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Use of ICT in Teaching and Learning I

I. General information

Category Subject Knowledge

Lecturer Name: ###tsctsctctior
Email: skeosk sk skeosk sk skeosko sk skeoskok

Room Room ***** Byilding *****

Student Teachers [ 1* year of Lower Secondary Education Programme

Semester Semester 1: 15 classes (2 hours %15 weeks)
Semester 2: 15 classes (2 hours x15 weeks)

Date November 2018 — August 2019

Credits 2(0-2)

II. Module Description

This course provides an overview of the use of Information and Communication Technology (ICT) in
teaching and focuses on a knowledge and understanding of ICT, learning how to use ICT to prepare lesson
plans, making teaching and learning materials and working together, using the internet without violating
copyrights. Student teachers will acquire knowledge and skills in basics of computer and internet literacy.
Student teachers will possess competencies in using of ICT for communication, collaboration, collection and
analysis of data for further study and research effectively. Also, Student teachers will understand the basic idea
to teach their students how to use ICT.

III. Course Learning Outcome
After the study of this module, student teachers will be able:

+ CLO 1: Identify ethics, technology, resources, technology, technology tools, student welfare
and safety online used in teaching and learning (PLO2)

+ CLO2: Use data through information and communication technology to support effective
teaching and learning and professional ethics (PLO12)

+ CLOS3: Use information and communication technology tools to support teaching and learning
in response to education in the digital age (PLO11)

IV. Methodology
. Lecture
e Practice
*  Group Discussion
e Individual Presentation

V. Assessment (assignment, assessment criteria, hand-in date)

Preservice students will be evaluated comprehensively based on class attendance, contribution in class,
report and performance in accordance with the assessment criteria.

No. Assessment Assessment criteria
1 | Class attendance | More than 80 % of class attendance in each semester is prerequisite to submit
(10%) assignments or to take examinations.
2 | Contribution Points to consider the class contribution:
(20%) - To participate actively in group discussions.
- To express your own opinions in class.

1



- To hear earnestly the other students opinions in class.

3 | Report/essay 1% semester:
(30%) Theme: “Using Google Sheets, please create a student list with total score, average,
rank, mention, and number of students by counting number of male and female in
any class of a practical school. And then, send the link of the workbook to your
lecturer.”

- Date of hand-in by March 30th

- The essay will be evaluated based on the Criteria for Evaluation Written Work

in TEC.

24 semester:
Theme: “Please create a lesson plan for science subject by using OpenOffice.org
writer, Adobe Photoshop, and store the result in Google drive after that share to
lecturer with a presentation slide.”

- Date of hand-in by August 30th
The essay will be evaluated based on the Criteria for Evaluation Written Work in

TEC.
4 | Performance The assessment will be made based on the criteria for evaluation in each midterm
(40%) and final of each semester:

- Semester 1: The midterm will occur during the 7" week of the 1% semester and
the final examinations for the 1% semester will be made during the 15" week of
the 1* semester.

- Semester 2: The midterm will occur during the 7™ week of the 2™ semester and
the final examinations for the 2™ semester will be made during the 15" week of
the 2" semester.

VI. Other Course Specific Information
None

VII. Reading List and Resources

- The 3rd Edition of Computer Education and Learning Booklet by the Ministry of Education, Youth and
Sports

- Intel Teach start reading course, 2009 Edition

- Department of Education, Youth and Sport, grade 11, published in 2016 by the Ministry of Education Youth
and Sport

- https://wiki.openoffice. 0rg/w1k1/D0cumentat10n/O003 User_Guides/Calc_Guide/ Page breaks

tions-BB4DA2BD-1597-4B0C-9E91-620615ED8C05
https://wiki.openoffice.org/wiki/Documentation/O003 User Guides/Writer Guide/ Linking

- https://www.webucator.com/tutorial/advanced-microsoft-word/random-useful-items.cfm

- https://www.papercheck.com/open-office/create-a-table-of-contents-openoffice-3-2-1/

- https://www.webucator.com/tutorial/advanced-microsoft-word/working-with-long-documents.cfm

- https://wiki.openoffice.org/wiki/Documentation/OOoAuthors_User Manual/Writer_Guide/Using_footn
otes and endnotes

http_s //wiki.openoffice. org/w1k1/Math
- https://wiki.openoffice.org/wiki/Documentation/FAQ/Writer/Formatting Text/How

- http://www.activitydata.org/How to Pivot data in Open_ Office Spreads.html

- https://wiki.openoffice.org/wiki/Documentation/O003 User Guides/Calc
Guide/Validating_cell_contents

- https://wiki.openoffice.org/wiki/Documentation/O003_User Guides/
Calc_Guide/Autoformat_and_themes

http://www.howtousevlookup.com/vlookup-in-o enofﬁce



https://support.office.com/en-us/article/Add-different-page-numbers-or-number-formats-to-different-sections-BB4DA2BD-1597-4B0C-9E91-620615ED8C05
https://support.office.com/en-us/article/Add-different-page-numbers-or-number-formats-to-different-sections-BB4DA2BD-1597-4B0C-9E91-620615ED8C05
http://www.activitydata.org/How_to_Pivot_data_in_Open_Office_Spreads.html
https://wiki.openoffice.org/wiki/Documentation/OOo3_User_Guides/Calc%20Guide/Validating_cell_contents
https://wiki.openoffice.org/wiki/Documentation/OOo3_User_Guides/Calc%20Guide/Validating_cell_contents
https://wiki.openoffice.org/wiki/Documentation/OOo3_User_Guides/%20Calc_Guide/Autoformat_and_themes
https://wiki.openoffice.org/wiki/Documentation/OOo3_User_Guides/%20Calc_Guide/Autoformat_and_themes

https://www.suse.com/c/brainstorm-cool-tip-protecting-spreadsheet-cells-openofficeorg-20-calc/https://

www.google.com.kh/
https://www.webucator.com/tutorial/advanced-microsoft-word/index.cfm

https://www.computer-pdf.com/tutorials-photoshop-cs6

The Ministry of Education, Youth and Sport (MoEYS) published in 2016, grade 12 of ICT for textbooks and

communication
The Grade 4 to Grade 6 Information and Communication Technology Details Study. published in 2018

Other related resources:

1 Textbook Ultimate computer repair guide 2010

[ www.khmeros.info; www.openoffice.org; www.comptechdoc.org;
www.techopedia.com/software; www.mybroadband.co.za; http://krou.moeys.gov.kh;:
https://gsuite.google.com; www.eliademy.com; canvas.instructure.com; e-learning;

canvas.instructure.com; http://classroom.google.com; http://cisco.netacad.net

VIII. Lesson Schedule in 2018-2019

1) Semester 1: Computer Basic, Internet, and media Literacy:1 credit (2 hours x 15 weeks)

Wee .
K No. Date Topic
1-1 November Knowledge on basic components of computer
1-2 Practice
2-1 Operating system and file management
November -
2-2 Practice
3-1 English and Khmer typing
December -
3-2 Practice
4-1 English and Khmer typing practice
December -
4-2 Practice
5-1 The Use of the Internet and email
December -
5-2 Practice
6-1 I Media and Information Literacy
6-2 anuary Practice
7-1 I News and Information
7-2 ahuary Practice
8-1 I Digital Literacy
8-2 anuary Practice
9-1 I Personal Ethics and Responsibility in Media
9-2 ahuary Practice
10-1 Content creations
February -
10-2 Practice
11-1 February Using Google Drive for Storing and Sharing Resources
11-2 Practice
12-1 Google Docs:
February | Create or import files
12-2 Practice
13-1 Feb Edit and format a document
13-2 ebruary Practice
14-1 Share, Collaborate, Print and download Google Docs file
March -
14-2 Practice
15-1 March Accgss your calendar, notes, and tasks
15-2 Practice
2) Semester 2:0penOffice.org and Image Editing:1 credit (2 hours X 15 class hours)
Wee .
K No. Date Topic
1-1 April Google Sheets:



https://www.suse.com/c/brainstorm-cool-tip-protecting-spreadsheet-cells-openofficeorg-20-calc/
https://www.google.com.kh/
https://www.google.com.kh/
https://www.webucator.com/tutorial/advanced-microsoft-word/index.cfm
http://www.khmeros.info/
http://www.openoffice.org/
http://www.comptechdoc.org/
http://www.techopedia.com/software
http://www.mybroadband.co.za/
http://krou.moeys.gov.kh/
https://gsuite.google.com/
http://www.eliademy.com/
http://classroom.google.com/

Create or import files and formatting spreadsheet contents

1-2 Practice

2-1 . Using spreadsheet formulas for teaching and learning
April -

2-2 Practice

3-1 Share, Collaborate, Print and download Google Sheets file
May -

3-2 Practice

4-1 Google Slides:
May Create or import files and add content to your presentation

4-2 Practice

5-1 Share, Collaborate, Print and download Google Slides file
May -

5-2 Practice

6-1 OpenOffice Writer
June Understand OpenOffice.Org Writer Interface and Page Setup

6-2 Practice

7-1 Make document with table and Change Page number to Khmer
June -

7-2 Practice

8-1 Paragraph, tab stop, and special character
June >

8-2 Practice

9-1 I Page column and Printing

9-2 une Practice

10-1 Add different page numbers or number formats to different sections
June -

10-2 Practice

11-1 Tul Using bookmarks and Hyperlink

11-2 uy Practice

12-1 Tul Working with Long Documents

12-2 wy Practice

13-1 Tul Add footnotes, endnotes, and citations to document

13-2 uy Practise

14-1 Tul Writing formula in OpenOffice.org writer

14-2 uy Practise

15-1 Protecting text section in OpenOffice.org writer

15-2 August Practise




1. Semester 1:1 credit (2 hours x 15 weeks)

Week 1: Knowledge on basic components of computer

and Resources

Date/time
Venue
Contents In designing and carrying out effective classes, it is required that teachers prepare
lessons and develop teaching materials using computers. This time as its first time, you
learn the following.
+ Clarify what you will learn and think through this course.
+ Know about computer hardware
* Functions of Monitor, System Unit, Keyboard, and Mouse
+ Computer components and its’ functions( CPU, RAM, Hard Disk, VGA,...)
+ Other computer devices (Printer, Scanner, projector,...)
* Practice
Learning After completing work for this class, you will be able to understand basic of computer
Outcomes hardware, components in System Unit and other devices needed to add on the a
personal computer
Main How many basic computer components that let a computer work?
Questions
Reading List * The 3rd Edition of Computer Education for teaching and Learning Booklet,

published in 2012 by the Ministry of Education, Youth and Sports

* Department of Education, Youth and Sport, grade 11, published in 2016 by the
Ministry of Education Youth and Sport

+ Intel Teach start reading course, 2009 Edition

* http://cisco.netacad.net

Week 2: Operating system and file management

Date/time

Venue

Contents

Here, you will get to know some kinds of Operating System (Window, Linux, ...) and
understand how to manage file. You are requested to explain the points to be noted at
that time

+ Clarify the differences between Window operating system and Linux

+ Understand about smart phone operating system (IOS, Android, ...)

* How to use Window operating system

* How to Login to Window Operating System

+ Understand desktop on Window

+ Understand Window Explorer or File Explorer (Create folder, Change Folder or file
name, and Delete folder or file )

* Practice

Learning
Outcomes

After completing work for this class, you will be able to:
+ explain about operating system on computer and smart phone.
* use Window operating system
* Create folder and find file correctly

Main
Questions

* What is a computer operating system?
* Please, tell some Operating system that you have known.
+ What is the benefit when you keep your file in a folder correctly?

Reading List
and Resources

* The 3rd Edition of Computer Education for teaching and Learning Booklet,
published in 2012 by the Ministry of Education, Youth and Sports

* Department of Education, Youth and Sport, grade 11, published in 2016 by the
Ministry of Education Youth and Sport




+ Intel Teach start reading course, 2009 Edition

Week 3: English and Khmer typing

Date/time
Venue
Contents Here, you learn how to use keyboard for typing English and Khmer language. You are
requested to explain the points to be noted at that time
+ How to use Keyboard and Mouse
* Type word and phrase in English and Khmer languages
* Practice
Learning After completing work for this class, you will be able:
Outcomes + explain how to use a keyboard and mouse
* type letter correctly both in English and Khmer
Main * Why must you use your all ten fingers to type word on keyboard?
Questions * What are the prerequisites to type word faster?
Reading List + The 3rd Edition of Computer Education for teaching and Learning Booklet,

and Resources

published in 2012 by the Ministry of Education, Youth and Sports

* Department of Education, Youth and Sport, grade 11, published in 2016 by the
Ministry of Education Youth and Sport

+ Intel Teach start reading course, 2009 Edition

Week 4: English and Khmer typing practice

Date/time
Venue
Contents Here, you learn how to use keyboard for typing English and Khmer language. You are
requested to explain the points to be noted at that time
* Practice type word and phrase in English and Khmer languages
Learning After completing work for this class, you will be able:
Outcomes *type letter correctly both in English and Khmer
Main *Please type word given by lecturer.
Questions
Reading List * The 3rd Edition of Computer Education for teaching and Learning Booklet,

and Resources

published in 2012 by the Ministry of Education, Youth and Sports

* Department of Education, Youth and Sport, grade 11, published in 2016 by the
Ministry of Education Youth and Sport

+ Intel Teach start reading course, 2009 Edition

Week 5: The Use of the Internet and Email

Date/time

Venue

Contents

Here, you learn how to use Internet. you will also be able to:
* know the history of Internet
* benefit of Internet
* services on Internet
+ get to know some web browser
+ search information on Internet
* understand Media Literacy
* know form of media




* understand content and information form

* The literacy skills of the media

* Building the literacy skills of media for users of news content
* Building media literacy skills for content creators

* Practice

4 | Learning

After completing work for this class, you will be able to:

Outcomes + search information on the Internet by yourself
* know how important Internet use is
+ use information searched form Internet effectively
+ show your own idea on the Internet correctly
5 | Main * What is an Internet?
Questions * What are the pros and cons of Internet for yourself and society?

+ How do we know the information on Internet is correct or not?

6 | Reading List
and Resources

* The 3rd Edition of Computer Education for teaching and Learning Booklet,
published in 2012 by the Ministry of Education, Youth and Sports

* Department of Education, Youth and Sport, grade 11, published in 2016 by the
Ministry of Education Youth and Sport

+ Intel Teach start reading course, 2009 Edition

* https://www.library.georgetown.edu/tutorials/research-guides/evaluating-internet-content

Week6: Media and Information Literacy

1 | Date/time

2 | Venue

3 | Contents

This week you will learn about Media and Information Literacy. You will also be able to
understand about:
e Media and Information Literacy
Media
Media form
Content of information
Form of information
Media literacy skills
Develop media literacy skills for users
o Develop media literacy skills for content creator

4 | Learning
Outcomes

After completing work for this class, you will be able to:
e Understand what is media and information literacy
Develop media literacy skills
Understand Media form
Understand Content of information
Defining Form of information

5 | Main
Questions

What is media and information literacy?

What is media ?

Why is media and information literacy important to you?

o What are the 5 elements of media and information literacy? Briefly describe.

6 | Reading List
and Resources

https://elearning.moeys.gov.kh/mod/scorm/player.php
https://www.unesco.org/en/communication-information/media-information-literacy/abo

ut
https://www.techopedia.com/definition/1098/media
https://www.niallmcnulty.com/2021/06/why-is-media-literacy-important/

Week7: News and Information

| 1 |Date/time



https://elearning.moeys.gov.kh/mod/scorm/player.php
https://www.unesco.org/en/communication-information/media-information-literacy/about
https://www.unesco.org/en/communication-information/media-information-literacy/about
https://www.techopedia.com/definition/1098/media
https://www.niallmcnulty.com/2021/06/why-is-media-literacy-important/

Venue

Contents

This week you will learn about News and Information.

You will also be able to understand about:

News

Sources News

Information

The difference between news and information

Questions that information should answer and journalists' ethical standards

Importance of access to information and ways to obtain good and sufficient

information

e Distinguish between misinformation and disinformation and the evaluation of this
information.

Learning
Outcomes

After completing work for this class, you will be able to:

e Understand what information, disinformation, and fake are: their development,

spread and potential impact.

e Understand that everyone is responsible for fighting disinformation, debunking it,
and stopping their spread.
Experiencing the role of news editor.
Defining factors that go into news judgement.
Exploring the constructed nature of news media
Becoming aware of the way subjective choices influence the news that gets
reported; analysing, reflecting, discussing, expressing an opinion; analysing
different.
Knowing how to check information for truthfulness and accuracy, knowing how to
identify disinformation.

Main
Questions

e What is information ?

e What is news?

o What is the difference between news and information ?

e What is misinformation, disinformation and malinformation?

o Learning to evaluate information (Disinformation and Misinformation)

Reading List
and Resources

MIL I line for her trainin in 2021 21

https://elearning.moeys.gov.kh/mod/scorm/player.php
https://yvoutu.be/3PQLttNg2BI

https: m h?v=X B9zxM&t=12
https:/www.youtube.com/watch?v=VEMfc1-t7ds&t=1s

Week8: Digital Literacy

Date/time
Venue
Contents This week student will learning new lesson Digital Literacy. The students will be able to
understanding new skills such as :
e The definition of Digital literacy.
e The advantages of Digital literacy.
e Understanding the Security and privacy on the internet.
Learning After completing this lesson students will be able to:
Outcomes e Understand clearly the definition of digital literacy. The students use their smart

phone, or computer to open new website or mobile apps and find something on the
internet.

e understand the advantages of the digital literacy. Digital literacy skills allow you to
find, use & create info online in a productive & useful way. Having an
understanding about digital literacy means you’re able to use technology safely
and it helps you avoid its dangers.

e understand the security and privacy on the internet. Students can project their
privacy , and security from internet when they use internet and social media .
students will understand the government law security and system security (social
media ) that user can make their own security from system.

8



https://elearning.moeys.gov.kh/mod/scorm/player.php
https://youtu.be/3PQLttNq2BI
https://www.youtube.com/watch?v=XJcsgVB9zxM&t=120s
https://www.youtube.com/watch?v=VEMfc1-t7ds&t=1s

Main e  What is the digital literacy?
Questions e What are the advantage of digital literacy?
e What is internet and email?
e What are the security and privacy?
Reading List | https: hthought.com/liter finition-digital-liter

and Resources

https://bowvalleycollege.libguides.com/digital-literacy/safety
https://iopn.library.illinois.edu/pressbooks/demystifyingtechnology/back-matter/securit
and-pr

Week9: Personal Ethics and Responsibility in Media

Date/time
Venue
Contents Here, you learn about personal Ethics and responsibility in media. You will learn about:
e Introduction to Ethics and Responsibility
e FEthics in expression and responsible information sharing
e The rights to use the internet in legal context
e Impact of technological tools overuse
Learning After completing work for this class, you will be able to:
Outcomes
e Defining accurate information and right of expression on internet and social media
e explain responsibility on the use of technology and social media.
o Being able to analyze reliable source and information before sharing
Main
Questions ® What is ethics in expression?
e  Why do you need to respond to information sharing?
o Why do you need to know the rights to use the internet in a legal context?
e What are the points to consider before you express an opinion and share
information on the Internet?
o What happens when you overuse technological tools?
Reading List e https://youtu.be/dzO3UGharmg . .
and Resources o HAMBIUASHINGNNW _ ShAdms:  Iun]séé: [AUNEEURN
SNESNIgAIAINNIZS ISTAN{UASNABALI (moeys.cov.kh) N

® hitps://elearning.m kh

Week10: Content creations

Date/time
Venue
Contents Here, you learn about content creations. You will learn about:
® Choosing article to write for publishing
e Main points for content creation
e Key points for an interview planning
e Content creation based on the reverse pyramid
Learning After completing work for this class, you will be able to:
Outcomes e Observing the purpose and meaning of article
e Being able to compose a well-informed article which covers SWH questions
Main
Questions e Why do you need to choose an article to write for publishing?
e What are the main points for an accurate content creation?
o What are the key points for an interview planning?
o What is content creation based on the reverse pyramid?
Reading List e https://youtu.be/LaESYVIKSsE
[

and Resources

HAAYUASRINNALT ShAANS: 16I{]8FHs MIAIIAIHAUGAANS
(moeys.gov.kh)
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https://www.teachthought.com/literacy/definition-digital-literacy/
https://bowvalleycollege.libguides.com/digital-literacy/safety
https://iopn.library.illinois.edu/pressbooks/demystifyingtechnology/back-matter/security-and-privacy/
https://iopn.library.illinois.edu/pressbooks/demystifyingtechnology/back-matter/security-and-privacy/
https://youtu.be/dzO3UGharmg
https://elearning.moeys.gov.kh/mod/scorm/player.php
https://elearning.moeys.gov.kh/mod/scorm/player.php
https://elearning.moeys.gov.kh
https://youtu.be/LaESYVJkSsE
https://elearning.moeys.gov.kh/mod/scorm/player.php
https://elearning.moeys.gov.kh/mod/scorm/player.php

| ®  https://elearning. moeys.gov.kh

Week 11: Using Google Drive to Store and Share Resources

Date/time
Venue
Contents Here, you learn how to use Google Drive to store and share resources. You will also be able
to:
+ Use Google Drive with your Google Account
+ Organize your Drive by creating new folders and upload and store files or folders in
your Drive
* Set your Drive as oftline
+ Share files or folders and set access levels for visitors.
Learning After completing work for this class, you will be able to:
Outcomes * Describe how to start working with Google Drive.
+ Identify what Google Drive is
* Demonstrate how to create folders and upload files or folders in Google Drive,
access your files offline in Google Drive, and share files or folders and set access
levels for visitors.
Main *How to get start with Google Drive?
Questions *How to create folders in Google Drive?
+How to share files or folders and set access levels and visibility?
Reading List *How to use Google Drive - Android - Google Drive Help

and Resources

* https://support.google.com/a/users/answer/9310349?hl=en&ref topic=9296420#
* https:/youtu.be/gdrx AogfvbA
*Cloud Storage for Work and Home - Google Drive

Week 12: Google Docs: Create or import files

Date/time
Venue
Contents Throughout the lesson, you will understand what Google Docs is and know how to
create or import files as well. You will also be able to:
e Sign in/Login Gmail account
o C(Create a new file
e Import and convert existing files
Learning After completing this lesson, you will be able to:
Outcomes e Describe how to start working with Google Docs.
e Identify what Google Docs is
e Demonstrate how to import and convert existing files from different word
processing such as Microsoft Word or OpenOffice.org Writer
Main e How do you start with Google docs?
Questions e How to create a new file on Google docs?
e How to Import and convert existing files?
Reading List | https: rt le.com/mail/answer/8494?hl=en&ref topic= 1

and Resources

https://support.google.com/mail/answer/56256?hl=en&ref topic=7065107
https://support.google.com/a/users/answer/9300503 ?hl=en

Week 13: Google Docs: Edit and format a document

Date/time

Venue
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https://elearning.moeys.gov.kh
https://support.google.com/drive/answer/2424384?hl=en&co=GENIE.Platform%3DAndroid
https://support.google.com/a/users/answer/9310349?hl=en&ref_topic=9296420
https://youtu.be/gdrxAoqfvbA
https://www.google.com/drive/
https://support.google.com/mail/answer/8494?hl=en&ref_topic=7065107
https://support.google.com/mail/answer/56256?hl=en&ref_topic=7065107
https://support.google.com/a/users/answer/9300503?hl=en

Contents With this lesson, you will learn how to edit a document with Google Docs in which you
go through several parts such as:
e Add and edit text
e Customize your document
e Add pictures, links, tables, and more
e Create page columns
Learning After completing this lesson, you will learn how to edit a document, change how it
Outcomes looks, and work in it much like you did in your old program. Google Docs
automatically saves every change you make. In this lesson, you go through several
parts such as:
e Add and edit text
e (Customize your document
e Add pictures, links, tables, and more
e Create page columns
Main e How to add and edit text in google docs?
Questions e Please describe how you can customize your document.
Reading List | https:/support.google.com/a/users/answer/9305685
and Resources

Week 14: Google Docs: Share, Collaborate, Print and Download Documents
Date/time
Venue
Contents In this lesson, you will learn how to share and collaborate on files with Google Docs in
which you go through several parts such as:
e Share documents
e Unshare documents
o Add comments and replies
e Suggest edits
e Print your document
e Download versions in other formats
Learning You will learn how to share your documents with your team or people outside your
Outcomes company. People can make changes at the same time, and you can see their changes as
they happen. After completing this lesson you will be able:
e Demonstrate how to share/unshare documents.
e Use comments and replies to collaborate in a document.
e Use Suggesting mode without editing directly in the document
e Know how to print your document
o Know how to download versions in other formats.
Main e How can you share and unshare your documents with someone?
Questions e How can you collaborate on a document with someone?
o Please tell me how to make a copy or download document in another format
Reading List | https: I le.com rs/answer ?hl=en&ref topic=929654
and Resources

Week 15: Google Docs: Access your calendar, notes, and tasks

Date/time

Venue

Contents

In this lesson, you will learn how to see your schedule, reply to invitations, and keep
track of your to-do lists without leaving your current app with Google Docs in which
you go through several parts such as:

e Open your Google Calendar and events
e Open notes in Google Keep
o Open your to-do lists in Google Tasks
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https://support.google.com/a/users/answer/9305685
https://support.google.com/a/users/answer/9305987?hl=en&ref_topic=9296546

e  Get add-ons
Learning After completing this lesson, you will be able to:
Outcomes e Use Google Calendar, Google Keep, To-Do Lists and Google Tasks without

leaving Google Docs.

e Demonstrate how to get add-ons.
Main e Please tell how open your google calendar, event and notes in google keep.
Questions e Please tell how to get add-ons.
Reading List | https://support.google.com/a/users/answer/9259948?hl=en&ref topic=9296546
and Resources

2. Semester 2:1 credit (2 hours x 15 weeks)

Week 1: Google Sheets: Create or import files and formatting spreadsheet contents

Date/time
Venue
Contents Throughout the lesson, you will understand what Google Sheets is and know how to
create or import files as well. You will learn to:
o C(Create a new file
e Import and convert existing files
e Enter and edit your data
e (Customize your spreadsheet
o  Work with rows, columns, and cells
e Work with multiple sheets
e Conditional Formatting
Learning After completing this lesson, you will be able to:
Outcomes e Identify what Google Sheets is
e Describe how to start working with Google Sheets.
e Demonstrate how to import and convert existing files from different
spreadsheet such as Microsoft Excel or OpenOffice.org Calc
e Describe how to add content and edit your data
e Demonstrate how to customize your spreadsheet
e Understand how to work with multiple sheets
e Understand how to use Conditional Formatting
Main e How do you start, create a new file, import and convert existing file in Google
Questions Sheets?
e Please tell me how to work with rows, columns, cells and multiple sheets.
e Please tell how to use Conditional Formatting.
Reading List | https://support.google.com/a/users/answer/9300311?ref topic=9296423
and Resources | https://support.google.com/a/users/answer/9310181?hl=en&ref topic=9296423
https://support.google.com/docs/answer/78413
Week 2: Google Sheets: Using spreadsheet formulas for teaching and learning
Date/time
Venue
Contents You will learn how to add content to your spreadsheet. In this lesson, you will learn to:
e Range Selection
e Formulas & functions
e Average, Minimum, Maximum, Count, Count numbers
Learning After completing this lesson, you will be able to:
Outcomes e Know how to select a range of data
e Understand how to use formulas and functions in Google Sheets.
e Use of Average, Minimum, Maximum, Count and Count numbers formulas.
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https://support.google.com/a/users/answer/9259948?hl=en&ref_topic=9296546
https://support.google.com/a/users/answer/9300311?ref_topic=9296423
https://support.google.com/a/users/answer/9310181?hl=en&ref_topic=9296423
https://support.google.com/docs/answer/78413

Main e Please tell how to select a range of data

Questions e Please tell how to use Average, Minimum, Maximum, Count and Count
numbers formulas.

Reading List | https:/support.google.com/docs/answer/46977?h1%3Den%26ref topic%3D1361471

and Resources

https://support.google.com/docs/answer/66032?hl=en&ref topic=1361471
https://support.google.com/docs/table/25273

Week 3: Google Sheets: Share, Collaborate, Print and Download files

Date/time
Venue
Contents You will learn how to share and collaborate on files. After completing this lesson, you
will be able to:
e Share Google Sheets files in Drive,
e Unshare Google Sheets files in Drive
e Add comments and replies in Drive
e Suggest edits in Google Sheets
e Chat with people directly in Google Sheets
e Protect Sheet
e Print your file
e Download versions in other formats
Learning After completing this lesson, you will be able to:
Outcomes e Demonstrate how to share/unshare Google Sheets documents in Drive
e Use comments and replies to collaborate in Google Sheets
e Use Suggesting mode without editing directly in the document
e Demonstrate how to protect sheet in Google Sheets
e Know how to print your document
e Know how to download versions in other formats
Main e Please tell how to share, unshare Google Sheets documents.
Questions e Please tell me how to collaborate in Google Sheets.
e Please tell me how to protect your sheet.
e Please tell how to print and download documents in other formats.
Reading List | https:/support.google.com/a/users/answer/9305987?hl=en&ref topic=9296423

and Resources

https://support.google.com/a/users/answer/93089807hl=en

Week 4: Google Slides: Create or import files and Add content to your presentation

Date/time
Venue
Contents You will learn how to Create or import files and Add content to your presentation. In
this lesson, you will learn to:
o C(Create a new file
e Import and convert existing files
o Choose a theme and layout
e Add and edit content
e Customize your slides
e Create and arrange slides
Learning After completing this lesson, you will be able to:
QOutcomes e Know how to create a new file
e Understand how to choose a theme and layout
e Understand how to customize your slides
e Understand how to create and arrange slides
Main e Please tell me how to create, import and convert existing files.
Questions e Please tell me how to add content to your presentation.
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https://support.google.com/docs/answer/46977?hl%3Den%26ref_topic%3D1361471
https://support.google.com/docs/answer/66032?hl=en&ref_topic=1361471
https://support.google.com/docs/table/25273
https://support.google.com/a/users/answer/9305987?hl=en&ref_topic=9296423
https://support.google.com/a/users/answer/9308980?hl=en

6 | Reading List | https: rt le.com/a/users/answer 112ref topic=92
and Resources | https://support.google.com/a/users/answer/93102702?hl=en&ref topic=9296555

Week 5: Google Slides: Share, collaborate, Print and download files

1 | Date/time
2 | Venue
3 | Contents You will learn how to Share, collaborate, Print and download files, you will able to:
e Share/Unshare presentations
e Add comments and replies
e Print a document
e Download versions in other formats
e Make a copy
e Email a copy as an attachment
4 | Learning After completing this lesson, you will be able to:
QOutcomes e Demonstrate how to share/unshare Google Sheets documents in Drive
e Use comments and replies to collaborate in Google Sheets
e Use Suggesting mode without editing directly in the document
e Know how to print your document
e Know how to download versions in other formats
e Know how to make a copy in Docs
e Demonstrate how to Email a copy as an attachment
5 | Main e How do you create a new file in Google slide?
Questions e How do you import and convert existing files?
6 | Reading List | https://support.google.com/a/users/answer/9305987?hl=en&ref topic=9296555
and Resources | https://support.google.com/a/users/answer/9306091?hl=en&ref topic=9296555

Week 6: OpenOffice.org Writer: Understanding the Menu bar, making basic documents, Page
formatting, and Bullet and Number list

1 | Date/time

2 | Venue

3 | Contents Here, you learn how to use word processing, understand the user interface, use format
page and how to insert bullet and numbering. you will also be able to:

* Understand benefit of using word processing.

+ Understand title bar, menu bar, and tools bar.

+ Know how to show and hide each tools bar

+ Know how to use standard bar for text formatting

+ Set page formatting

* Setup Margin

+ Page orientation

* Header and Footer

* Practice

4 | Learning After completing work for this class, you will be able to:

Outcomes + explain the benefit of using word processing

* know how to use Toolbar, Menu bar of word processing

* use word processing without any payment

* setup paper size, margin, page orientation, page header and footer
+ Understand how to set Bullet and Numbering to text list.

* Insert picture into document.

5 | Main + What is the difference between Menu bar and Tool bar?
Questions + What is the function of Title bar?
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https://support.google.com/a/users/answer/9300311?ref_topic=9296555
https://support.google.com/a/users/answer/9310270?hl=en&ref_topic=9296555
https://support.google.com/a/users/answer/9305987?hl=en&ref_topic=9296555
https://support.google.com/a/users/answer/9306091?hl=en&ref_topic=9296555

* Why must we use word processing?

+ Please tell how to setup page orientation to Landscape and Portrait?
* Please put header and footer on page?

* Please tell how to insert bullet in document.

+ Please tell how to insert image into a document.

Reading List
and Resources

* The 3rd Edition of Computer Education for teaching and Learning Booklet,
published in 2012 by the Ministry of Education, Youth and Sports

* Department of Education, Youth and Sport, grade 11, published in 2016 by the
Ministry of Education Youth and Sport

+ Intel Teach start reading course, 2009 Edition

Week 7: Make document with table and Change Page number to Khmer
Date/time
Venue
Contents Here, you learn how to make a document with table and change page number into
Khmer for the whole document. It will also be able to:
+ Insert table, format table, and text formatting in the table.
+ Change Page number to Khmer in document.
+ Practice
Learning After completing work for this class, you will be able to:
Outcomes * Insert a table into document and format text in the table.
+ Change Page number to Khmer in document.
Main * Please tell how to insert a table into a document.
Questions + Please tell how to change page number to Khmer in document.
Reading List * The 3rd Edition of Computer Education for teaching and Learning Booklet,

and Resources

published in 2012 by the Ministry of Education, Youth and Sports

+ Department of Education, Youth and Sport, grade 11, published in 2016 by the
Ministry of Education Youth and Sport

+ Intel Teach start reading course, 2009 Edition

Week 8: Paragraph, tab stop, and special character

Date/time
Venue
Contents Here, you learn how to format paragraph, setup tab stop, and insert special character on
a document. It will also be able to know how to:
+ format paragraph
* setup tab stop
* insert special character
* Practice.
Learning After completing work for this class, you will be able to format paragraph, setup tab
Outcomes stop, and insert special character on document.
Main * Please tell how to format paragraph.
Questions - Please tell how to insert special character.
Reading List * The 3rd Edition of Computer Education for teaching and Learning Booklet,

and Resources

published in 2012 by the Ministry of Education, Youth and Sports

* Department of Education, Youth and Sport, grade 11, published in 2016 by the
Ministry of Education Youth and Sport

+ Intel Teach start reading course, 2009 Edition
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Week 9: Page column and Printing

Date/time
Venue
Contents Here, you learn how to input page column and print the document. It will also be able
to know how to:
+ Insert page column
* Print document to a hard copy
* Practice
Learning After completing work for this class, you will be able to insert page column and print
Outcomes the document to a hard copy.
Main + What is the benefit of using page column in document?
Questions * Please tell how to print document?
Reading List + The 3rd Edition of Computer Education for teaching and Learning Booklet,

and Resources

published in 2012 by the Ministry of Education, Youth and Sports

* Department of Education, Youth and Sport, grade 11, published in 2016 by the
Ministry of Education Youth and Sport

+ Intel Teach start reading course, 2009 Edition

Week 10: Add different page numbers or number formats to different sections
Date/time
Venue
Contents Here, you learn how to use OpenOffice. Org Writer to add different page numbers or
number formats to different sections. You will also be able to:
* Describe how to break page section
*Know how to set page numbers in the different page sections
* Practice
Learning After completing work for this class, you will be able to:
Outcomes + Explain the benefit of using different page numbers or number formats to
different sections
- Insert page number on page header or footer
Main * Please tell me how to add different page numbers or number formats to different
Questions sections?
Reading List

and Resources

« https://support.office.com/en-us/article/Add-different-page-numbers-or-number-
formats-to-different-sections-BB4DA2BD-1597-4B0C-9E91-62061SED8CO05

Week 11: Using bookmarks and Hyperlink

Date/time

Venue

Contents Here, you learn how to use bookmarks with hyperlink in OpenOffice.Org writer. You

will also be able to:

* Add bookmarks to Writer document and to use them to jump around the document
+ Use bookmarks with hyperlink
* Practice

Learning After completing work for this class, you will be able to:

Outcomes + Add bookmarks to a Writer document and to use them to jump around the document
* Use bookmarks with hyperlink

Main * What do we use the bookmarks for?

Questions + Please describe the benefit of using hyperlink.
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https://support.office.com/en-us/article/Add-different-page-numbers-or-number-formats-to-different-sections-BB4DA2BD-1597-4B0C-9E91-620615ED8C05
https://support.office.com/en-us/article/Add-different-page-numbers-or-number-formats-to-different-sections-BB4DA2BD-1597-4B0C-9E91-620615ED8C05

Reading List
and Resources

+ https://wiki.openoffice.org/wiki/Documentation/O0O03_User_Guides/Writer_Guide
[Linking

* https://www.webucator.com/tutorial/advanced-microsoft-word/random-useful-
items.cfm

Week 12: Working with Long Documents

Date/time
Venue
Contents Here, you learn about features that can help you work with longer documents. You will
also be able to:
+ Add a table of contents to an OpenOffice.org writer document
+ Update the table of contents.
* Practice
Learning After completing work for this class, you will be able to:
Outcomes * Add a table of contents to a OpenOffice.org Writer document
+ Update the table of contents
Main * Please tell me how to add a table of contents to a document.
Questions * Why do we need to update the table of contents in a document?
Reading List + https://www.papercheck.com/open-office/create-a-table-of-contents-openoftice-

and Resources

3-2-1/

* https://www.webucator.com/tutorial/advanced-microsoft-word/working-with-long
-documents.cfm

Week 13: Add footnotes, endnotes, and citations to document

Date/time
Venue
Contents Here, you learn how to add footnotes, endnotes, and citations for a document in
OpenOffice.org writer. you will also be able to:
+ Add Footnotes at the bottom of the page on which they are referenced.
+ Use Endnotes collected at the end of a document
* Create bibliography for a document.
+ Practice
Learning After completing work for this class, you will be able to:
Outcomes + Add Footnotes at the bottom of the page on which they are referenced.
+ Use Endnotes collected at the end of a document
+ Create bibliography for a document.
Main * Why do we need to add footnotes and endnotes to a document or book ?
Questions * Please tell me how to make a bibliography for a document or book.
Reading List * https://wiki.openoffice.org/wiki/DE/Dokumentation/OQo_2.x/Handb%C3%BCcher

and Resources

[Writer-Handbuch/Die Verwendung_von_ Fu%C3%9F-_und Endnoten

« https://wiki.openoffice.org/wiki/Documentation/O0o03 User Guides/Writer Guide
Adding a reference

Week 14: Writing formula in OpenOffice.org writer

Date/time

Venue

Contents

Here, you learn how to use arithmetic formulas in OpenOffice.org writer. You will also
be able to:

+ Insert formula tool to OpenOffice.org writer

* Input formulas into documents.
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https://wiki.openoffice.org/wiki/Documentation/OOo3_User_Guides/Writer_Guide/Linking
https://wiki.openoffice.org/wiki/Documentation/OOo3_User_Guides/Writer_Guide/Linking
https://www.webucator.com/tutorial/advanced-microsoft-word/random-useful-
https://www.papercheck.com/open-office/create-a-table-of-contents-openoffice-
https://www.webucator.com/tutorial/advanced-microsoft-word/working-with-long
https://wiki.openoffice.org/wiki/DE/Dokumentation/OOo_2.x/Handb%C3%BCcher/Writer-Handbuch/Die_Verwendung_von_Fu%C3%9F-_und_Endnoten
https://wiki.openoffice.org/wiki/DE/Dokumentation/OOo_2.x/Handb%C3%BCcher/Writer-Handbuch/Die_Verwendung_von_Fu%C3%9F-_und_Endnoten
https://wiki.openoffice.org/wiki/Documentation/OOo3_User_Guides/Writer_Guide/Adding_a_reference
https://wiki.openoffice.org/wiki/Documentation/OOo3_User_Guides/Writer_Guide/Adding_a_reference

* Input formulas by right click
* Practice

Learning After completing work for this class, you will be able to:
Outcomes * Insert formula tool to OpenOffice.org writer
* Input formulas into documents.
* Input formulas by right click
Main + Please tell me how to insert formula objects into the writer.
Questions + Please tell me how to input equation formulas into a document.
Reading List * The 3rd Edition of Computer Education for teaching and Learning Booklet,

and Resources

published in 2012 by the Ministry of Education, Youth and Sports(page 30)
- https://wiki.openoffice.org/wiki/Math

Week 15: Protecting text section in OpenOffice.org writer

Date/time
Venue
Contents Here, you learn how to protect any section of text in your document. You will also be
able to:
+ protect your document from changing
* Practice
Learning After completing work for this class, you will be able to:
Outcomes * protect your document from changing or deleting.
Main * Why do we need to know how to protect your document?
Questions
Reading List + https://wiki.openoffice.org/wiki/Documentation/FAQ/Writer/FormattingText/How

and Resources

do I protect (lock) a section of text so_that the content cannot be changed%3F
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