2: Office Applications teachers
Home Insert Page Layout References Mailings Review View Add-Ins

- [Z Add Text = ._[;'] Insert Endnote J Manage Sources :dj |8 Insert Table of Figures j =] Insert Index lj% E)

= i )= ol — =

- 2 update Table AK Mext Footnote - = hé' Style: APA Fifth = =¥ Update Table 2 Update Index EY
Table of Insert - Insert o Insert Mark Mark
Contents ~ Footnote = Show Notes Citation = @40 Bibliography ~ Caption [ Cross-reference Entry Citation

Table of Contents Footnotes Citations & Bibliography Captions Index Table of Autharities

1. Insert table of contents
2. Insert references

3. Insert citations

4. Insert captions

References Mailings

] i Delete
#] Previous

Mew
Comment = MExT

Comments

Figure 5: References ribbon

Review View Add-Ins

- + o Final: Show Markup -

= = show Markup =
Track
Changes ~ E Reviewing Pane -

Tracking

@v 54 Reject =

#3 Previous
Accept
- Bk MNext

Changes

1. Enable track changes
2. Insert comments
3. Reject or accept changes

Assignment
(Duration: 2 hrs)

Figure 6: Review ribbon

Prepare a detailed module handbook for module 1- online resources for teachers,
incorporating the lesson plans that were formulated in the previous assignment.

14




Module 2: Office Applications for teachers

MODULE SPECIFICATION Topic 2: MS PowerPoint advanced features

Topic 2: MS PowerPoint advanced features for teachers

Lesson 1

(Duration: 1 hr)

Intended learning outcomes

1. Explain the best practices for creating effective presentations

2. Create master slide(s) with appropriate design, running titles and copyright information using

the design and view ribbon features

3. Insert given multimedia elements into the presentation using the insert ribbon features

Lesson plan

Activity Timing
Introductory session on common mistakes in creating presentations 10 min
Best practices of developing PowerPoint presentations 15 min
Use Master slides, headers, footers, date 10 min
Insert elements 10 min
Combined exercise of above 15 min

Complete the following tasks using the toolbars shown

- e | Delete [ Colars +
o l__ Title n plars {Z]Backgr-:uund Styles ~
T4 Rename — Fonts ~
nsert Slide Insert - Maste Insert Foaoters | Themes [[1] Hide Backaround Graphics
Master  Layout e FrESEVe | |ayout Placeholder = - [O]Effects -
Edit Master Master Layout Edit Theme Background

I = I
Page Slide Close

Setup Orientation = | Master Wiew
Page Setup Close

Figure 7: Master view toolbar

Insert a header

Insert a footer

Insert data

Edit master slide styles

Hobdhde

15




MODULE SPECIFICATION Topic 2: MS PowerPoint advanced features

Module 2: Office Applications for teachers
= = 3 =
B e B P2d @0 BB 4E
Table Picture Clip Screenshot Photo Shapes SmartArt Chart Hype Action Text  Header Wordart Date Slide
- Art - Album - - Box & Footer - & Time Mumber
Tables Images Ilustrations Links Text

Figure 8: MS PowerPoint insert ribbon

Insert table
Insert picture
Insert clip art
Insert screenshot
Insert shape
Insert chart
Insert text box

No ok owhdE

16



MODULE SPECIFICATION Topic 2: MS PowerPoint advanced features
Module 2: Office Applications for teachers

Lesson 2

(Duration: 1 hr 15 min)

Intended learning outcomes

1. Given an unanimated PowerPoint presentation, applyanimation and transition by using
the animations ribbon features to control the pace of delivery

2. Given a process, simulate the dynamic nature of the process by using the animations
ribbon features

3. Produce self-learning material using Power Point

Lesson plan

Activity Timing
Use animations ribbon to increase dynamism of slides 15 min
Animate shapes to emphasize content 15 min
Link slides so that the presentation is student driven 10 min
Exercise 1: Self-learning material exercise 35 min

Complete the following tasks using the toolbars shown

A # E‘c:ﬂi.nimati-:un Fane 5 ~  Reorder Animation
dd

e \
L b § T ¢ » |-

Preview Mone Appear Fade Fly In Float In = A . =
w7 Animation~ “¥ - -

Preview Animation Advanced Animation Timing

Figure 9: Animations ribbon

1. Experiment with the different animations available
Experiment with animation and slide timing
3. Change animation order

Q o

)
Hyperlink Action

N

Links

Figure 10: Action and Hyperlink buttons

1. Use actions to navigate to other slides
2. Use hyperlinks to navigate from the presentation

Exercise 1
Create a self-learning presentation for the ICT module

17




MODULE SPECIFICATION
Module 2: Office Applications

Topic 3: MS Excel advanced features for
teachers

Topic 3: MS Excel advanced features for teachers

Lesson 1
(Duration: 1 hr)
Intended learning outcomes

1. Given a dataset(i.e. students’ marks, research data)
of databy using the font, alignment and formatting t

applyformatting for better visualization
ool bars

2. Given a data set, apply formulas for aggregation and filtering of data by using the formulas

ribbon features

Lesson plan

The following activities will be done on the provided excel sheet

Activity Timing
Calculate totals, percentages 10 min
Applying conditional formatting 15 min
Calculating grades 10 min
Averages and counts 10 min
Graphs 15 min
Exercise2

(Duration: 1 hr)

Create a comprehensive mark sheet for the ICT module

18




MODULE SPECIFICATION Topic 4: MS Access advanced
Module 2: Office Applications features for teachers

Topic 4: MS Access advanced features for teachers

Lesson 1
(Duration: 1 hr)
Intended learning outcomes

1. Given a dataset, create a database consisting of multiple related tables using the datasheet
ribbon
2. Given a database structure, create a form for data entry using the forms toolbar features

Lesson plan

Activity Timing
Create tables 25 min
Populate data 10 min
Create a form 25 min

Complete the following tasks using the toolbars shown

Home Create External Data Database Tools Fields Table
Ty Date & Time Jame & Caption » Data Type - Required =1

b ap 12 B Dowes -’ fe [l | i
e - b ves/No d L De v Format Formatting - Unigque
View Text Number Currency . Delete - ~ Modify  Modify Memo . i Validation

- 5 More Fields - i, Field 5ize Lookups Expression Settings $ % Indexed -
fiews Add & Delete Properties Formatting Field Validation
ull Access Objects ® « || 53 Tabler | =1 Table2 |
sarch. 1D » | Click to Add  ~
Tables (New)
£ Table
B3 Table2

Figure 11: Table design view

Create at least 2 tables with at least 8 fields in each table. Let this be for a student information
database

19



MODULE SPECIFICATION

Topic 4: MS Access advanced

Module 2: Office Applications features for teachers
Home Create External Data Database Tools | Design | Arrange Format
& Loge i o =

=5 As EC-:ul-:ursv - = i Logo [| gm o= =
= lad BB Aa = () @ [ 7 - ) G =
Wiew Themes F-:mts - ) —| Insert . Add Existing Property Tab .

- - = | Image ~ _%Dateandﬂme Fields Sheet Order &9
Views Themes Cantrols Header / Footer Tools
All Access Objects @ « & Tablel."'l.f:_nj Tablez."'i =5 Formi
Searci. o 0| S SN LR LA - 3 ! hd ! 9 ! k
Tables -3

EA Tabler

B Tablez

Figure 12: Form design view

Create 2 forms to enter data into the tables

20




MODULE SPECIFICATION

Module 2: Office Applications

Topic 4: MS Access advanced
features for teachers

Lesson 2

(Duration: 1 hr)

Intended learning outcomes

1. Given a database, extract data by running Structured Query Language (SQL) queries created

using the query wizard

2. Given a database, design reports for presenting data extracted from queries using the reports

toolbar features

Lesson plan

Activity Timing
Create queries 20 min
Design report 1 20 min
Design report 2 20 min

Complete the following tasks using the toolbars shown

N

Query Query
Wizard Design
Queries

Create 5 queries to extract data from the tables

E I colors - [£= Group Figure 13: Query design buttons
= Z Totals

View || Themes F.jms . i Hide 0

Views Themes Grouping {
Al Access Objects @ <« ||E
Szarch. L2

Figure 14: Report design view

Create reports for 2 queries given above
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MODULE SPECIFICATION
Module 3: Online Collaboration Tools

Module 3: Online Collaboration Tools

Intended Learning Outcomes

N o g bk~ w D E

Given a subject engage in collaborative writing

Given a questionnaire, create and distribute an online survey

Given a completed online survey, import the data to a spreadsheet

Given a questionnaire, use spreadsheets to collect data through Googledocs
Given a document, collaboratively write/revise through Googledocs

Given a course publish an online timetable

Givena timetable/schedule, effectively manage student appointmentsby publishing through
Google Calendar
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MODULE SPECIFICATION Topic 1: Google Docs for

. : collaboration among teachers
Module 3: Online Collaboration Tools and students

Topic 1: Google Docs for collaboration among teachers and students
(Duration: 1 hr 15min)

Introduction

The real-time collaboration of documents in Google Docs makes it ideal for a teaching and
learning environment.

Some examples of how teachers can use online documents:

Collaborate and share curriculum plans

Consolidate notes for department or faculty meetings
Share and collect assignments without printing
Provide instant feedback to students

Some examples of how students can use online documents:

1.

Improve writing skills through peer editing and feedback

Access documents in class or at home

Work on reports, research, or papers together with peers in different classes, schools,
countries

Keep a continuous, running log for assignments such as journal entries, writing samples,
etc.

Intended learning outcomes

el A

Upload a document to GoogleDocs

Edit and format a document within GoogleDocs using the edit toolbar

Share a document with students and/or colleagues by specifying share settings
Engage in collaborative writing by using the viewer’s panel

Lesson plan

Activity Timing
Introductory video on Google Docs 05 min
Discussion on the opportunities available to teachersthroughGoogle Docs 10 min
Task 1: Upload a document 10 min
Task 2: Edit and format document using the document toolbar 20 min
Task 3: Share a document 10 min
Task 4: Engage in collaborative writing 20 min
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MODULE SPECIFICATION Topic 1: Google Docs for

. : collaboration among teachers
Module 3: Online Collaboration Tools and students

Task 1: Uploading a document

1. Sign into http://docs.google.com with your Google user name and password
2. Select the upload icon andchoose upload file and upload a word document to Google
Docs.

GO» nge Home x

Ciocs

TIT
CREATE l

Home
Starred
Cwned by me Upload
Al iterns
Trash
" My collections
9 Finance
I TaL Group
+ Collections shared with me

Figure 15: Google Docs sidebar

3. Choose “Convert documents, presentations, spreadsheets, and drawings to the
corresponding Google Docs format” option in the “Upload Settings Dialog”, click the
start upload button.

4. You will see the uploaded document in the document list. Clicking on the document title
will open the document.

TITLE OWHER LAST MODIFIED
Module 3 Online Collaboration and Student Engagement.docx me 1.06 pm

il easp.o.l MNilu Hajapakse 4/18/08

il Project Backlog roodi 4/15/08

i backlog roodi 2/21/108

il Backlog randi 1211807

Figure 16: GoogleDocs home page
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MODULE SPECIFICATION Topic 1: Google Docs for

. : collaboration among teachers
Module 3: Online Collaboration Tools and students

Task 2: Edit and format document using the document toolbar
The document toolbar on Google Docs is very similar to the one found on any popular word
processer. You can use the toolbar to edit and format text.
1. Try out each of the toolbar features to familiarize yourself with working on Google Docs.
a. Type out a paragraph explaining how to edit a document using Google Docs using
text formatting features
Insert a table
. Insert a picture
d. Inserta bulleted list

TextFormatting
Bullets & Numbering

Hormaltext % | TimesHe.. = | 18 -/ B 7 U A - - co M = =

|
b)
2
i

|‘|
|'|

1

-

Text Alignment

Figure 17: Google Docs format toolbar
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MODULE SPECIFICATION Topic 1: Google Docs for
. : collaboration among teachers
Module 3: Online Collaboration Tools and students

Task 3: Share a document

1.

Click the share button on the document screen

Comments & Share

[

|I|

Il
—%
1]
I

Figure 18: Google Docs share button

Choose the people you want to share this document within the “Share Settings Dialog”.
You can either directly enter the persons Google user name or select from your list of

contacts.

Sharing settings

Who has access

Private - Only the people listed below can Change
access ge...
[@ Gamindu Hermachandra (you) gamindui@g... |5 owner

Add people:  Choose from contacts

"Hiranya" <hiranya@gmail. com= Can comment ¥

" Motify people via emall - Add message

Send a copy to myself
Paste the itern itself into the

Share & save Cancel .
email

Editorz will be allovwed to add people and change the permizzions. [Change]

Figure 19: Google Docs share settings
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MODULE SPECIFICATION Topic 1: Google Docs for

. : collaboration among teachers
Module 3: Online Collaboration Tools and students

3. You can also choose whether the person whom you just shared the document with, can

e View
e comment
e edit

the shared document. Click the “Share and Save” button when done.

Task 4: Engage in collaborative writing
To engage in collaborative writing a document must be shared between several individuals.
1. Set the appropriate “notification settings”. These settings will determine the level of
engagement you will have in your collaborative writing exercise

Motification settings

" Dont send me any email notifications for this doc (ot recommended)
& Enable email notifications for this document's threads

Motify me of all new comments and replies on this document
Matify me of replies to my comments

Motify me of replies to threads that | have commented on
Matify me when | am & mentioned in 2 comment

ARAA

Help

Cancel

Figure 20: Notification settings

2. Use the comments button to enable the comments stream. Once the comments stream is
enabled, you may converse with your collaborators

Comments - m

* v Tther viewers

gamindu has opened the document.

gamindu has left.

gamindu has opened the document.

gamindu has left.

me: please comment on the
formatting

i@hiranya can you please remove
the numbering an the first page

Figure 21: Comments stream button
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Formative Assignment

(Duration: 1 hr)

Take the “Online collaboration and student engagement” document and collaboratively improve
it.

Essential Reading

Google Apps Training Home - Module 4: Docs
http://edutraining.qgoogleapps.com/T raining-Home/module-4-docs

Resources
Videos:

Google Docs in Plain English http://www.youtube.com/watch?v=eRqUEGIHTEA
Introducing a new Google Docshttp://www.youtube.com/watch?v=6 hJ3R8|EZM
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MODULE SPECIFICATION Topic 2: Data collection using
Module 3: Online Collaboration Tools Google Forms

Topic 2: Data collection using Google Forms
(Duration: 1 hr 5min)

Introduction

With Google Forms, you can quickly create a form or survey, send it to students, or staff, and
keep track of the answers in one spreadsheet.

Since forms are filled out online, there’s no need to enter in results manually. Responses are
collected and displayed immediately in a corresponding Google Docs spreadsheet which allows
you to sort, analyze, and visualize the information.

You can send forms to anyone - even those outside of your school Apps domain. Respondents
can access the form via email, a published webpage, or embedded on a site.

Forms also generate an automatic summary with charts, graphs, and statistics about your form
responses and can notify you when new responses are submitted.

Intended learning outcomes

1. Create a form for online data collection
2. Publish the form for data collection
3. Analyze data from the form

Lesson plan

Activity Timing
Introductory video on Google Forms 05 min
Task 1: Create form 20 min
Task 2: Distribute a form 10 min
Task 3: Create and distribute form of choice 20 min
Task 4: Present findings on form of choice 10 min
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MODULE SPECIFICATION Topic 2: Data collection using
Module 3: Online Collaboration Tools Google Forms

Task 1: Create a form
1. Select the create form option from the create menu

CREATE |) i

~ -

Figure 22: Create button

2. Choose a theme for the form

gk Add item >  Theme: Plain

Figure 23: Theme selector

3. Add a form title and description

|Llntit|ed form

Figure 24: Form title and description

4. Choose add item and select a question type and fill in the details

Cuestion Title |

Help Text |

Question Type | Text =]

Done | ™ Make this a required question

Figure 25: Question dialog

5. Use add item for the different question types. Use the situation analysis questionnaire to
build your first form.
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MODULE SPECIFICATION

Topic 2: Data collection using

Module 3: Online Collaboration Tools

Google Forms

Task 2: Distribute a form
1. Choose Email this form or More actions > Embed

Ermail this form ~ See responses =

Maore actions -

Figure 26: Email form button

2. If you are emailing then fill out the send dialog

Send this form to others [%]
to:
e
Chooze from cortacts
from: Gamindu Hemachandra =gamindui@gmail.corm=
subject: [Untitied form
¥ Include form in the email
Mote: the form description will abways be included in the email
=end | Cancel |
Figure 27: Email dialog
3. If you are embedding the form in a website then fill out the embed dialog
Embed [X]

Cancel |

Figure 28: Embed link
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Module 3: Online Collaboration Tools Google Forms

Task 3: Create and distribute a form of choice
Design and develop a form that would enable you to assess any topic within the ICT curricula.

Task 4: Present findings on form of choice
1. Select see responses from the form design view

Ermail this form =~ See responses More actions Saved

Figure 29: Form design toolbar

2. Select either the summary or spreadsheet view
The summary view will give a graphical representation of the quantitative responses

‘Which of the following statements will you agree with the most

It iz enaugh that teachers in higher education are proficient
Teachers should be well versed in internet enabled techno
Teachers should b... The use oftechnology is something that teachers will pick

It is enough that...

The use of technology will increase a teachers productivity
The use of techno...

The use oftechnology will enable teachers to engage maore
The use of techno...

The use of techno...

Do you think that your students will engage with you more over technology tools such as email, chat, online forums etc...
Yes 2

Mo 0

Yes [2]

Figure 30: Summary view
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MODULE SPECIFICATION

Module 3: Online Collaboration Tools

Topic 2: Data collection using
Google Forms

The spreadsheet view will give you the raw responses

Timestamp
2 B

Name

Timestamp

212012 15:52:45 Fee

Gamindu
2112012 16:20:15 Hemachandra

University Faculty Department

APIT Computing WIS

APIT IT Computing

Figure 31: Spreadsheet view

Number of years
of teaching
experience

too many

Show all formulas

G H

What subjects do | use ICT in my
you teach? teaching
Infarmation

Systemns, Strategy,
communications Yes

Software
Engineering
Programming
Data Structures

10 and Algarithrms Yes
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Module 3: Online Collaboration Tools Google Forms

Formative Assignment

(Duration: 1 hr 30 min)

Design and share an evaluation form for the module “Online Collaboration and Student
Engagement”

Essential Reading
Google Apps Training Home - Module 4: Docs
http://edutraining.qoogleapps.com/T raining-Home/module-4-docs

Resources

Videos:

Using forms in Google Docshttp://www.youtube.com/watch?v=1zqaUOWG6GIs
Introduction to Google Forms in
Educationhttp://www.youtube.com/watch?v=0GWeNUK2s9A

Sample form:
https://docs.google.com/spreadsheet/viewform?hl=en US&formkey=dG5HMy0OxTHFHY 245en
dOLX03UW1LeEE6MOQ#qgid=0
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MODULE SPECIFICATION Topic 3: Shared task list
Module 3: Online Collaboration Tools through Google spread sheets

Topic 3: Shared task list through Google spreadsheets
(Duration: 1 hr 25 min)

Introduction

Spreadsheets in Google Docs allow teachers and students to easily aggregate, organize, and
analyze information in an electronic document. With advanced tools for sorting, formatting,
creating charts, visualizing information with gadgets, and entering formulas, shared, online
spreadsheets can be used in a variety of settings.

Some examples of how teachers can use online spreadsheets:

o Create a seating chart

e Create a shared task list

e Record grades with an organized gradebook

o Track attendance, missing assignment, behavior reports

« Store a database of contact information for students and parents

Some examples of how students can use online spreadsheets:

o Collect data from across the web for research
« Create interactive flashcards with a spreadsheet gadget
o Format a weekly class schedule

Intended learning outcomes

Create a spreadsheet in Google Docs

Edit and format the spreadsheet

Collaboratively edit and input data into the spreadsheet
Analyze the data in a spreadsheet

Mobdhe

Lesson plan

Activity Timing
Introductory video on Google spreadsheets 05 min
Discussion where spreadsheets could be used within the course 10 min
Task 1: Create a spreadsheet 05 min
Task 2: Edit and formatspreadsheet using the spreadsheet toolbar 20 min
Task 3: Share a spreadsheet 10 min
Task 4: Engage in collaborative writing 20 min
Task 5: Generate graphs 15 min
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MODULE SPECIFICATION Topic 3: Shared task list
Module 3: Online Collaboration Tools through Google spread sheets

Task 1: Create a spreadsheet in Google Docs
1. Select the create spreadsheet option from the create menu

CREATE E
LN -

Figure 32: Create button

2. Name the spread sheet by replacing the text “Untitled spreadsheet”

Untitled spreadsheet

File Edit “iew Inset Format Data  Tools  Help

Figure 33: Spreadsheet name

Task 2: Edit and format the document using the spreadsheet toolbar
1. Create the following columns in the spreadsheet: Module, topic, duration, resources,
scheduled date, assigned to, preparation complete, complete.
2. Change the background color of the column headings

B oA A .M

Figure 34: Spreadsheet format options
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MODULE SPECIFICATION Topic 3: Shared task list
Module 3: Online Collaboration Tools through Google spread sheets

3. Set up data validation for the duration field by selecting the rows for the duration, right
clicking the selection and selecting data validation option

Data validation

Cell range: [Sheet1IC2CA HH

Criteria: Humber 2 between = |1 and |2

example: "10" and "100"

Help text: |Enter a humber between 1 and 2

" Allow imvalid data, but show warning

Remove validation Cancel

Figure 35: Data validation dialog

4. Set up validation for the “Preparation Complete” and “Complete” columns so that the
fields will only accept Yes/No values

Data validation

Cell range: |SheetTlz2H23 HH

Criteria; ems from a list %
Create list from range IEE” range =
® Enter list iterns |‘1"es,N|:|,

example: "10" and "100"

Help text:  |Click and enter a value from the list of iterns

+ Show list of items in a drop-down menu

' Allow imvalid data, but show warning
Remove validation Cancel

Figure 36: Data validation dialog (additional)
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MODULE SPECIFICATION Topic 3: Shared task list
Module 3: Online Collaboration Tools through Google spread sheets

5. Set up the “Scheduled Date” column so that it accepts dates between August and
December 2012.

6. Setup the “Assigned to” column so that the user can pick a resource person from a
predefined list.
Enter data for 5 rows.
Enable filter on the “Assigned to” column and experiment with the filter.

SotA— 7

- IEI Y& Son7— A

Filter: Select all - Clear hd

| a

" (Blanks)
+" Gamindu
Deepthi

“ Cancel

Figure 37: Data filter options

Task 3/4: Share the spreadsheet and engage in collaborative writing
Revisit Topic 1, Task 3 and share the spreadsheet with 4 of your colleagues and collaboratively
fill it in. Add columns that would help you plan out the delivery of the program.

Task 5: Generate graphs
1. Select the topic, duration and supplementary time fields and click the graph button.

- [ln1] o R—

B C O
Supplementary
Topic Duration Time F
Docs 1.25 0745
Farms 1 1.5
Spreadshests 1.5 1.5,

Figure 38: Data selection for graph

38



MODULE SPECIFICATION

Topic 3: Shared task list

Module 3: Online Collaboration Tools

through Google spread sheets

2. Use the chart dialog to produce a couple of charts for analysis.

Chart Editor
Stal | Charts | Customize Chart1

Line

A
2w
ah  column
ST
I'_ Scatter

a Pie

@ Map

2« Trend

& Mare

=n -

Help

Course Duration by Topic

M Supplemen,
M Duration

Figure 39: Chart dialog

3. Use the chart dropdown to move the chart into its own sheet
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ETC MODULE SPECIFICATION Topic 3: Shared task list

Module 3: Online Collaboration Tools through Google spread sheets

Formative Assignment

(Duration: 1 hr 30 min)

Design and share a planning sheet that you will find useful in the delivery of this module.
Repeat the student mark sheet exercise completed in MS Excel.

Essential Reading
Google Apps Training Home - Module 4: Docs
http://edutraining.googleapps.com/T raining-Home/module-4-docs

Resources

Videos:

Using Google Spreadsheetshttp://www.youtube.com/watch?v=irith5aQHnk
Sample spreadsheet: (Lesson timing for ICT module)
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MODULE SPECIFICATION

Module 3: Online Collaboration Tools

Topic 4: An introduction to
templates and self -marking
quizzes

Topic 4: An introduction to templates and self -marking quizzes

(Duration: 1 hr)

Introduction

With the built in template library we can quickly make forms of choice. Self-grading tests are of

particular interest to teachers.

Intended learning outcomes

1. Select an appropriate template for a quiz from the template gallery

2. Create and publish a quiz
3. Analyze answers from the quiz

Lesson plan

Activity Timing
Introductory quiz using Google forms 10 min
Task 1: Select an appropriate template for a quiz 10 min
Task 2: Modify the form according to your needs 15 min
Task 3: Distribute and accept answers 10 min
Task 4: Analyze results 15 min
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MODULE SPECIFICATION

Topic 4: An introduction to

Module 3: Online Collaboration Tools

templates and self -marking
quizzes

Task 1: Select an appropriate template for a quiz

1.
2.

3.

Select “From Template”

from the create drop down

Search for an appropriate template

SO« nge

Iquiz

Search Templates

Google Docs » Template Gallery

Public Templates = Templates Ive used My Templates

Sort by

Search results for "quiz" Clear Search

» Hottest
Most users

Highest rating

Narrow by type
v All types
Docurnents

Spreadsheets
Presentations

Use the chosen template

e [£] Afinal de contas... By Paordaina

..........

Oratings Rateft Embed Eeport abuse

s Confusion guiz

m__m Lse this template | Preview

Figure 40: Template gallery

r

[£] 20 Scantron Self Grading Test &y Jrr5514
~~~~~ rirtrer Jratings BEsteft  Embed  Beport sbuse

50 Scantron Self Grading Test / Cluiz

Use this template

Figure 41: Choosing a template

Preview
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Module 3: Online Collaboration Tools

Topic 4: An introduction to
templates and self -marking
quizzes

Rename the form by right-clicking on the document title on the home page

— TITLE

vl Bcop —— -~ T
—— Cpen

i Les
B San 4 Share
Bl Moc 5 Add star

ilm San Don't show in Home
B situ Organize...

il ide: Rename..

il Proj Mark as unviewed
im bac Download. ..

Submit to template gallery
il Bac
Miove to trash

Figure 42: GoogleDocs context menu

Task 2: Modify the form according to your needs
Edit the questions by clicking on the edit button on the edit forms view

1.
2.

Ensure that you select the MCQ answer type

OWHER
e
e
e
ment.docx = me
me
n Education me
Milu Rajapakse
roodi
roodi

roodi

Question Title |Que5ti0n 2

o

Help Text |

Cuestion Ty])e( Inﬂultiple choice )Io to page based on answer

ol

ol

o e

o |D

 [Click o add option or add "Other”

Daone | ¥ Make this a required question

Figure 43: Google forms question dialog
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MODULE SPECIFICATION Topic 4: An introduction to

. : templates and self -marking
Module 3: Online Collaboration Tools quizzes

3. Fill in the answers for the questions on the accompanying excel sheet

+~ Sample Self Grading Test

File Edit “iew Insett Format Data Tools  Form (0 Help Last edit was made 2 minutes ago by gamindu

& e AL - 5 % o123 [ ept 2| B ac AR

. =z -lu ¥

Tx Timestamp

A B C 8] = F G H | J K L

1 Questio Questio Questio Questio Questio Questio Questio Questio Questio
Tine st L First Name Last Name  Question 1 2 2 4 5 6 7 f e 10

Figure 44: Answer key for self-grading quiz

4. Note the formula in the grading sheet and modify if necessary

T | =sum(F3:EC3WEEST

A B i (] E F G H
1 First Que: Que: Gue:
Name Last Name  Question 1 Score: 50 2 3 4
2 Sort and edit on the Anamers sheet. Do not zort ]
ar edit information an this sheeat! Foints Percent
3 0,
5III| 100 ;"-:._| 1 1 1

Figure 45: Formula for self-grading quiz
Task 3: Distribute and accept answers

Use the form menu item on the spreadsheet to distribute the quiz. The quiz can be emailed or
published on the web. Ensure that the “accepting responses” option is ticked on the forms. Refer
to task 2 in topic 2 (data gathering using forms) for complete instructions.

Task 4: Analyze results

1. Ensure that the “accepting responses” option is unchecked on the forms menu to ensure
answer recording is switched off.

2. Use the built in summary and/or create graphs directly to analyze results
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MODULE SPECIFICATION Topic 4: An introduction to

. : templates and self -marking
Module 3: Online Collaboration Tools quizzes

Assignment

(Duration: 1 hr 30 min)

Design and share a self-grading quiz for one of the ICT topics

Essential Reading
Google Apps Training Home - Module 4: Docs
http://edutraining.googleapps.com/Training-Home/module-4-docs

Resources
Videos:
Google self-grading quizzes: http://www.youtube.com/watch?v=EFI3iw6Bp3g

45



http://edutraining.googleapps.com/Training-Home/module-4-docs
http://www.youtube.com/watch?v=EFl3iw6Bp3g

MODULE SPECIFICATION

Module 3: Online Collaboration Tools

Topic 5: Calendar basics for
improved time management

Topic 5: Calendar basics for improved time management
(Duration: 1 hr 10 min)

Introduction

Google calendars can be used by teachers as a personal productivity tool, a collaboration tool as
well as a tool to promote student engagement. With teachers playing diverse roles and providing
services to many stakeholders in the education process effective time management becomes an
essential skill. In Google calendars we find a tool that meets a wide spectrum of teacher needs.

Intended learning outcomes

oD

Lesson plan

Create events, events spanning several days, recurring events and setting up reminders
Setup your mobile phone to receive reminders from your calendar events

Create a lesson plan on agenda view
Share the lesson plan with colleagues

Activity Timing
Introductory video on Google Calendar 10 min
Discussion on where Google Calendar can be used 10 min
Task 1: Creating events 10 min
Task 2: Setup SMS for reminders 10 min
Task 3: Create lesson plans on agenda view 20 min
Share lesson plans and discussion 10 min
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Module 3: Online Collaboration Tools

Topic 5: Calendar basics for
improved time management

Task 1: Creating events

1.
2.

3.

Create a new calendar

In the calendar settings ensure that
1. The location and time zone are specified
2. The sharing and permissions are specified

Share with specific people

Person Permission Settings

|h.|1ake changes to events

"gamindu@gmail.com”™ <gamindug@gmail.com=

Make changes AND manage sharing

"Hiranya Malwatta" <hiranya.malwattagirs. k=

Figure 46: Calendar share settings

| Make changes to events

[

Perform the following tasks to familiarize yourself with the calendar events screen

| Lintitled event

2582012 10:00am to  11:00am 282012 Time zone

I allday T Repeat...

Event detailz

Where

Calendar |Gamindu HemachandraLI

Description

Event color [

Reminders IF'Dp—LIpLI 10 |minutes;|

Add a rerminder

Show me as  ayzilable  © Busy

Privacy & Default © Public ¢ Private

Learn mare about private v public everts
Figure 47: Calendar events

a. Create a calendar entry with start and end times
b. Create a calendar entry spanning one or multiple days

| _addPerson |
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Module 3: Online Collaboration Tools improved time management

Create an ongoing or repeating calendar entry
Create entries in different calendars

Copy an entry to a different calendar

Add email, SMS, or pop-up reminders

Delete events

@ +~o a0

A sample calendar with the above done on monthly view:

] fi T 4 10
10 APLC Lah

12 13 14 15 16 17
| Intensive Lectures Level 3

26 27 24 28

Figure 48: Calendar monthly view

Task 2: Setup SMS for reminders
1. To set up SMS reminders, you must first configure the calendar settings

Y |
Calendar settingﬁ(_\

Calendar help

geni:

Labs
Send feedback
Offline

Figure 49: Calendar settings option
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Module 3: Online Collaboration Tools improved time management

2. Choose mobile setup

Calendar Settings

General Calendars Maobhile Setup Labs

« Back to calendar  Sawve | Cancel |

Figure 50: Mobile setup option

3. Configure the default notifications that you would prefer
4. Fill the mobile setup page with your details

¥ Phone notifications disabled.

Status: Tao enable mobile notifications, cormplete the information below,

Wiy havent | received my werification code?

Country: I India j

Phone number:

Carrier: See Help Center for supported providers.  Send YYerification Code

What carriers are supported?

Verification code: Finish setup |

Please enter the verification code sent to your phone

Figure 51: Mobile setup page

Task 3: Create lesson plans on agenda view
5. Create a lesson plan using the agenda view

Thu Mar 1 8:30am — 9:30am E Programme Introduction - SLF|
2:30am - 9:45am comfort break
9:45am — 10:30am E Setup google account email and groups - SLF|
10:30am — 10:45am comfort break
10:45am — 12:00pmm ® Google Docs for collaboration among teachers & students
12:00pm — 1:00pm lunch
1:00pm — 2:05pm ® [ata Collection using Google Forms
2:05pm — 2:20p0m comfort break
2:20pm — 3:50pm & Shared task list through Google spread sheets

Figure 52: Calendar agenda view
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Topic 5: Calendar basics for
improved time management

6. Share the lesson plan with a colleague so that he may be able to contribute by editing the

lesson plan

Formative Assignment

(Duration: 1 hr)

Create one more lesson plan in agenda view and share it with a colleague so that he/she can

contribute

Essential Reading
Google Apps Training Home - Module 3: Calendar

http://edutraining.qgoogleapps.com/Training-Home/module-3-calendar

Resources
Videos:

New look for Google Calendarhttp://www.youtube.com/watch?v=WymQHKfrbgw
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MODULE SPECIFICATION Topic 6: Collaboration through
Module 3: Online Collaboration Tools Calendars

Topic 6: Collaboration through Calendars
(Duration: 1 hr10 min)

Intended learning outcomes

Invite individuals to events and manage invitation lists through Google Calendar
Create events through the short hand “quick add”

Define appointment slots

Create an academic calendar

Share an academic calendar with students

a ks~ wde

Lesson plan

Activity Timing
Task 1: Invite individuals to events and manage guest lists 10 min
Task 2: Experiment with quick add 15 min
Task 3: Define appointment slots 10 min
Task 4: Create an academic/class/resource calendar 20 min
Present the academic/class/resource calendar by sharing 15 min

Task 1: Invite individuals to events and manage guest lists
1. Add individuals to an event using “Add guests”

Add guests

| | | Add

Click the L icons belowy to mark az optional.

Guests B9 Email guests
ez O, Mayhe: O, Mo O, Lywaiting: 0, Optional O

1 Halin Sugathapala® x
L1 RuwanRajapakse’ »

* Calendar cannat be shown, Wy

Suggested times
Guests can I modify event
M imite athers

M see guest list

Figure 53: Add guests dialog

2. Experiment with the email , guest calendars, guest options
3. Respond to invitations appropriately
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MODULE SPECIFICATION Topic 6: Collaboration through
Module 3: Online Collaboration Tools Calendars

Task 2: Experiment with quick add
The recipe for events is to enter 'what,' 'who," 'where,' and ‘when' (only ‘what' and ‘when' are
required).

e What: This can be any text; the event title is created from this.

e When: This can be nearly any date and/or time expression. Using 'at' and ‘on’ can help.

e Who: This should begin with ‘with' followed by a list of email addresses; these are added

to the guest list.
e Where: This can be any text following ‘at' or 'in.'

Experiment with the following phrases

Lunch with Deepthi at "Faculty Club" Friday 12 pm

Coach Volleyball at 5pm

Campus holiday 8/14

Staff meeting next Monday at 13:00

Assignments w/ Second Years 4:15 tomorrow for 45 minutes
Assignments w/ Second Years4:15 - 5 pm tomorrow

National Conference 9/23 - 9/26 in Peradeniya

Parent-Teacher Conference tomorrow noon Mr.Fernando@yahoo.com

When creating recurring events, the time expression has three parts: the start, the repetition, and
the end.

To create a weekly recurring event:
Faculty meeting at board room every Monday at 2pm
Tennis practice Tuesday 7pm to 9pm weekly

To create a monthly recurring event:
Tea at the “Open Canteen” on the first Sunday of every month
Lunch duty on 9/1 every month

To create a yearly recurring event:
Year 1 Induction program June 19 yearly
Convocation July 3 yearly

To create an event that repeats a certain number of times:

Cricket every Thursday for 10 weeks
Professional Development every Wednesday 7-8pm for 5 months

52



MODULE SPECIFICATION Topic 6: Collaboration through
Module 3: Online Collaboration Tools Calendars

Task 3: Define appointment slots

1. Select the “week view”
2. Clicking on a slot will pop up an event dialog with an “Appointment slot option’

Event( Appointment slots Mew!

YWhen: =un, February 5, 12pm — Tpm
What: |

e.d., Breakfast at Tiffany's

b

Calendar [ Gamindu Hemachandra =

Create event  Edit event »

Figure 54: Appointment slots

3. Clicking the link will transform the dialog into appointment mode

Event | Appointment slots few!

When: =un, February 5, 12pm - 1pm

What: |
Calendar | Gamindu Hemachandra |
Type: " Offer as a single appointment slot
& Offer as slots of I%IEIL minutes
Create slot

Figure 55: Appointment slots - edit details tab
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MODULE SPECIFICATION Topic 6: Collaboration through
Module 3: Online Collaboration Tools Calendars

4. Clicking on edit details will bring up the full edit screen

Creg ent slots on calendar: I—Gamindu Hemachandra j
This calendar's appointment page: https:/'www.google.com/calendar/selfsched?
sstoken=UUJxWUJXRS1SLWEVIGRIZmF 1 bHR8Z|V3ZjJmZWEQZ]Gx OTZKNZIMO OTQYZGRhMWU1 Z]

Title {No title) Add guests
This title will be used for any appointment slot booked fram this block. Enter email addresses add
Time block 525012 1200pm  to 1:00pm 2502012
I Repeat...
Type: Offer as a single appointment slot
& Offer as slots of ISD minutes
Where
Description

Figure 56: Link to a calendars appointment page

5. You can share the appointment page giving the link above

Task 4: Create an academic/class/resource calendar
In groups create an academic / class / or resource calendar.

Assignment

(Duration: 1 hr)

Create and share a class calendar for the ICT module
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MODULE SPECIFICATION
Module 4: Student Engagement through Online Collaboration

Module 4: Student Engagement through Online Collaboration

Intended Learning Outcomes

A w0 PR

Given a topic/theme/subject/module, createa blog

Given a blog, createcomments

Given a blog, engagewith students through commenting and collaborative writing
Given a topic/theme/subject/module, create a course website through Google Sites
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MODULE SPECIFICATION

Module 4: Student Engagement through
Online Collaboration

Topic 1: Appreciating the role
of blogs in higher education

Topic 1: Appreciating the role of blogs in higher education
(Duration: 1 hr 10 min)

Introduction

Blogs or ‘web logs’ have been used extensively amongst educators as passive repositories for
teaching and learning material as well as a forum where teachers and students can interact in rich
academic discourse. Participating in a blog discussion extends the classroom beyond the space
and time constraints of scheduled sessions and enables wider, reflective and more inclusive
discussion.

Intended learning outcomes

1. To describe the terms, blogging, commenting and group blogs
2. To formulate a strategy to use blogs within Sri Lankan higher education

Lesson plan

Activity Timing
Introductory video 10 min
Task 1: Exploration of blogging in education 20 min
Task 2: Group presentations on “Blogging in Education” 40 min

Task 1: Exploration of blogging in education
Explore the provided educational blogs and YouTube videos on blogging and make a
presentation on how blogs could be used in the Sri Lankan context.

The participants will be encouraged to use Microsoft OneNote to collect information for the
presentation.

Five member groups will work in collaboration using Google Docs Presentations to create a
presentation.

Task 2: Group presentations on “Blogging in Sri Lankan Higher Education”
Each group will make a 5 minute presentation on their findings
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MODULE SPECIFICATION Topic 2: The use of blogs to

Module 4: Student Engagement through supplement classroom
Online Collaboration discussion

Topic 2: The use of blogs to supplement classroom discussion
(Duration: 1 hr 20 min)

Intended learning outcomes

Setting up a blog for the ICT module

Post blog entries directly and by email

Engage in collaborative blogging

Engage in an academic discussion using a blog

A

Lesson plan

Activity Timing
Task 1:Discussion on “Elements to include in a blog” 15 min
Task 2: Creating a blog 15 min
Task 3: Group blogging exercise 20 min
Task 4: Presentation of the blogs 30 min

Task 1: Discussion on “Elements to include in a blog”
Using a shared document the participants will put down elements that would be part of an
educational blog. These could include the following;

Intended learning outcomes
Assessment strategy
Course calendar

Sample assessments
Course topics in brief
Discussions



MODULE SPECIFICATION Topic 2: The use of blogs to
Module 4: Student Engagement through supplement classroom
Online Collaboration discussion

Task 2: Creating a blog
1. While being signed into Google navigate to www.blogger.com
2. Create a new blog by clicking the “New Blog” button

- | Blogger

Elogger dashboard
Wye have enabled autorat

Blogger's sparm detection

Hew Blog

Figure 57: New blog button

3. Complete the new blog dialog. Special attention should be given to the name of the blog

Blogs List » Create a new blog

Title ‘ |

Address

You can add custom domain later.

Template =
T ——

- e
Dynamic Views Simple Picture Window
¥ : . -
- :
Awesome Inc. Watermark Ethereal =

You can browse many more templates and customize your blog later.

Cancel

Figure 58: New blog dialog
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Module 4: Student Engagement through supplement classroom
Online Collaboration discussion

4. Click overview on the blog list to further configure your blog

B -

Crverview

FPosts

Pages

Comments

Stats

Earnings

Template

Settings

Figure 59: Blog overview option

5. Use the pages, templates links to add pages and further customize your blog
6. Explore the settings menu above paying special attention to the following
1. Adding authors and readers
2. Comment moderation
3. Mobile and email settings

4. Language and formatting
7. Add your first post to the blog by using the create new post button

Figure 60: Create new post button
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MODULE SPECIFICATION Topic 2: The use of blogs to
Module 4: Student Engagement through supplement classroom
Online Collaboration discussion

8.  Write your post using the editor screen and click “publish” when done

ICT in Higher Educ... - P Save Close

-i= = L ¥

Compose HTML "o e '] _’}'—'v T~ B I U a8 év P . Link k= H “_’“l

-

W Labels
(9 Schedule

'9 Location

$F Options

Figure 61: Post editor screen

9. Pay attention to the “options” link above which will give you control over whether the
post can be commented on or not etc...
10. Labels can be used to classify your post

Task 3: Group blogging exercise
Participants will, in groups of 5, carry out the following tasks
1. Design a blog for the ICT module
2. Create at least 2 posts
3. Email in at least 2 posts
4. Comment on at least 2 posts of another groups blog

Task 4: Presentation of the blogs

Each group will present their blog. The group will evaluate
1. The structure of the blog
2. The content
3. The discussion generated

Assignment

(Duration: 1 hr)
Create a blog for the ICT module
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MODULE SPECIFICATION

Module 4: Student Engagement through
Online Collaboration

Topic 3: Creating a course
website using Google Sites -1

Topic 3a: Creating a course website using Google Sites -1

(Duration: 1 hr 15 min)

Introduction

Using Google sites you can easily create a website for a course or project. These websites can be
set up with multiple authors and can have repositories for course material and can be considered

a one-stop shop for a particular academic engagement.

Intended learning outcomes

1. Create/Modify a course website using Google Sites
2. Create/Modify a navigation structure for a course website
3. Create/Modify simple web pages in Google Sites

Lesson plan

Activity Timing
Introductory video/demonstration of a Google Site 10 min
Walk through of design principles 15 min
Task 1: Set up site 15 min
Task 2: Add navigation menus and site maps 15 min
Task 3: Add and edit pages 20 min

Design Principles

Review the design principles on Google’s online training website for Google Apps. The

following aspects should be addressed

Audience
Design
Content
Navigation
Animations

o > w0 e
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MODULE SPECIFICATION
Module 4: Student Engagement through
Online Collaboration

Topic 3: Creating a course
website using Google Sites -1

Task 1: Set up site
1. Create website from a template. Provide a name for the site

CREATE Cancel

Select a template to use:

W

Blank template Classroom site Q Soccer team Q

Browse the
gallery for
more

Google Science Fair
Project Template Q

Name your site:

ict

Figure 62: Google Sites template dialog

Explore more options, provide a site description and specify who can view the site
Select the manage site item from the “more” button to configure your site

Select “site layout” and modify the layout of the site

Change the site header and logo

Modify content and layout of the side bar
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MODULE SPECIFICATION
Module 4: Student Engagement through
Online Collaboration

Topic 3: Creating a course
website using Google Sites -1

7. Change colors and fonts for parts of the site

<ict Change site layout Configure search

Recent site activity

header
Py Height: 110 pixels - change logo
Attachrents Alignment: Standard, Theme Default - change
Fage templates sidebar:
Apps Scripts Width: 215 pixels

Deleted items L )
Navigation: edit | delete

Feneral Text edit | delste
Sharing and

Permissions Navigation: edit | delete
AdSense

Wb Address Text edit | delete

_ Text edit | delete
Site layout

Colors and Fonts Add a sidebar item

Figure 63: Site layout dialog



MODULE SPECIFICATION Topic 3: Creati

1 :Cr n r
Module 4: Student Engagement through wﬁ;te us?:g Gizgﬁ:uSi:s 1
Online Collaboration

Task 2: Add navigation menus and site maps
1. Create a couple of pages that you would require by clicking the add/edit buttons

”~

Figure 64: Add/edit buttons

2. Go to manage site > site layout and modify the layout of the header, footer and side bar

header

Height: 110 pixels - change logo
Alignment: Standard, Therme Default - change

sidebar: page content

Width: 215 pixels This area is reserved for site content

Navigation: edit | delete
Text edit | delete
Navigation: edit | delete
Text edit | delete
Text edit | delete
Add a sidebar item
system footer
customize system footer links
Figure 65: Google Sites modify layout dialog

3. Experiment with adding side bar items



ETC MODULE SPECIFICATION

Module 4: Student Engagement through
Online Collaboration

Topic 3: Creating a course
website using Google Sites -1

4. Change the navigation structure by clicking the edit link on “Navigation”

Configure Mavigation

Title: s Smith's Classroom

~" Display title

Autamatically organize my navigation
Select pages to show

Home
Homework Assignments
Extra Credit

Contact Me

Add page

Include a link ta:
Siternap
Recent site activity

Figure 66: Configure navigation dialog

5. Create sub menu items by clicking the arrows above

Add URL
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MODULE SPECIFICATION

Module 4: Student Engagement through
Online Collaboration

Topic 3: Creating a course
website using Google Sites -1

Task 3: Add and edit pages
1. In edit page mode use the insert item to

a) Insert “Home” text to your website
b) Insert a list of ILOs
¢) Inserta course calendar
d) Insert quizzes
e) Inserta document
f) Insert a presentation
g) Inserta drawing
h) Inserta map

Insert  Format Table Layout

[aa] Image 5 AdSense
G2 Link @ Apps Script Gadget
Y Table of contents B Calendar
= Subpage listing M chat
— Haorizontal Line E Docurnent
A Drawing
*ll Recent posts m Groups Discussion Forurm
+|  Recently updated files Q Wlap
7+ Recent list items B8 Picaza Phaoto
Text Box Ficasa Web slideshow
= More gadgets... O Presentation
in Spreadsheet
B Spreadsheet form
B Video L

Figure 67: Google Sites insert dialog
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MODULE SPECIFICATION

Module 4: Student Engagement through
Online Collaboration

Topic 3: Creating a course
website using Google Sites -2

Topic 3b: Creating a course website using Google Sites -2

(Duration: 1 hr)

Intended learning outcomes

agbrownE

Set up collaboration on your course website

Lesson plan

Create/Modify a blog within the course website

Creating/Modify a bulletin board within the course website
Create and archive of learning material on a course website
Create learning lists such as glossaries on a course website

Activity Timing
Task 1: Add different page types
Initial set up 10 min
Announcement 15 min
File cabinet 15 min
List 10 min
Task 2: Share, publish and protect a site 10 min

Task 1: Add different page types

1. Specify whether collaborators can comment or attach files to a particular page through

the page settings menu item
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MODULE SPECIFICATION

Module 4: Student Engagement through
Online Collaboration

Topic 3: Creating a course
website using Google Sites -2

F 4 More ~
Page actions

Revision History

K

Snhecribo tn page changes
Page settings

Frn pays

m

Preview page as viewsr

Page templates
Save as page template

Change page template

Site actions
Subscribe to site changes
7 Manage site
Sign up for AdSense

&+ Sharing and Permissions

Figure 68: Google Sites page settings option

2. Select the appropriate permissions from page settings dialog

Fage Settings

Show page title

v Show links to sub-pages
Allow attachments
Allow comments

Show this page in the sidebar:
¥ Mrs Smith's Classraom
Mare Stuff

Currently using page template Web Page (Change)

Figure 69: Google Sites page settings dialog

3. Specify/Modify page location by selecting the Manage Site Option
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MODULE SPECIFICATION

Module 4: Student Engagement through
Online Collaboration

Topic 3: Creating a course
website using Google Sites -2

Manage Site

Click and drag to move pages

<ict
1 iet
Recent site activity & About Me
Fages i Class Photos
Attachments B Class Announcements
Page templates L. Class Calendar
Apps Scripts Lo Contact Me
Deleted items - Exra Credit

Figure 70: Manage site dialog

4. Choose a page layout from the page layout menu

Home
Insert  Format Table  Layout

B Cne column {simple)

Verdana

Bl Twao calumn {simple)

Il Three column (simple)
B One column
I Ct v EE Two colurmn
. i Three column
Mrs Smith's Clas:
Home im | eft sidebar
Homework Assignme —
Extra Credit =1 Right sidebar
Contact e - . .
imi | eft and right sidebars

Figure 71: Page layout options



MODULE SPECIFICATION

Module 4: Student Engagement through
Online Collaboration

Topic 3: Creating a course
website using Google Sites -2

5. Add a page each of the following types
e announcement
o file Cabinet
o list

=elect a template to use (Learn more)
Web Page ~

Web Page

Announcements

File Cabinet

List

Figure 72: Page types

Task 2: Share publish and protect a site
Select sharing and permissions and set the page level permissions

it ﬁ Site - jct Mewy pages inherit permizsions by default. If you want to add & user to a specific page you
add them at the site level.
6 About he
i i . Yisibility options:
Recent site activity i announce
Public on the web
Pages ;
8 © Class Announcements @ Anyone on the Intermet can find and access. Mo Sign-n reguired.

Attachrnents LoClass Calendar ) )
) 2 Anyone with the link

Page templates - ontact Me S anyone who has the link can acoess. No sign-in reuired.

Apps Scripts - Exra Credit )

FP P ) - g Private

Deleted iterms “ Forms and Docs Cnly people explicitly granted permizsion can access. Sign-in reguired.
© Home

General a8 Homewark Assignments

Sharing and L Poll “ Cancel

Permissions

Figure 73: Google sites sharing and permissions dialog
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MODULE SPECIFICATION

Module 4: Student Engagement through
Online Collaboration

Topic 3: Creating a course
website using Google Sites -3

Topic 3c: Creating a course website using Google Sites -3
(Duration: 1 hr 10 min)

Intended learning outcomes

1. Create a comprehensive lesson page on a course website
2. Use calendars and forms to manage your class

Lesson plan

Activity Timing
Task 1: Create a lesson page 20 min
Task 2: Use sites to manage your class 20 min
Presentation of websites 20 min

Task 1: Create a lesson page
On your lesson page, you could include:
e Qutline of the lesson plan and activity instructions

e A Google Presentation with speaker notes, which students could then download as a

PDF, PPT, or copy into Google Docs.
e A Google Document with the related assignment information.

e A video of your lesson hosted your school Apps domain or YouTube videos related to

lesson content
e A quiz or survey taken during class

Task 2: Use sites to manage your class
Embed the following items in your site
1. A course calendar
2. Collect course work using the site
3. Administer a quiz

Assignment
(Duration: 1 hr 30 min)

Create a course website for the ICT module

Essential Reading

Google Apps Training Home — Module 5: Sites
https://sites.google.com/a/googleapps.com/edu-training-center/Training-Home/module-5-sites
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