o” N OPEN TRAINING
| | COLLEGE

[ i
] www.opentralmngcollege.com

MyOTC

Foundation Course

Edition 09




MyOTC Foundation Course © 2009 Open Training College

Table of Contents

SY=Tox (o] I R I 1= = - L o PP RSRRRT 1
Section 1.1 MICroSOft WOKM.........ooiiiiiiiiiiiii e 1
Section 1.1.1 Viewing Microsoft Word...............oooooiiiiiimmmnniiieeeeeeen 2
Section 1.1.2 Opening a Blank DOCUMENT..............ciiiiiiiiii e 3
Section 1.1.3 Spelling and Grammal..............ooooiiiiiiiiimmmnnneseeeeeeeeeeeeeas 4
Section 1.1.4 Saving a DOCUMENL...........ccooiiiiiiiiiiieeeii e eeeeeeeees 5
Sectionl.1.5 Closing @ DOCUMENL.........ciiiiiiiiieeiiiiiiieeeie e eeee 6
Section 1.1.6 Retrieving a saved dOCUMENL............covvviiiriiiiiiccceeieeee e 6
Section 1.2 The INEINEL.....uiiiiiiiiiiii e 8
Section 1.2.1 Essential Components when connecting to the Internet.......... 8
Section 1.2.2 Types Of CONNECHIONS.........uuuiiiiiiiieee e eeeaeeee s 8
Section 1.2.3 Launching Internet EXplorer............oooviiiiiiiieeee e 9
Section 1.2.4 Understanding a Website Page.............coovvviiiiiieniieeeeiiiiiinnnn ) 9
Section 1.2.5 Understanding the Internet Explorer Toolbar...............c.oeee.... 10
Section 1.2.6 Using the Address Bar...........ccoooeeiiiiiiiiiieeeei e 10
Section 1.2.7 Accessing the OTC WeDSIte........ceieeiiiiiieeeiiiceeeeieiee e 11
Section 1.2.8 Adding the OTC Website to your Favourites Menu................. 11

Section 1.3  Health and Safety Considerations when using your Computer..11

Section 2:  The eLearning ENVIFONMENT............cccuiiiiiiiiieeeiiiiieeeeeee e 14
Section 2.1 AccesSING MYOTC......uiiiiiiiiiieeeeeeeeeeeeee e eeeeeene e 14
Section 2.1.1 Accessing My Mail on the OTC Website.............cccevvvvvviiceee... 14
Section 2.1.2 My Mail Launch Page............ccccuiiiiiiiiimeeiiiiiiiiieeeeeeeee e 16
Section 2.1.3 Opening anEmail:..........couuiiiiiiiiiiiiiicceri e 16
Section 2.1.4 Replyingto an Emalil............cccoooiiiiiiiiiemn e 17
Section 2.1.5 Composing an EMail............oooooiiiiiiii e 18
Section 2.1.6 Sending an Email with an Attachment................ccoooooviiieeeennns 18
Section 2.2 G00GIE Chal.........uuiiiiiiiiiiiiiiieeeiiiiirie e e e e 20
Section 2.2.1 AccessingGo0gle Chat............oooiiiiiiiiiiieeen e 20
Section 2.2.2 Changing your Google Chat Online Status.................ccceevuee. 20
Section 2.2.3 Search, Add or Invite People for Google @h...............ccccceeeeen. 21
Section 2.2.4 Accepting an Online Chat Invitation...............cccovvvvvvviveneeeeeen. 22

Section 2.2.5 Chatting ONliNe.........cooiiiiiiiiiie e 23



MyOTC Foundation Course © 2009 Open Training College

Section 2.3  Accessing My Learning Centre.............ooovvvvvviviviemmeeeeeeeeennnnnnnnnns 25
Section 2.3.1 ENrolling in @ COUISE.......ccoiiiiiieieiiiieeiiieeee e e 25
Section 2.3.2 Adding a new DiSCUSSION TOPIC.....cceeveeieeeeeriiiiiiiieenneeeeeeeeeeeee 26
Section 2.3.3 Editing YOUTr POSEING .....uuuiiiiiieeeeeeeeieeeeieeer e e e mmm s 27
Section 2.3.4 Replying t0 @ POSHING......ccuviiiiiiiiiiiiie e 28

SECHON 2.4 ACHVITIES. ...ttt ettt rrr e e e e e e e e e e e e e e e 30
Section 2.4.1 ACCESSING ACHVITIES .......ccoiiiiiiiiiiiiieiceee e 30
Section 2.4.2 Cortributing to the ACHVILY...........covvvvviiiiireer e 30

SECON 2.5 JOUIM@L.....uuiiiiiiiiiiiiiiiiie e 32
Section 2.5.1 AccesSing YOUJOUIMAL..........uuuuiiiiiiiiiiiiiieeeiiiieieieeee e e 32

SECON 2.7 TUIMILIN oottt e s st e e e e e e e e e e e e e e e aans 36
Section 2.7.1 Accessing Turnitin for the First Time.............ovvviiiiinimmeeeennns 36
Section 2.7.2 OpenTraining College Page in Turnitin..........cccccoeeeeeiiiiiiieenn. 38
Section 2.7.3 Subsequent Access to TUMMItiN..............ooovvviiiiiiiieemeeeeeeeeeeeeeaas 39
Section 2.7.4 Forgot your Password for Turntin ................euvvvveiniiiccseeenennnns 39
Section 2.7.5 Uploading your ASSIGNMENL...........uuiiiiiiiiee e eceeeiiiiiee e 40
Section 2.7.6 Uploading your Assignment using Works..........ccccceeeiiieeeeeenan. 41
Section 2.7.7 Reading your Originality Report in Turnitin...............ccc.evvveeee.. 44

Section 3: Equal Opportunities and the COMPULEL............eiiiiiiiii e 46

Section 3.1  Computer Equipment for people with visual difficulties.............. 46
Section 3.1.2 Computer Equipment for people with language difficulties.....47
Section 3.1.3 Computer Equipment for people with learning difficulties....... a7
Section 3.1.4 Computer Equipment for people with dexterity difficulties......47

Section 3.2 Alternative INPUt DEVICES...........cccoiiiiiiiiiiree e 48

Section 3.3  Accessibility Settings in Windows............ccooooviiiiiiiiicceiie e, 48
Section 3.31 | am blind or have difficulty seeing things on screen............... 52
Section 3.32 | am deaf or having difficulty hearing sounds from the computgd
Section 3.33 | have difficulty using the keyboard or mouse......................... 55

Section 4: Completing an Online Survey (Survey MONKey)............eveeeeiiiirieennee. 61
Summary of Tasks t0 COMPIELE.........ccooevviiiiiie e e D2




MyOTC Foundation Course © 2009 Open Training College

Section 1: The Basics

Section 1.1 Microsoft Word

Launch Microsoft word using the Start menu.

Click Start
Move the mouse pointer to All Prgrams
Move the mouse pointer to Microsoft Office

Move the mouse pointer to Microsoft Office Word 2003

o & w0 N e

. Clickand Microsoft Word will open.

e o
- E:I Microsoft Office 1ﬁ Microsoft Office Toals »
@ Motepad

;E Microsaft Works Task Launcher lﬂ Microsaft Office Access 2003
@ Dl Media Experienc

W msn
All Programs »

@ Microsaft OFfice Excel 2003

_";J Cutlook Express IJ Microsaft Office Qutlook 2003

ﬂl Microsoft Office PowerPoint 2003

Microsaft Office Publisher 2003
B picrosoft Office word 2003

- .
= Remote Assistance

@ Windows Media Playver

3 Windows Messenger

The diagram above shows access to Microsoft Office Word 2003. Microsoft Word in

Microsoft Office 2000 and MicrosoftOffice XP can be accessed in the same way.
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Section 1.1.1

Viewing Microsoft Word

Close

Task Pane

Title Bar .
Menu Bar Standard Toolbar || Minimise
Eﬁ Document] - Microsoft Word,
i Fle Edic Wew Insett Format  Tools Table Window ACT!  Help Type a question for helpfN = X
T I A N R e N A | L
P A4 Hormal ~ TmesMewRoman - 12 - | B 71 U |’§|§ = i= = | . 37 . A -l MaXImlse
[c] 1'5/1'2 ! '?‘"/‘""3"‘:"‘5,"':'(_\.'5 "fliﬁettingstarted > x
Formatting Toolbar / Ope .
L1 Office Online
. \ Ruler Bar / Coninect to Microsoft Ofice
- Online
\ (Get the latest news about using
Word
Scro | | B ar Automatically update this lisk
- . From the web
: Margins
. Search for:
:
Example: "Print more than one copy”
i Open .
r'v Attendance Sheet
- Creating a Presentation -
- Exercise 1
- Accessibility Settings in Windows
Inkroduction to Computers- All
- Copies
- (5 More...
: _] Create a new document. .,
N Viewing
||| options || Status Bar || gerol gar | | Task Bar
| _ K
BDEEE S [}
Page 1 Sec 1 11 At 1 Ln 1 ol 1 English (Irel

BR Cocument! - Mixros...

Title Bar:

Displays the name of the file and programme that is currently bein
worked on.

Menu Bar:

Located belowthe title bar and contains the document processing
commands.

Tool Bar:

Toolbars provide easy access to frequently used commands and
menus. Toolbars can be easily turned on and off. You can ajso
customise and save your own toolbar.

Status Bar:

Located atthe bottom of the screen, below the horizontal toolbar. Thq
status bar shows the position of the insertion point in a document. [f
also identifies the page number, the number of pages, line numbdr,
column number etc.

Task Pane:

Located on the right sideof the screen, this pane changes depending
on the command activated. Items are displayed here for easy accgss
and help the user navigate around the system.
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Section 1.1.2 Opening a Blank Document

Option 1:

1. Select the New Blank Document icon from the stdard toolbar

! Fle Edit Yiew Insert
BT FEVE Y

I—Tlr'-.lew BIankDDcument|' -

|
Option 2:

1. Click File on the Menu Bar
2. Click Ner/v

File | Edit %ﬁew Insert

Save As...

oy f

Page Setup...
=4 Print... Chrl+P

¥

3. Select Blank Do;:ument from the task pane and click

: New Document *

New

_] Elank ducumﬁ
W] ML dacume

l"_'a_il Wb page
1 E-mail message

,ﬂj From existing document. ..

Templates

4. A blank document opens
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Section 1.1.3 Spelling and Grammar

It is always important to spell check a document for misspelled wordsand
grammatical errors.
x When a word appears on the screen underlined in red, it means that it is either
i EOOPATTAA TO 71 OA80 ObPAI 1 AEAAEAO AT AO

x When it is underlined in green it suggests there is a grammatical error.

To spell check a document, clich v on the standard toolbar or select F7 on the

keyboard. The following screen will appear.

Spelling and Grammar: English (LK. )

Mat in Dickianary; Keep the current
Coolock A | Ignore once  f— spelling
T Word not in
Dictionary | tgnore sl |

- " [Edd ko Dickionary ]q— \Iltlgl?c;’rt?)c'rl,‘]:ddhe
SHESES AL dictionary and it
coolgck ] -
iy | change | will not appear
Cowlick ¥—__| Suggested [ Cherge il | underlined in the

replacements future.

[ AutoCorrect ]

Dictionary language: English (LK.} w

Check grammar
ST

Microsoft Word will identify grammatical errors and will make suggestions on how
a sentence can be improved. It identifies npdaced commas, extra spaces, long

sentences, other grammatical errors.
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Section 1.1.4 Saving a Document

Once a document is saved to disc in the computer you can gain access to it in the
future. If a document is not saved before the computer is switchedffp the
information is lost. When saving a file always give the file a relevant name, as this
will allow you to identify it in the future e.g. | would save my curriculum vitae as CV
or curriculum vitae.

Option 1

1. Select Save on the standard toolbar

Ko

3 ’@Jslj

2. Selectthe location to save the file ] Save
3. 4UPA OEA TAI A 1T &£ OEA &EI A ET OEA OQ&EI A 1A
Save As E]@

Savein: |2y My Docurments +| @ -3| Q Ay [E v Tools -

D
My Recent
Documents

By |

Desktop

2

My Docurments

=4 Print... Ctrl+P

Click Save y

> Type the name Click Save
My Camputer of the file here
Myz;éwérk File name: Job Application Letter| v Savd
Places | Save astyPe: [word Document v
4. Click Save
Option 2:
1. Click File on the Menu Bar iThe | Edt  Wew Insert
2. Click Save As T Iy *
3. Select the location to save the file [ saeas.. |
4. 4UDA OEA TAIA i £ OEA g Posw?® FA Q&EI A TA
5.
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Option 3:

1. Select F12 on your keyboard

2. Select the location to save the file

3. 4UPA OEA TAIT A 1T &£ OEA &EI A ET OEA
4. Click Save

&ET A T4

QO

Section 1.1.5 Closing a Document

Option 1

1. Click on thex on the top right corner of the screen

help CI::use
Option 2
1. Click File onthe menu bar TEle | Edt  vew Insert
2. Click Close L] ew... 3
3. The document is now closed E| Close [y =
Save As...
Section 1.1.6 Retrieving a saved document
Option 1
1. Click Open on the standard toolbar i3 @H e
2. Select the location of the file ] Open|
3. Click on the File Name
4. Click Open
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Open EIX
Lok ir: [ Wy Documents v | @ - Oh | Q X [y [~ Tools -

1 Mame Size  Twpe Date Modified

uﬁ i 1,564 KB  Microsoft Word Doc...  08j11/2005 12141
My Recent
Diocurnents

Job Application Letter

My Documents

Click
" Open
My Compuker
- e >
" :{_‘]) ) File name: -
YP|aEBS Files of tvpe: | all word Docurnents w
5. Click Open
Option 2
1. Click File on the MenwBar T : :
i| File | Edit  Miew
2. Click Open (] Hew...
3. Select the location of the file E 5 Open...
4. Click on the File Name Close 75
5. Click Open

Tasks to be completed in Microsoft Word

Task 1: Type the following text

%l OAO 41 AAUBO $AOA j OOA )1 OA0OOh AAOA AT A 4EI
My name is (Type youwe hare). This is the word document | will

send as an email attachment and submit for my Turnitin assignment.

Task 2: Spell check the document
Task3:3 A0A OEA AT AOGIi AT O AO OG0OOAAOEAA | OOCECT I Al




MyOTC Foundation Course © 2009 Open Training College

Section 1.2 The Internet

Section 1.2.1

Modem:

Internet Account:

Web Browser:

Section 1.2.2

Dial -Up Access:

Broadband:

Essential Components when connecting to the

Internet

The modem determines how fast data can be transmitted or
received. The modems can be an internal or external device,
and are normally an internal device in the newer computers

and form part of the manufacturing process.

This is provided by an ISP (Internet Service Provider) such as
Eircom, Irish Broadband, Perlico etc. You will pay a monthly
fee to the Internet Service Provider for accessing the Internet
through them.

This allows you to search for items on the internet. A web

browser will be installed on the computer when purchased. An

example of a web browser is Internet Explorer.
Types of Connections

The Internet Sewice Provider (ISP) will provide you with a
telephone number to dial when accessing the Internet. You
will pay the ISP a monthly fee for the time used. There are
many packages available with the Internet Service Providers,
and the fee will vary dependingon the package chosen. The
dial-up connection has a low bandwidth, which means the
speed of the connection may not be very fast. With dial up
access, you block your phone line when using the Internet and
are unable to receive or make calls.

This connection is a lot faster than diaup, but is more
expensive. There is no need to dial a number as the computer
is connected all the time. The service provider will provide you

with the necessary equipment and charge a monthly fee.

8
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Section 1.2.3

Option 1

1. Click Start

2
3.
4

Option 2:

Click and Internet Explorer will open.

Launching Internet Explorer

Move the mouse pointer to All Programs

Move the mouse pointer to Internet Explorer

£ Internet Explorer

Double Click on the Internet Icon on the desktop of the computer

Section 1.2.4

Understanding a Website Page

Menu Bar

Title Bar

Toolbar

’; The Open Training ( ollege - Microsoft Internet Explorer provided by SMH
File Edit View Fa¥orites Tools Help

Q-0 1 @ ¢

h[ ) search /¢ Favories €}| = Y;./ -3

Address

Address [&] i

A

the open training college

Home  AboutUs  Studying at the OTC

OUR APPROACH

! The Open Training College provides

be able to balance study and a full time career.
Learn More.

student-centric education programmes

that give people the support needed to

THE STUDENT EXPERIENCE

%J Qur approach to teaching and learming

{ and support to see 93.3% of our

has provided the motivation, materials

Our Approach

Bar

Student Experience Resources Contact Us Login to MyOTC Sitemap

Welcome to the Open

Training College TEXT SIZE

The Open Trai Caoll ides educati
e Open Training College provides education oo TR

and learning opportunities to people working in

the non-profit and volunteer sectors.

Learn More. VIEWING OPTIONS

With Menus
Without Drop-Down Menus

STUDYING AT THE OTC NEWS

# i Over 1,600 students from 125

agencies across Ireland & Europe
Training College courses.

Learn More.

If you missed our recent coffes morning informatior
session, you can

New HETAC-Accredited Applied Managemert
courses for 2003 and beyon:

have eamed accreditation on Open

Applications Open for Diploma in Training and
Education in Supported Employment
RESOURCES

k= Through our projects, associations

and consultancy work, we have
developed many resources. We

|&] Done

I | Yy

Status Bar
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Section 1.2.5 Understanding the Internet Explorer Toolbar

3 Microsoft Corporation - Microsoft Internet Explorer

File Edit ‘iew Favorites Tools  Help

@Back M > lﬂ ﬂ ; /-\: Search v Favorites 6-‘ = - abg \?) @ ﬁ m “}‘i

") Back -
EI Use the Back button to go back one page at a time

O,

Use the forward button to go forward one page at a time.

Use the stop button to stop gpage while loading (normally used if a

page is taking to long to load, or you have changed your mind.)

Use this button to refresh a web page (normally used when a wegb

page is slow to display using the refresh button restarts the action).

Use this buton to take you to the home page of your browser. You

can set your own home page by clicking tools on the Menu Bar, cligk

Internet Options, and in the general tab type in your home page. Y¢u

may wish to add the MyOTC as your homepage.

Use this button D print Information

Use this button to look at web pages viewed in the last 20 days.

Section 1.2.6 Using the Address Bar

The address bar displays the website currently being viewed

Address |@] http:/fhome. eircom. net!

To view a different website, type the website address into the addredsar and click

aGD

or press your enter key on the keyboard

1C
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Section 1.2.7 Accessing the OTC Website

1. Click into the address bar

2. Typewww.opentrainingcollege.cominto the address bar

3. Click Go, or press the der key on the keyboard
Section 1.2.8 Adding the OTC Website to your Favourites Menu

Launch the Open Training College Website
Click onFavouriteson the Menu Bar

Click on Add toFavourites

W Db

Click Add and the Open Training College Website can be easily aseésby

clicking on the Favourites Menu.

Section 1.3 Health and Safety Considerations when using your
Computer

Your environment is extremely important when using your computer and it is

essential to consider health and safety issues. The following are segtjons on

specific areas to provide this environment. However, this is only a basic

introduction:

Equipment Possible Problem Solutions
Monitor/VDU Eyestrain 9 Take breaks
(Visual Display Unit) 1 Adjust settings

- Contrast and brightness
- Colou / font style
- Ensure screen is in focus
- Screen height
- Avoid flickering screens
1 Use antiglare screen if
possible

1 Monitor should tilt / swivel to

suit your height

11
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Keyboard and mouse | Wrist ~ strain  or | § Use awrist rest

repetitive strain |  Relax elbows
injury (RSI)  Keep wrists above the keyboard
when typing

1 Keep mouse and Kkeyboarg
within easy reach

1 Create Macros on the compute
to reduce keystrokes

9 Should have option of having
keyboard flat or tilted

1 Ensure there is space on desk

to rest wrists during breaks in

typing

Chairs Back problem 1 Use chairs that are adjustable ir
height and tilt

1 Ensure chair is at correct height

1 Provide footrest if necessary

11160 OEO EIT O

too long - take frequent breaks

Desks Back / neck problem |  Ensure that the desk is at the
correct height and there is
enough knee space under thg
desk

1 Document holders should be
used to avoid neck/eye strain

1 Work area should be large

enough and non reflective

Noise Distraction I | 1 Printers/scanners/photoc opiers

Headaches should be situated away from

workstations when constantly

12
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used
1 Headphones should be uset
when software contains audio
1 Headphones/speakers should

have adjustable volume control

Light Headaches 1 Ensure good lighting conditions
and provide natural light where
possible

1 Use antiglare screen if possible

9 Monitors should be at right
angles to windows where
possible

1 Adjust brightness on computer
if required

Avoid strong artificial light

Heat Too warm Ventilate rooms
Use air conditioning if possible

Switch off unused equipment

Cables / Obstruction / | Accidents Ensure cables are tidy

= =/ =24 A4 4

Equipment Public areas are clear and therg

is nothing in the way to cause ar|

accident

1 Avoid overloading plugs or
extension leads

I Food and drinks should not be

placed near a compter

13
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Section 2: The eLearning Environment

Section 2.1 Accessing MyOTC

1. Open the OTC website using the website address above
2. Click on e on the menu at the top of the pagand add this

page to yourO & A O1 O meéndfér future ease of access.
Section 2.1.1 Accessing My Mail on the OTC Website

1. Click onMy Mail on the right side of the screen and the following screen will
appear. Add this page to youd & A O1 O @dhdfér future ease of access.

2. Type in your username an
Sign in to your account at

The Open Training College password i this will have
Usemame: paula smyth| been issued to you byhe
@opentrainingcolb\be com

Open Training College.

Password: essessssse

[] Remember me on this }ﬂnk_Sign In

computer. L —

| cannot access my account

Note: Only tick the boxRemember me on this computer if you are the only
person using the computer, and it should not be ticked when using computers in

public places e.qg. the local library etc.

The first time you log in you will see the following screen and be required to

carry out the following steps.

14
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1. Retype your passwordyour
username will amatically
appear

2. Type the characters you see in t

A

picture

/ 3. Click Sign In

The following screen will appear. PRINT THIS PAGE

This is your
email address A

Choose the dropdown to select

English (UK)

Type in the
characters above |—»

1. Choose the dropdown and change the language to English (UK)
2. Type in the characters as shown above

3. Scroll to the end of the page and click on the button

15
















































































































































