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What you will learn

● How to work with the lowest 

level Adult Learners

● Why we use Google over 

Microsoft



What you will walk away with

● Keys to success

● A better understanding of the need for 

digital skills



What we use for testing



Phone Keyboard Basic & Logging In



Basic Computer Skills



Google Docs



Microsoft Excel



Level 1 Skills

● Turn computer on/off
● Parts of the computer
● Using a mouse
● Typing
● Email set up

○ Appropriate username
○ Email safety
○ Email etiquette

● Basic email use
● Basic Google Docs use





Typing.com



Typing.com



Typing.com Learner’s View



Typing.com Learner’s View



Typing.com Learner’s View



Typing.com Learner’s View



How many spaces does TAB move a cursor?

A. 1

B. 2

C. 3

D. 4

E. 5



Level 2 Skills

● Continued typing skills

● Higher level formatting of Google 

Docs
○ Share files

○ Add hyperlinks

○ Insert Images

○ Short Keys

● Use of Google Drive
○ Shared folders

○ Saving files

○ Organizing files

● Continued email skills





Level 3 Skills

● Continued typing skills

● Google docs review
○ To gain comprehension 

● Beginning Google sheets
○ How to locate 

○ Formatting

○ Basic formulas





Why we use Google Classroom

● Learn anytime

● Quizzes 

● Learners already have a GMail 

account

● User friendly for every level 

learner



Want to join a bi-monthly Digital Skills meeting?

● Look at updates
● Learn new ways to teach
● Build a partnership
● And so much more!  



Contact Information

Jessi Pavey

jpavey@kalamazooliteracy.org

Julie Hyatt

jhyatt@tlc4cs.org



Questions?


