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Google Maps lets you find a location, get directions, print maps, check on traffic, see satellite-level 
and sometimes even street-level views of an area -- and more! 

 
1. Find a Location 

a. Zoom in and out 
b. Move the map 
c. Search nearby 

(reviews) 
 

 
2. Get Directions 

a. To/From 
b. Alter/Customize  

 
 
3. Traffic View 

a. Major roads 
b. Closings 

 
 

4. Terrain View 
 
 

5. Satellite view 
 
 

6. Street view 
 
 

7. Google Transit   http://www.google.com/transit 
 
 

8. My Mapss 
a. RSS 
b. Print 
c. Send 
d. Link 

 

 
 

http://earth.google.com
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 Internet Basics  

This class will cover the very basics of navigating the Internet, including looking at URLs and 

search engines. Basic computer experience would be helpful, but it is not necessary. 

Requires the ability to use the mouse, including double-clicking, right-clicking, and highlighting.   

2 hours 
 
 
 
1. What is the internet / world wide web? 

 
2. Connecting to the Internet: computer, browser, ISP (Internet Service Provider) 

 
3. Browsers  

o Browser Buttons 

 Back/Forward 

 Home 

 Favorites 

 Tabs 
 

4. What are URLS and how do you use them?  
 

5. What do extensions indicate? (.com, .edu, .org, .gov, .mil…) 

 
6. What are hyperlinks? How can you identify them? (pop-out menus, rollovers, animation, etc.) 

 
7. Search Engines and Subject Directories/Indexes 
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Mail Merge 

Learn how to use Excel and Word together to create labels, mailers, or envelopes that are 

automatically addressed. Using Mail Merge can be especially useful around the holidays or 

other special events if you like to send cards, letters, or invitations through the regular mail. 

Manage your friends' and family's addresses in an Excel file and import that information to 

print on your envelopes or even straight into your letters. Experience with Word and Excel 

desired.  

Requires the ability to use the mouse, including double-clicking, right-clicking, and highlighting.   

2 hours 
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Mouse, Using the    

No experience with computers? It's vitally important to be comfortable using a mouse, and 

this class will give you plenty of practice. Learn about moving the mouse, clicking, double-

clicking, right-clicking, dropping and dragging, highlighting and scrolling.  

1 hour 

 
 
1. “Holding” and Moving the mouse 

 
2. Cursors 

a. arrow  
b. hand 
c. “I” beam / text bracket 

 
3. Clicking 

 
4. Double-Clicking 

 
5. Dragging and Dropping  

 
6. Right-Clicking 

 
7. Scrolling 

 
8. Forms and Buttons  

 
9. Highlighting  
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Music Online: Pandora & Grooveshark 

This class will show you two options for listening to music online for free.   
Create an account at home to save some of your favorite songs and playlists. 
 

    
     www.pandora.com   

• Free. Can be used with or without an account. 

• Create and save (with a free account) up to 100 unique "stations" based off a favorite song or artist; 
Pandora recommends and plays other songs it thinks you will like based on the properties of the 
song/artist you chose. (Can be fine-tuned to omit songs you don’t want.) 

• Does not play the specific song you entered as your favorite (unlike Grooveshark) --- only plays 
songs like the song/artist you choose.  

• How it works…. 
o Based on their “Music Genome Project” 

 Team of fifty musician-analysts listened to music, one song at a time, studying and 
collecting literally hundreds of musical details on every song. 

 Documented the details that give each recording its magical sound - melody, harmony, 
instrumentation, rhythm, vocals, lyrics ... and more - close to 400 attributes 

 On-going 
o Type the name of one of your favorite songs or artists into Pandora and the Genome Project will 

quickly scan its entire world of analyzed music, almost a century of popular recordings - new and 
old, well known and completely obscure - to find songs with interesting musical similarities to your 
choice.  

 
 
 

     
     www.grooveshark.com 
      
• Free. Can be used with or without an account. 

• Create and save (with a free account) playlists of the exact songs you want.  

• Not as good as Pandora when it comes to recommending similar music. 

• Add your tunes to Grooveshark and access them from anywhere (you don’t have to do this to listen to 
music or create/save playlists).  

• Browse other people’s playlists. 
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Power Point  Basics  

Have you ever wanted to create an electronic slideshow for a presentation or just for fun? 

This class will cover using the various Power Point templates for background, style and 

layout, as well as inserting customized text, pictures, or graphs. Basic computer experience 

would be helpful.  

Requires the ability to use the mouse, including double-clicking, right-clicking, and highlighting.   

2 hours 

 
 
1. Introduction (what it is; common buttons / tasks) 

 
2. Backgrounds and Styles 

a. Templates 
b. Creating a “Slide Master” 
 

3. Inserting objects 
a. Layout Templates 
b. Inserting your own 

i. Text Box 

ii. Movies and Sounds 

iii. Charts 

iv. Tables  

v. Pictures 

1. Photos (From File) and Clip Art 

2. AutoShapes 

3. WordArt 

4. Organization Chart 

 

4. Drawing Toolbar 
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Power Point  Intermediate  

This class will cover creating a timed presentation that includes slide transitions, graphic 

animation, music, narration, and timing your presentation. Familiarity with what is covered in 

the PowerPoint Basics class would be very helpful.  

Requires the ability to use the mouse, including double-clicking, right-clicking, and highlighting.   

2 hours 

 
 

1. Adding Sounds 

2. Action Buttons 

3. Animation 

4. Slide Transitions 

5. Timing your presentation 

6. Adding Narration 

7. Show Setup 

a. Display mode 

b. Music 
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Word  Basics  

This class will cover the basics of using Word to create letters or other documents. Tasks 

covered will include opening, saving, formatting, and printing documents, as well as using 

spell check, cutting and pasting, and adding pictures. Basic computer experience would be 

helpful.  

Requires the ability to use the mouse, including double-clicking, right-clicking, and highlighting.   

2 hours 

 
1. Formatting  

a. Page margins 
b. Page layout (Portrait and Landscape) 
c. Line Spacing, Indenting, Aligning (Left, Right, Center, Justified)  
d. Font: Type, Size, Style (Regular, Bold, Italicize, Underline), Color, Highlighting 

 
2. Save / Save As 

 
3. Cutting and Pasting       

 
4. Pictures:  inserting, re-sizing, cropping, and wrapping text around 

 
5. Spell Check  

 
6. Printing (Print Preview, selected pages)   
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Word  Intermediate 

Build on some of the skills you learned in Word Basics. This class will cover creating Lists, 

Columns, Tables, and Advanced Spacing. The class includes time for you to ask other 

questions you have about using Word. Basic Word experience would be helpful.  

Requires the ability to use the mouse, including double-clicking, right-clicking, and highlighting.   

2 hours 

 

1. Headers, Footers, and Page numbers 
 

2. Customized spaces before / after paragraphs   
 

3. Lists 
a. Bulleted 
b. Numbered 
c. Customizations (Indents / Tab Spaces; Pictures / Symbols) 

 
4. Columns       

 
5. Tables 

a. Split / Merge Cells 
b. Inserting Rows / Columns 
c. Borders 

 
 

6. Text Boxes 
 

7. Drawing Toolbar 
 

8. Inserting Special Symbols 
 
 

9. Find & Replace 
 




