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Welcome to the

Encargados del Futuro Manual

[Should you create an ICT Youth Group?

» Does your town have an available, functional computer lab?
* Do you know responsible, dedicated youth that are interested in ICT?

 Can you think of specific ways that your community could benefit from
Information and Communication Technology (ICT) related projects?

* Do you have a reliable, organized, available, and experienced adult that
will serve as your community advisor?

is for you and

your community!

Basic Information about Encargados del Futuro

The Vision
To empower youth to learn, lead and serve through creative Information and
Communication Technology community projects.

The Mission
To equip youth to serve their communities through hands-on ICT learning
experiences and projects, fostering leadership and professional development.

The Purpose

To create ICT youth groups that provide constructive learning opportunities to
address communities’ unmet technical needs.



ICT and Service-learning

ICT does not have to be confined to the computer lab. The real value in technology is
in its application to everyday life. ICT is a powerful tool for improving the way in
which we communicate, perform daily tasks, and develop professionally. There is a
responsibility to share this knowledge with community members. Youth, in
particular, are most willing and able to embrace this new technology to better their
communities. The aim of Encargados del Futuro is to create a culture of individuals
who prioritize service, through ICT projects.

T ——

e Informational Meeting and Contract Signing

* 9 Core Charlas, each which include a lab session and community activity.
Example: Learning Photoshop and creating a photo studio for the day

* Practical Exam and Certificates

e Choosing a long-term Service project: Newspaper, Yearbook, or Website

e Leadership, Vision, and Goals Charla

e Sustainability, Planning, and Fundraising Charla

» Long-term service project and creation of Local executive board

Preparation

Encargados del Futuro works best with 6-10 youth, who have a basic knowledge of
computers and an interest in ICT. Internet is not a requirement, but access is
preferred. If necessary, consider fundraising for transportation to Internet access.
Start looking for ICT community contacts to provide a long-term leadership role.

Community Advisor

The community advisor plays a very important role in the activities of your youth
group, especially in the long-term project. This person should be a reliable,
organized, available, and experienced member of the community who is genuinely
interested in the progress of the community and in the development of its youth.
Ideally, he or she will help the group in the planning and execution of their long-term
project (and the core sessions) and who will continue to work with the group to
ensure the project's sustainability.



Necessary Materials

Be sure to get a digital copy of the “Necessary Materials for EdF Groups” folder from
your friendly PCVL. Please note that this folder contains feedback surveys that the
Volunteer should fill out and send to the National Board.

Sustainable Impact

The long-term project is intended to be a sustainable part of the Encargados del
Futuro program, but consider starting the core lessons again with a new group of
youth to work on a different long-term project. Have Host Country Nationals lead
and teach the group. Continue to think about how even more community members
can learn and benefit from the information in this manual.

Please send samples of your projects to the National Board at
encargados.del.futuro.dr@gmail.com

You may even see some of your projects online! Check out:
http://www.youtube.com/user/encargadosdelfuturo

Adapt this manual to your community

This manual provides a great start for an ICT-youth group; but if you, your youth, or
your community advisor want to tap into different resources in your community, feel
free to be creative. Write a session about utilizing your town'’s radio station (and be
sure to send new material to the National Board’s email). At the same time, if your
town lacks some of the elements needed to complete the manual, don’t worry!
Adjust the manual to what is conducive for the group and the community.



First Informational Meeting for Interested Students

Congratulations!
S

You've taken your first
step to becoming an
| Encargado del Futuro!

————————————————————————————————————————————————
» Reasons you should join an ICT youth group
e The importance of Service-Learning
e Outline of Encargados del Futuro Program
e Local and National Hierarchy of ICT youth groups
e Annual conference and additional opportunites
e Encargados del Futuro contract

/Encargados del Futuro is an Information and\
Communication Technology (ICT) based youth
group that focuses on the application of
technology in real life, specifically to enhance
the local community. It is an opportunity for
youth to learn and lead while addressing the
\ community’s unmet technical needs. /




Reasons you should join this ICT youth group

* You are interested in technology: computers, different types of
software, the internet, cameras, and datashows

e You want to spend time out of school learning with a group of your
peers

 You would like to develop your leadership and teamwork skills

e You think that ICT techonology should be used to better your
community

 You are committed to seeing through a long-term, ICT-based service
project
* You want to have fun!

e What are ways ICT can improve your life?
e Why is it important to give back to your community?

e [sit necessary to pass on information and skills to
others? Why?

ICT and Service-learning

ICT does not have to be confined to the computer lab. The real value in technology is
in its application to everyday life. ICT is a powerful tool for improving the way in
which we communicate, perform daily tasks, and develop professionally. There is a
responsibility to share this knowledge with community members. Youth, in
particular, are most willing and able to embrace this new technology to better their
communities. The aim of Encargados del Futuro is to create a culture of individuals
who prioritize service, through ICT projects.



I ——

* Informational Meeting and Contract Signing

* 9 Core Charlas, each which include a lab session and community activity.
Example: Learning Photoshop and creating a photo studio for the day

* Practical Exam and Certificates

» Choosing a long-term Service project: Newspaper, Yearbook, or Website
 Leadership, Vision, and Goals Charla

e Sustainability, Planning, and Fundraising Charla

» Long-term service project and creation of Local executive board

Local Hierarchy

Early on in the long-term projects, each individual group will select some of its
members to fill specific executive positions within the group, according to the
project. These youth will act as leaders for the rest of the group. Local executive
board will also include an interested, ICT-savvy community member to be an advisor
to the project.

National Hierarchy

A National Board will oversee Encargado del Futuro initiatives. The National Board
will oversee the annual conference, approve long-term project plans, and assist local
groups when needed. From 2010-2012, the National Board will consist of the ICT
Peace Corps Volunteer Leader and two Peace Corps volunteers. After these two
years, the National board will consist of the ICT Peace Corps Volunteer Leader and
two Dominican Youth.

Annual Encargados del Futuro Conference

Every fall, the National Board will plan and oversee the Encargados del Futuro
Conference. Volunteers bring exceptional youth to learn and exchange about ICT,
leadership, and sustainability. This conference is an inspirational opportunity for
youth across the country to interact and build ties while strengthening their
technical, professional, and leadership skills to empower themselves and their
communities.



Additional Opportunities for Encargados del Futuro

Be creative! There are Encargados del Futuro (EdF) groups across the country.

Friend other EdF groups on Facebook. Present a special session to another group a
few towns over. Meet with other groups to check out unique ICT resources in their
town. Create digital art and informational posters to help decorate another group’s

computer laboratory. Become e-mail pen pals with another EdF group. The options
are limitless.

Encargados del Futuro Contract

Becoming part of Encargados del Futuro is a commitment for all involved: the Peace
Corps Volunteer, the youth, and your future Community Advisor. Everyone should
sign a contract to ensure quality and dedication.
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Contract for New Members
Encargados del Futuro

As an Encargado/a del Futuro | will:

«Attend regularly, knowing if | have 3 or more absences
prior to the Practical Exam, | will not receive a
certificate

«Actively participate during group meetings
«Take pride in doing quality work, finished on-time

«Be involved in the Long-Term Project and ensure its
sustainability

eInvest in my future by learning about Information and
Communication Technology (ICT), while bettering my
community at the same time

Name of Group Member

Signature of Group Member

Date

11



GMAIL AND FACEBOOK:

First Steps into a Larger Cyber World

[BY THE END OF THIS SECTION, YOUTH WILL BE ABLE TO: J

e Create and use a gmail account to connect and share information
» Identify characteristics of a well-executed website or blog

* Practice secure web-browsing techniques

« Create, update, and maintain a Facebook Profile

[IN THE LABORATORY... ]

e Agenda

e Discuss Internet safety: spam/predators, information
security, viruses

e Create a Gmail account for the group
e Create a Facebook account

Down the virtual rabbit hole: Safely navigating the Internet

The Internet is a vast and wondrous space, a sprawling network of networks
reaching approximately one quarter of the human population. Primarily, it is
composed of the "World Wide Web," a network of hypertext connected by
hyperlinks, a system that has grown up since the early 90s. Lacking any sort of
centralized control or regulation, there is little-to-no over-arching moderation of the
content that is posted on the Internet, or the people who are allowed to access or
modify it, except on local networks. For this reason, it is up to each individual web
surfer to proceed with caution when navigating the Internet. In later sections, we
will talk about some of the other risks involved, like viruses and unreliable
information, but today we are going to talk about some risks that are a little more
personal.
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Stoplight activity: How can | be safe on the Internet?

Have each youth draw their own stoplight on a piece of paper - they can use
colors if they like, otherwise have them simply label the three circles Red, Yellow,
and Green. As you read the following list of actions, have them write each one down
next to the corresponding "light": next to Red for something they would not do, next
to Yellow for something they might do, and next to Green for something they would
definitely do.

On the Internet, would I...

Accept a friend request from someone I know?

Accept a friend request from someone who is a friend of my friend?
Accept a friend request from someone I do not know at all?

Send an email to my mom?

Give out my phone number?

Give out my ID number or other personal information?

Tell people where I live?

Open an email from a sender I don't recognize?

Date somebody over the Internet?

Tell somebody the password to my email account?

O O O O 0O O O O 0O O

Ask for volunteers to share their answers with the group and to explain their
reasons for choosing each one. Discuss the list as a group.

Why is it important to consider these questions?

As mentioned earlier, while the Internet is a marvellous tool for connecting,
sharing, entertaining, and learning, it's also a place where children and youth are
particularly vulnerable to Internet predators who may assume a false identity to lure
them in, a place where identities get stolen, and a place where unsuspecting people
just get bombarded by all the junk mail flowing into their email accounts. For this
reason, you should:

o Never reveal your password to anybody

o Never give out your ID number, phone number, or any other personal information
unless you know it's a site or a person you can trust.

Only give your email to trustworthy websites

Stay out of chat rooms

Be wary of accepting friend requests from people you don't know

Don't open email that looks like junk mail and definitely don't open any
attachments that may accompany it

o Never respond to unsolicited email or email that asks for personal information

O O O O

Now that we know how to proceed with a little caution on the Internet, let's get
started!
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Gmail: Because that hotmail account is so 90s

Gmail is the email service run by Google. It is highly useful for a number of reasons:

o Easily searchable messages: You can type in keywords or names, just like in a
regular Google search, and find exactly the message you're looking for.

o Storage space: You'll have to send and receive a whole LOT of mail before you
even begin to fill up your gmail account.

o Integrated features: Not only does gmail include a calendar and an address book, it
also incorporates a chat module right into the page.

o In addition to these features, once you've created a gmail account, you have
simultaneously created a Google account, which allows you to access the wide
variety of online programs Google has available: Blogger, Google Docs, Google
Maps, Google News, among many others.

So let's get crackin'!

Open up your preferred web browser and navigate to http://www.google.com.
Along the top of the page, you'll notice a line of links to a variety of Google's different
services. Click once on the one that says "Gmail." You'll be taken to a page that asks
for a username and a password. Since your group doesn't have either of those yet,
click on "Create an Account” to create them!

Grear una cuenta You should now find
Sucuenta do Googe o cfoce 2c0030. Gmaly  iro serviciosde Goodl.Siya dispone o una cuonta do Google, aaa ol aau ara yours elves at a page that
asks for information like
- your name and last name.
et R Since you're creating the
S s email account for your
s et group, the names that you
cotasscomcoss Opums put down should reflect
this: for example, you
e e could put "Encargados” as
e 0 i — the name and "del Futuro”
as the last name, or have it

Cémo empezar a utilizar Gmail

Nombre:

Nombre de registro: @gmaitcom

fulana.vacana esta disponible

Elija una contrasefa.:

Vuelve a introducir la contrasefia:

relevantes respecto a sus consultas. Mas informacion
(J Habiltar Historial web

Pregunta de seguridad: v Elija una pregunta...
¢Cuil es su principal nimero de pasajero de vuelo mas frecuente? 3 seguridad. Mas th 3 b t
(Cuil es el ndmero de su camé de biblioteca? = Say sometning about your
Respuesta: (Cudl fue su primer nimero de teléfono? .
" iCuil era el nombre de su primer profesor? h l t
Ceerbir i promia sregunte SChool or community.
Correo electrénico de recuperacion: 3
Esta direccion se utiliza para autenticar su cuenta en caso de que surja algun problema u N th lly p t t
ide 5 convasofia-Si o dlspon d nguna o roeien de coneo o Bnce, dele Oow, the really importan

este campo en blanco. Mas informacién

part is coming up with a
unique screen name. This
is the name by which your
group will be known on
the Internet. Since so
many people have already signed up with gmail, it can be a little difficult to come up
with something original (you can always hit the "Check Availability" button to be
sure).
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Once you've got your one-of-a-kind screen name, you'll need to set a password. This
should be something easy to remember, but hard for others to guess. Longer
passwords that contain both letters and numbers are better.

Further down the page, uncheck the "Do not close session" box - if selected, this
option allows your account to remain open, which means that anyone could access it

Pregunta de seguridad:

Respuesta:

Escribir mi propia pregunta D
artista favorito?
contrasefia le preguntaremos la respuesta a su pregunta de seguridad. Més

nfomacién

Daddy Yankee

Correo electrénico de recuperacion:

Ubicacién:

Verificacion de la palabra:

Condiciones del servicio:

Esta direccion se utlliza para autenticar su cuenta en caso de que surja algun problema u
olvide su contrasefia. Si no dispone de ninguna otra direccién de correo electronico, deje
este campo en blanco. Mas informacion

Republica (Dominican Republic) 2]

Escribe los caracteres que veas en la imagen siguiente.

St

asmelikart &
No se distingue entre mayGsculas y mintsculas.

Comprueba los datos de la cuenta de Google que has introducido arriba (puedes cambar todo lo que
quieras) y revisa las Condiciones de uso que exponemos mas adelante.

Versién imprimible

ervicio de Google

jienvenida a Google

Alhacar clc on of botén Acopl’ que aparoce a coninuaciin, acopta tanto s Térmings de servicio
anteriores como la Polltica del programa y la Polttica de privacidad.

Acepto. Crear mi cuenta.

©2010 Google - Gmail para organizaciones - Polltica de privacidad - Polltica del programa - Términos de uso

without needing the
password. Below this are
more security options. Since
your group doesn't have
another email address to
confirm this one, you'll need
to enter a security question.
Click on the button that says
"Choose a question..." and a
drop down menu will appear
with some questions that
Google has suggested. You
are also free to write your
own question. Don't forget
to write the answer in the
space below it.

Below the security options, the location should be set to "Dominican Republic,” but if
it is not, you can change this simply by clicking on the button and scrolling up or
down the menu that appears until you reach the Dominican Republic. Below this,
you'll see an odd jumble of letters that you're asked to type into the blank space

below it; this is called a "Captcha" and is the

Internet's way of making sure you aren't a

robot. The very last thing on the page is the
service agreement, which contains Google's

terms of service. One click on the button
below it, reading "I accept. Create my
account!" will bring your brand new gmail
account into existence!

Quiero acceder a mi

cuenta »
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One or two more pages may pop up with information about some of Google's newest
features, but you can go ahead and keep clicking on the "Take me to my account”
button, which should eventually lead you to your inbox, which looks like this:

smail Calendar Docs La Web Reader Mas v fulana.vacana@gmail.com | Configuracién | Ayuda | Sah.
( ; N . ;
. Opciones de busqueda
M l | Buscar mensaje Buscaren la Web Crear un filtro

Redactar Exportacién de Brasil - Brazildexport.com - Prospeccién de oport

Archivar | Marcarcomo spam = Eliminar Moveray | Etiquetasw Mas acciones v Actualizar 1-3de3

Buzz Q Seleccionar: Todas, Ninguna, Leldas, No leldas, Destacadas, Sin destacar
Destacados 7,'? —
& 3 =) El equipo de Gmail Personaliza Gmail con colores y temas. - Para darle vida a "Recibidos” con diver 10:18
nviados —
Borradores 8 El equipo de Gmail Importa tus contactos y el correo electrénico anterior. - Puedes importar tus cc 10:18
b | O El equipo de Gmail Accede a Gmail desde tu teléfono mévil. - Por fin ha llegado el dia en que ya no 10:18
ersonal
Viaje
Emésy
Contactos
Tareas
= Chat Seleccionar: Todas, Ninguna, Leldas, No leldas, Destacadas, Sin destacar
Archivar Marcarcomo spam = Eliminar Movera w Etiquetas v Mas acciones ¥ Actualizar 1-3de3
= Invitar a un amigo

Ofrecer Gmail a:
Utiliza filtros para administrar tus mensajes entrantes. Mas informacién

e
(Enviar invitacién) Estés utilizando 0 MB (0%) de tu total disponible de 7433 MB.
Quedan 10 invitacionos. Vista de Gmail: estandar | activar chat | desactivar Buzz | Versién anterior | HTML basico Mas inf
previsualizar invitacién
2010 Google - Cond - Politica de privacidad - Politica de privacidad de Google Buzz - Pagina principal de Google

You can see in the main part of the screen that you've already received a handful of
emails from Google itself. These messages are good to look over later, especially
with your group, as they contain information on how to modify the look of your
gmail page and on how to further personalize your account.

You'll probably also notice that - for now, at least - your inbox page looks a great deal
like Google's homepage, with many similar links along the top. Along the lefthand
side, you'll find links to "Compose" for creating a new message, "Inbox" for seeing
the messages you've already received, "Buzz" which is Google's new social
networking interface, "Contacts" for your address book, and also "Starred" messages,
"Sent" messages, and "Drafts," below which are a series of suggested "Labels" by
which Google allows you to more efficiently sort your email. The PCV and/or group
leader is welcomed and encouraged to explore these options at their leisure with the
group. For now, however, let's give "Contacts" a click.

As of yet, you'll see, you don't have any contacts. However, this is easily
remedied by clicking on the "Add Contact" button.

16



And who better to be your first contact than Encargados del Futuro? On the new
page that has popped up you can simply enter "Encargados” where it asks for a first
name and "del Futuro” where it asks for a last name; and the email address is, of
course, encargados.del.futuro.dr@gmail.com . Filling in any of the other spaces is
optional, so you can go ahead and click "Save Changes" to save the contact.

If you'd like to amplify your list of contacts, now that you know how, you can also
enter in the email addresses of any members of the group that might have them.

So, now that you've got some contacts listed in your address book, it's time to write
one of them an email! Clicking on the link titled "Compose" on the lefthand side of
the screen will take you to an editing page with a blank email open.

Typing all or even part of the name of a contact already entered in your address
book into the "To:" field will automatically bring up their names, which makes
finding and communicating with your contacts even easier.

Since the rest of Encargados del Futuro will be eager to communicate with you
anyway and the national board would like to have a record of email addresses, go
ahead and compose and send a message to your first contact,
encargados.del.futuro.dr@gmail.com.

Congratulations! You've just sent the first email from your group's account!

For now, we are going to leave Gmail for a little while and enter into another major
social world on the Internet: Facebook. Don't forget to sign out of Gmail!

fulana.vacana@gmail.com | Configuracion | Ayuda | Salir

Facebook: The best way to waste your time since 2004

Facebook is arguably the most popular social networking site on the Internet.
Originating in the early 2000s, it rapidly gained popularity among college students,
particularly as the original design of the site was based around local university
networks, requiring a university-based email address in order to create a facebook
account. In 2006, however, this was changed and facebook opened its doors to all
Internet users, regardless of education or location. It now hosts over 400 million
members. Although not as customizable as MySpace with regard to profile
appearance, Facebook boasts innumerable applications, features, and profile add-
ons. These take the shapes of games, quizzes, chat windows, messaging, link- and
photo-sharing, and many other things. When used appropriately, it can be used both
personally and professionally, and has even become an arena for large-scale
humanitarian, political, and social causes.

17



So why wait another minute to get in on all the action? Let's get started!

Go into your web browser and bring up the page http://www.facebook.com.

Facebook's registration form can be found right
on its home page. All it asks for is first name,
last name, email address, a password, gender,
and birthday. You'll be asked for more
information a few pages later.

You can put the name of your group just as you
put it on your Gmail account, just make sure that
your community name appears in it somewhere
so that other groups will be able to find you
more easily - and Facebook does require that
each account have at least one first name and
one last name. As far as the email, here's
another chance for you to use your brand new
Gmail account! However, don't put the same
password for your Facebook account as for your
Gmail; this helps to keep both accounts more
secure. Make sure this password is also
something medium length, easy for you to
remember, but difficult for others to guess. You
may leave the gender menu as-is, as it is
optional, and may put what you like for the
birthdate, though Facebook requires that all
members be at least 13.

@ No cerrar sesién jHas olvidado tu contrasefia?

Contrasefa

Direccién de correo electre

Registrate
Es gratis y cualquiera puede unirse.

Nombre: | Fulana

Apellidos: | de Tal

Direccién de
correo | fulana.vacana@gmail.com
electrénico:

Contrasefia
...........
nueva:

Fecha de 3. - 4
nacimiento: - — M
&Por qué debo proporcionar est

Crear una pagina para una celebridad, grupo ) empresa.

u4) BAE » 2000

‘ondiciones « Buscar amigos Privacidad Movil Sery | Blog Widgets

As you saw with Gmail, Facebook also uses the "Captcha"” method of verifying that
you aren't robots and asks you to type in the letters you see in the image.

Facebook will ask you to complete a series of tasks requesting different information,

most or all of which are optional.

Facebook will first ask to look into the address book of the email you entered, in
order to see whether any of your contacts are on Facebook yet. Since your group

doesn't have very many contacts yet, it's up to you whether you want to do this step
or not. You will always have a chance later to search Facebook for people you might
know and we strongly recommend that you search for other Encargados del Futuro
groups that have profiles. So if you wish to skip this step for now, you can simply
click on "Skip."

18



The next step asks for some basic profile information, in this case, education and
business information. If you all go to the same school or high school, you can go
ahead and enter that information if you so choose.

Paso 1 Paso 2 Paso 3
Buscar amigos Informacién del perfil Foto de perfil

Completa la informacién de tu perfil
Esta informacién te ayudard a encontrar a tus amigos en Facebook.

Escuela secundaria: | Liceo Cualquier 2013 ﬂ
Universidad: Afio de graduacion: ﬂ
Empresa:

The next step is to add a photo to your profile. We recommend doing this - it makes
your profile a lot more fun and interesting, and it makes you easier for other groups
to find, as they can recognize you by your profile picture. You can add more photos
later as well, but for now, we're going to focus on adding your main profile picture.

To add a photo to your profile, you have two options: upload a photo or take a photo
with a webcam. Unless you have a webcam you'd like to use for the photo, you can go
ahead and click on "Upload a Photo" and browse for a photo on your computer to
upload. Why not put up a picture of the whole group?

Now you should see a welcome screen from Facebook with various options of what
to do next to integrate further, many of which - like searching for your Gmail
contacts - have already been suggested to you. However, speaking of your Gmail
account, this is a good opportunity to go revisit it to see if you've gotten any new
emails. So, leaving the Facebook page open, open up another window and return to
http://www.google.com and open up your Gmail account again (don't forget your
password!). A couple of new messages should have appeared; open the email that
says something like "There's only one more step to confirm your Facebook account!"
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. It'svery important to open
this email and to click on the
link it contains. This is so
i that Facebook can verify
s v oeee o that this really is your email
E— address. Without it,

e “  Facebook cannot register

.ail Calendar Docs LaWeb Reader Més v fulana. m | C

Chat . -
e Hala, Fuana: e your account, which will
Para completar el proceso de registro, sigue este enlace: Facebook
@ Fulana de Tal .
e e e eventually be deleted. This
Opciones¥  Afiadir contacto Se te pedira que te codigo de . h f
B i T iBienvenido a Facebook! 1S anOt er means o

Ofrecer Gmail a:

 squpo g etk avoiding identity theft; and

e s et for this reason, you should

never click on anything in

s Vs an email like this that you
didn't sign up for yourself.
In this case, however, you
did, so click away!

Go ahead and sign out of your Gmail account again, close that window, and bring up
the Facebook window again.

acebook Buscar Inicio  Perfil Buscar amigos Cuenta v
ve . .
"M‘ Fulana de Tal Bienvenida a Facebook, Fulana.
Ver mi perfil
/08
=Tt
T a o [ e ae l:l Busca en tu correo electrénico a amigos tuyos que ya estan en
o Facebook
ﬂi] Noticias
N Direccién de
M
@ ensajes correo fulana.vacana@gmail.com
[ eventos electrénico:
Fotos .
_ T G
A Amigos .
& Facebook no almacenard tu contrasefia. Mas informacién...
82 Aplicaciones
(C Juegos
9 E Rellena los campos de informacién del perfil
[2] Grupos
) Ayuda a tus amigos a encontrarte rellenando algunos de los campos de
Mis informacién basica del perfil.
# Editar perfil
H Activa tu teléfono mévil
= Recibe mensajes SMS instantaneos
con las actualizaciones de estado y —
los mensajes de tus amigos. . —
= Actualiza tu estado y manda mensajes a ===
a tus amigos por SMS. e
Ta pagina de inicio = En tu pagina de inicio puedes ver el contenido interesante que han publicado tus amigos. S

Servicio de ayuda Comparte mensajes y fotos con ellos a través del editor de contenido.

& Ta tienes el control. Mds informacién sobre el funcionamiento de la privacidad en Facebook.
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On this page, you'll notice that, in addition to soliciting more information, it has a
number of links along the top and on the left-hand side. Along the left, you'll see
News, Messages, Events, Photos, Friends, Applications, Games, Groups, and More. As
you spend more time getting integrated into Facebook, you'll be able to use and
access all of these things. Along the top, you'll find a search bar, followed on the
right by links to the homepage and your profile as well as a link to "Search Friends"
and Account options (this is where you'll go to sign out later).

For now, keep scrolling down. Near the bottom of the page, you'll encounter a
heading titled "Control which information you share." Below it, click on the link that
says "More Information" about privacy settings on Facebook. As these have evolved
drastically since Facebook's inception, it is a good idea to be familiar with them.
First, you'll notice a large diagram of overlapping rectangles labeled "Friends"
"Friends of Friends" and "Everyone." This is to illustrate the three levels of privacy
available on Facebook. Every time you post something, you can choose one of these
three options to decide who will be able to see it.

To help you out a little bit, Facebook has also added in a section near the bottom of
the page detailing recommended configurations. This is a good place to start, and
you can always change whatever you decide later.

Leaving that for now, let's go take a look at your profile and flesh it out a little bit. In
your profile, under your picture, click on “Edit my Profile.”

Inicio  Perfil  Buscar amigos  Cuenta ¥

As you can see, the
Fulana de Tal information that you've

Muro  Informacién  Fotos + . . B
already filled in, like
ic en una seccién del perfil debajo para editar. Recuerda
bios.

your birthdate and the
: photo you uploaded,
o @vostcar sisoy hombre o mujer e mi peri are a]ready on your
_— r—————— profile. This is where
oyl . you can personalize
S— . your profile a little bit
Qi | e e more, to take a little
p e S time to go over it and
fill it out.

O citas

Tu perfil » = | La informacién bésica, como tu nombre y lista de amigos, puede ser vista por todos,
informacién incluidas las aplicaciones.

el o L N S e e T Once you're satisfied
with the information
you've got on your
profile, click on the
"Save" button and

Facebook will save it for you. Now look up just above where you entered the

information and find three little tabs reading "Wall" "Information" and "Photos."

Servicio de ayuda
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Go ahead and click on the tab labeled "Wall." This is the page that records your
interactions with other Facebook users and their interactions with you. Friends can
"post" messages, links, photos, videos, and many other things on your wall, and this
is where you will see them.

Feel free to spend some time exploring Facebook and personalizing your profile by
adding pictures and information about your group and its projects. Make sure you
look up the national board of Encargados del Futuro using their email address,
encargados.del.futuro@gmail.com and add them as a friend! This is especially
important, not only because it allows the national board to keep in touch with each
of the individual groups, but also because you will be able to connect with all the
other Encargados del Futuro groups nationwide through their profile.

e Why is Internet safety so important?

e What are some things that we can do to protect ourselves on the
Internet?

» What are some of the advantages of social networking with
Gmail and Facebook?
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SEARCHES:

Search this!

[BY THE END OF THIS SECTION, YOUTH WILL BE ABLE TO: J

» Use key words to investigate any topic

* Be able to distinguish valid and relevant sources from
untrusted sources

e Summarize and synthesize information in their own words

[IN THE LABORATORY...

e Agenda
e Review of Web Browser's Interface
e Keywords, Results, and Summaries

e Review of commonly visited sites: Google,
Wikipedia, and Youtube

e Activity: Digital Treasure Hunt!

Introduction to Web Browsers
Ask students:

* What are programs like Internet Explorer and Mozilla Firefox? (They are web

broswers)

What is the purpose of a web browser? (It allows us to explore the millions of
Web pages that make up the Internet)

Why is it important to use a Web browser? (To connect with all the Internet
has to offer. It can help us with our education, our jobs, and our personal
lives)
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Tell the students to open Mozilla Firefox. As a group, review the main components of
Firefox’s interface. Explain each element and demonstrate how to use it:
e StartPage
o This is the page that appears each time you open the Web browser.
You can make the start page whatever you want. For example, your
start page can be a newspaper’s web site so you know what'’s going on
in the world or it can be your email access page.
* Address Bar
o Web pages are like houses; you have to have the address of the house
to get there. The Internet is the same. Every web site has a specific
address that is shown in the Address bar.
*IMPORTANT: If just one letter or character is misspelled in the
address, you won'’t be able to access that site. Therefore, pay close
attention when entering an address of a web site.
* Google Search Bar
o Sometime you need to get to a web site, but you don’t know the
address. For example, say that [ want to find a recipe for apple pie. |
can use the Search bar (which is like a search engine, such as Google)
look for all the websites that contain the words “Apple pie.” From the
results of the search, I can choose which web site [ want to get my
recipe from.
*IMPORTANT: If you misspell what you are looking for, your
search engine might not understand you. For example, if | type
“Aple pi” instead of “Apple pie,” your search engine will not be
able to find what you are looking for. Take your time writing
your words and check your spelling!
* My Favorites
o My Favorites is a list of the web sites that you like to visit. With this
list, you don’t have to type address in the address bar or use the search
engine.
* Hyperlinks
o Ahyperlink is a word or image on a Web page that brings you to
another web page when you click on it.
* Tabs
o If we want to do two things at the same time on the Internet, Mozilla
Firefox lets us open two or more tabs at one time. Open a tab by
clicking on File and New Tab or by typing Ctrl +T. Now, I can look up
information for my homework and check my Facebook at the same
time!
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Why is it important to search properly?

On the Internet, Encarta, or other search engines, users must search wisely to
obtain the results that they are actually looking for. While it appears easy to type a
question into Google and click on the first result, this may not produce the
information we are looking for. We have to use our critical thinking skills to find and
sort through all the digital information on the Internet. We have to understand what
information we are looking for before we start searching, and then we must be
persistent to find this information in the results provided.

Note: The Internet has a wealth of information. Make sure that your students
are focused on educational and/or informational sites, rather than inappropriate
content. Remind them that inappropriate content may not only lead to disciplinary
action, but viruses on your computer.

What is a Keyword?

A keyword is an informative word that indicates the content of a document or
article. When you type words into Google, the search engine looks for those exact
words in WebPages on the Internet. Let’s practice! If you want to answer the
question:

Who is the Vice President of the Dominican Republic?

Ask students what the keywords of this sentence are. (Vice President, Dominican
Republic.) Words like “is” and “the” are so common that it is unnecessary to include
them. Question words, such as “who” or “when” are usually not included in website
entries. In addition, not typing the whole sentence is faster because you don’t have to
type those extra words.

If you want to search specific information (most useful, People’s names), use
quotation marks. Searching the words “Maria Argentina Minerva Mirabal” with
quotations marks will only produce results that contain those words in that specific
order. Without quotations mark, results can appear with the words you search but in
different places in the entry.

Choosing the Best Result

Note! If you are using Google as a search engine and you have by accident spelled
something wrong, Google will guess what you were trying to spell. Check to make
sure Google didn’t think you were trying to search something else!

In your search results, Google will present options of web pages. Each entry will
have excerpt of where the words you've searched appear. It’s important to skim
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these excerpts to see if the information presented is what you're actually looking for.
Also, be sure to look at the source of the information. Fulano Talcosa’s personal blog
may say something about Leonel Fernandez that is untrue. If you find facts on a

GOL )81(’ hermanas mirabal Buscar | Bisau

Buscaren: @ laWeb O paginas en espanol () paginas de Rep. Dominicana

Web [#] Mostrar opciones... Resultados 1 - 10 de aproximadamente ¢

Hermanas Mirabal - Wikipedia, la enciclopedia libre

Las hermanas Mirabal (Patria Mirabal, Minerva Mirabal y Maria Teresa Mirabal) fueron
dominicanas que se opusieron fervientemente a la dictadura de Rafael ...

Activismo antitrujillista - Asesinato - Los asesinos

es.wikipedia.org/wiki’/Hermanas Mirabal - En ca - Similares

Hermanas Mirabal (provincia) - Wikipedia, la enciclopedia libre

Hermanas Mirabal (la anterior provincia Salcedo) es una provincia mediterranea situada en el
centro-norte de la Republica Dominicana. ...

es.wikipedia.org/.../Hermanas _Mirabal (provincia) - En caché - Similares

| ae Harmanae Mirahal | ac marinneac
personal blog, check them against another source.

Summarize and Synthesize

Copying and pasting text from a web site and calling it your own work is called
plagiarism. More importantly, if you just copy something into your notebook,
chances are that you haven’t comprehended the material. When you summarize and

take notes, you gain a deeper understanding of the topic that you are more likely to
remember.

Activity: Use your own words!

Search “History of Bachata.” Write a paragraph (at least 4 sentences) about the key
points of the history of bachata. Use at least 2 sources. Remember that it is
unacceptable to copy and paste. Read the information and then write it in your own
words. If your students are having difficulty with the concept of plagiarism, let them
read an article and have them turn the monitor off to take notes.

Important Web Pages

If we want to look for information, images, o a specific video on the Internet, there
are some useful web sites we should check out...
* Google
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o

Google is probably the most important web page because its function
is to connect us with all the web pages we want and need. Many people
have Google as their start page.

Let’s see how it functions. Have students go to Google’s website by
typing www.google.com in the address bar or typing Google in the
search bar.

Type “Shakira” in the box. What comes up?

Google lets us look for different forms of media, which is pretty useful.
At the top of the web page, we can see different options like The Web,
Images, Video, etc. If we click on Images, what happens? Guess! And
what happens when we click on Video?

Google is a great site to start searching whatever you’re looking for

*  Wikipedia

o Now have students go to Wikipedia’s website by typing
www.wikipedia.org in the address bar.

o Wikipedia is an online encyclopedia that anyone can modify. On one
hand, this is good because the information can come from many
sources.

o On the other hand, we have to be careful with Wikipedia.
Someone can include false information. It is recommended to
verify the facts that you find on Wikipedia on another trusted
web site. Therefore, it is a good idea to go to the bottom of the page to
find hyperlinks with more information.

o Let’s Practice: Have students enter “Australia” in the search box. What
is the capital of Austrailia?

* YouTube

o Now, let’s go to the last site that we'll look at today: YouTube.

o If we want to look for a video that makes us laugh, goes with a
presentation, or demonstrates an idea, YouTube is a great resource.

o Like the other sites we’ve looked at, we enter keywords in the search
box, and it will present us with a list of related videos.

o Type “Daddy Yankee.” Have students explore the list of results.

o If we want, for example, to see a video about the digestion process, we
notice that YouTube has an educational purpose as well. Enter
“digestive system” in the search box.

Actividad: Digital Treasure Hunt

Divide the students into teams of 2 or 3. Explain that they are going to practice
searching for information on the Internet. Each group will receive the “Internet
Search” sheet, found in the Necessary Files folder. The first group to find the correct
responses to all the questions wins.
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[IN THE COMMUNITY... J

Preparation

Humans produce a lot of trash, but, luckily, instead of leaving it in a landfill or
burning it, you can use it to create rich soil, which is called composting. We must be
very environmentally friendly to protect earth and its resources, so it is very
worthwhile to separate your trash and compost it.

Search “Compost,” and check different sites to learn how to compost your trash.
Some composting requires you to buy certain materials, but you can always ask a
Environment PCV for suggestions on found materials to use. If you like, find a local
farmer to multiply this important information to. Have a session with your EdF
group and other interested community members to practice composting using the
instuctions you've found on the Internet. Consider making posters or including other
didactic materials.

*

e [s it important to compost? Why?

e Where did your information on composting come from? One site or
many sites?

e What other kinds of projects could you search on the Internet?

e What could you do with trash that you can't compost?

e Will you (or members of your community) continue composting?
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Pa’lante with Publishing!

[BY THE END OF THIS SECTION, YOUTH WILL BE ABLE TO: ]

» Use Microsoft (MS) Publisher as a tool for designing publications for a business
or community organization

» Develop MS Publisher materials that address the needs and desires of
businesses and community organizations, in a interesting and informative
manner

[IN THE LABORATORY... ]

e Agenda
e Introduction to MS Publisher
e Practice Activity in MS Publisher
e How to make interesting and useful materials
e Explain Community Activity

Introduction to Publisher

Microsoft Publisher is a program that can be used to create popular
publications, such as flyers, brochures, business cards, invitations, calendars and
newsletters. The program comes equipped with many sample publications that have
pre-designed layouts and graphics. However, you can also use the program to create
your own custom publications. The effectiveness of Microsoft Publisher resides in its
ability to allow the user to quickly and cheaply assemble professionally designed
content for a business or community organization in minutes. The flexibility of
Publisher also allows you to cut down on what would be expensive design costs.
Publisher is a tool that can be utilized by community organizations and businesses
that do not have large scale advertising budgets but seek to maximize their name
and message in the community.
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(23] Desde publicacion existente...

Abrir
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« Para comenzar, seleccione una opcién de la lista.

-
f

On the left side of the screen,
you will see the menu option
"Publicaciones para impresion.”
Next to this option you will see a
small arrow that will allow you
to expand the list of available
publications. To view the types
of available publications and
their details click on each option
that is listed. To begin working
on your own chosen publication,

% double-click on its image in the

main area of the screen.

Below is an example of using Publisher to advertise English classes. What could you
use Publisher to advertise in your community? Open Publisher and explain the
concepts of:
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o Disenos de
publicacion

o Combinaciones
de colores

o Combinaciones
de fuentes

versations in English (Vista previa) - Microsoft Publisher =1
% S @@ es* | % | opcionesdeimpresién... | [Composicién - -

iNuevo Club
en Hato
Mayor!

Conversaciones en
Inglés

Soy Jaime y soy voluntario
del Cuerpo de Paz. Soy de
Los Estados Unidos.Voy a
trabajar en el Centro Tec-
nolégico Comunitario
(CTC) por dos afios.

¢Estudia Ingles?
¢Necesita practicar?
¢Quiere compartir su conocimiento?

Donde: Centro Tecnoldgico Comunitario (Los Multi)
Fecha: El lunes, 15 de Junio
Cuando: A las ocho de la noche

';Hay un limite de 15 personas!

(%,
Para mas informacion y registrarse en el & A

club visita al CTC.



When making a publication, it’s important to discuss the purpose and desire
of the brochure with the community organization or business. Determine the key
and relevant information that will go on the publication.

Tips to a Good Publication

e The information you include should be brief (one page), but should also
entice the reader

 Take the time to experiment with different designs, layouts, colors and
fonts in order to find the best combination for your publication

 Try not to include too much information or lengthy descriptions that will
be hard for the reader to understand or take a lot of time to read

e Include contact information and any relevant dates

 Present at least one draft publication for the community organization or
business for feedback.

» Lastly, determine where you would like to hang or distribute your
publication. You should choose a spot that will be ideal for the age group
or types of people the publication is targeting. However, make sure to
obtain permission first before distributing at a local business or
institution.

Fulano's Place Make use of any logos,

Plstos Espociatos sayings or recognizable
e symbols the organization
i P may already be using in the
. Jugos Naturales Communlty.

. Bifitec Plato del dia

"\ Phone: 829-456-7899
= | Webpage: vww fulanos com
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Practice Activity

Have each youth create a flyer for the same made-up organization. It can be
anything from President Obama’s new clothing line, Dofia Rosa’s fantastic
empanadas, a guide service to hike Pico Duarte, or something that the students think
up. After students create their flyer, share them with the group. Discuss positive
aspects and ways to improve. Notice that everyone came up with something
different for the same organization.

Introduction to Community Activity

Publications to help a community organization

Arrange times in or outside of class to meet with a community organization.
Find out ways that you can help them, such as promoting an event or creating
general interest.

Have the students prepare questions for the community organization regarding the
purpose and ideas behind the publication. Also, encourage the students to critically
think about how to achieve the desired effect of the publication in the community
and ways to appeal to different groups in the community. It may be a good idea to
have the students survey current publications that are posted to gain more ideas
about how to approach future assignments.

Divide students into groups of three to four and allow each group to work on a
publication that will be given to the organization to use in the community. Allow the
students time to critically think and plan the layout and information that will be in
the publication. The topic could be related to an event the organization is planning or
even a theme the organization is currently trying to promote in the community, such
as the environment, education, business or health.

Discuss with students ideal ways to present the information in the publication and
possible mediums that could be used such as brochures, flyers, newsletters, or small
handouts. Try various designs to find what works best. Also, give students time to
work on the assignment, using lab resources, such as encyclopedias or Internet.
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[IN THE COMMUNITY... ]

Preparation

Arrange a meeting with the community organization. In the meantime, check
with each student group to make sure they have completed an acceptable
publication. Each student group will be presenting their publication to the
organization. Ideally, this process should take place at least once in the design of the
publication, in order to gather feedback and ideas.

Discussion Questions

e Was the organization please with the publications?
» What is the hardest part about creating a publication for an organization?

Do you think there are opportunities to help other organizations in your
community?
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ANTI-VIRUS SOFTWARE:

Operation Protection!

[BY THE END OF THIS SECTION, YOUTH WILL BE ABLE TO: ]

e Install Avira AntiVir
¢ Run a virus scan
e Properly handle viruses found

[IN THE LABORATORY... J

e Agenda
e What is a computer virus and what do they do?

e How do computers get infected, and what might happen to
them?

e How can I protect myself?

e Where should I get this anti-virus software?

e Installing Avira AntiVir

e Scanning for viruses

e Practice Activity: Install AntiVir on the lab's computers
e Explain Community Activity
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What is a computer virus? What do they do?

A computer virus is a computer program that can copy itself and infect a
computer. The term "virus" is also commonly but inaccurately used to refer to other
types of malware, adware, and spyware programs that do not reproduce. For
convenience'’s sake, we’ll use “virus” to refer to all these sorts of programs that
computer users find undesirable because they render your computer unusable,
reveal sensitive information or destroy important data.

How do computers get infected? What happens then?

A computer usually gets infected by email, a website or a portable storage
device, like a USB flash drive. For example, you might receive an email from someone
with a link to download the greatest computer game ever. You download it, start
playing it, and yeabh, it's fun, but then you notice that some of your files have
mysteriously disappeared. The next day, there’s another game installed, and your
computer has slowed to a crawl. Or, when you plug in your friend’s USB flash drive,
Windows prompts you to execute a program. You execute it, then you notice that
your Windows Firewall has been disabled and you can’t enable it. Once a computer
gets infected, it’s hard to disinfect it without reinstalling the operating system.

How can | protect myself?

The best way to combat viruses is to install anti-virus software, designed to
detect them before they infect your computer.

Where should | get this anti-virus software?

There are many different companies that publish anti-virus software—
Norton, McAfee, ESET and Avira being some of the bigger ones—and each company
has many different editions of its software at different prices, most of which will
adequately protect the average user. We will use Avira AntiVir Personal, because it’s
free, has a high detection rate, and doesn’t slow your computer down as much as
some of its competitors.
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e Insert a flash drive, CD or another medium that contains the AntiVir installation
file into the computer on which you want to install AntiVir. You should confirm
that the medium itself doesn’t carry a virus before inserting it in a computer
without anti-virus software. If another anti-virus program is installed, you must
uninstall it before installing AntiVir. To uninstall a program, go to the control
panel and click on “Add/remove programs.”

e Double-click on the installation file to open it. Ignore any security warnings
about the file and continue.

e At the first AntiVir screen, click Continue.

e Click Next to begin the installation.

e Click Next again.

e Check the ‘I accept the terms of the license agreement’ box and click Next.

e Click the ‘Taccept that Avira AntiVir Personal - Free Antivirus is for private use
only... box and click Next.

e Leave the setup type set to Complete and click Next.

e Uncheck the ‘Yes, I would like to register...’ box.

e AntiVir will now install.

e Uncheck the ‘Show readme.txt’ box and click Finish.

e Now you’ll be taken to the Configuration Wizard. Click Next.

 Leave the AHeAD heuristics settings in place, and click Next.

e Don’t change the default values and click Next.

e Leave this setting at Normal start.

e Leave the ‘Perform short system scan after installation box’ checked, and click
Next.

At this point, if you're connected to the Internet, AntiVir will begin to download and
then install updates to its virus definition and search engine files. Since new threats
are introduced ‘into the wild’ regularly, it's good to keep AntiVir updated. It’s
recommended to check for updates at least once a week.

If you aren’t connected, you'll receive an error and AntiVir will not update. Don’t
worry though; it will still protect you from most threats, just not the newest ones.
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Scanning for viruses

You can access AntiVir's most important functions on its main screen:

4 Avira AntiVir Personal - Free Antivirus [ESNEl N
File View Extras Update Help
i . - R.- Click ‘Scan system
#7/Avira AntiVir Personal AVIRA )
now to scan your
T— &) contascion ] Guine el whole system for
v/ Status .
viruses.
Eent Y Antivir Guard Activated Desctivate
Repaorts

@ Last complete system scan Not performed  Scan system now

Y # Lastupdate 1170272010 Stattupdate
7] # Avira Antivir Personal - Free Antivirus 017072010 Uparade to Prerium

You'll see this screen for the duration of

A dke Flevalkes ESTENXN

74

tiVir ggr{iiml AVIRA

the scan, as AntiVir goes through your
files looking for anything suspicious. The
scan will take a few minutes at
minimum; though if you have a lot of oA et
files and a slow computer, expect to wait
an hour or more. You can continue using

Satus: Mdden cbgects search i running!

Last object:
the computer during this time, but it may cidocunerts and settngs), . 1201 FaRgkseTEAtFeatTaTabMed6scl 10536008
run slower.
——]
Las dataction: No detaction! Yirus information
Scanned files: 0 Detections: 0
Scanned drectories: 0 Suspcious fles: 0
Scanned archives: 0 ‘Warnings: 0
Time elapsad: 02:21 | Obgects ssarched: 31212
Scanned: 39.8%  Hidden objects: 1]
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Py € SCAN 3 Virus of unwanted program was At the end of the scan, you'll see a list of the
viruses found. Go ahead and click ‘Repair
I/ all
€ te '
e o bmeanted prggramst | Well done! You've installed an anti-virus

|- |' software, updated it (if you have internet)
= and run a full system scan. You will have
protection in the future too, as long as the
AntiVir Guard (see main screen above)
remains enabled.

Obiect

08dgu.com
31n3b2h.exe
7668-NendangBro.com
autorun.inf
Bha.dll.vbs

boot.exe

eomf.pif ORM/VB.n 5 -

Practice Activity: Install AntiVir on the lab’s computers

With the permission of the computer lab administrator, uninstall the
computers’ current anti-virus software, install AntiVir, update it (if the computers
are connected to the internet) and perform a system scan, following the instructions
above.

Introduction to Community Activity

Virus protection for everyone

It’s important that every computer has anti-virus software installed. Once a
computer gets infected, it's very difficult to restore it to health without reinstalling
the operating system, which takes time and will mean reinstalling programs and
very likely loss of important data. Youth who know how to install anti-virus software
and scan for infected files have the potential to save other members of the
community from headaches, wasted time and data loss.

Have the group develop a flyer advertising this service. [t might be titled, “Let us help
your computer stay healthy!”, with a contact name, phone number and a list of this
and other computer services that members of the group are prepared to provide,
such as updating software. Let the group members decide if they would like to
charge for these services.

Group members will likely know friends and family who have computers and
therefore are potential clients. Cultivate these contacts as much as possible.
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[IN THE COMMUNITY... J

Preparation

In servicing computers, it’s essential to be honest and candid. The youth must
clearly explain what they are doing and why, and ask permission before doing
anything radical which may affect the integrity of the client’s computer. If the client
requests that the youth come to the client’s house to do the work, the youth must
arrive dressed professionally and treat the client’s personal space and those in it
with respect. If the client comes to where the group meets, the client must be greeted
cordially, made comfortable and given a reasonable estimate of how long it will take
to service the computer.

» What was the most challenging part of this activity? What did you do
to overcome it?

* Did the client seem happy with the service you provided? How could
you have improved it?

e What were the most common problems that you saw?

» What advice would you give to someone who wanted to prevent
viruses on their computer?
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PHOTOSHOP:

Who took that photo?

[BY THE END OF THIS SECTION, YOUTH WILL BE ABLE TO: J

» Select various parts of a photo using Selection Tools (marquee,
lasso, etc.) and perform simple manipulations on their selections

e Use Liquify and other filters to creatively modify photos
e Use the Clone Stamp tool to enhance photos

e Understand the function and importance of the Layers and History
palettes

[IN THE LABORATORY... J

e Agenda
e Introduction to Photoshop
» Selection Tools: One of the key components of Photoshop
e Layers: Pretty much how Photoshop works and why it's awesome
e Filters and Clone Stamp: Other cool stuff you can do to a photo
 Text and Paint: Other types of layers

e History palette: What have I done?? Watch it happen and undo it
if necessary

* Free time to experiment and explore the nearly limitless
possibilities of Photoshop
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Introduction to Photoshop

Adobe Photoshop is a powerful photo manipulation program that, as a tool,
adapts itself to the creativity of the user, combining a variety of tools and options to
achieve the effect desired. While all good photography begins with taking a quality
photograph, Photoshop allows one to take that photo to a whole new level of
aesthetic sophistication. Not only does it give one the ability to modify photos at
will, it can also be used as a graphic design tool in adding text and various effects and
filters, among other things. Indeed, it is a program used by many graphic design
professionals in the field.
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At first glance, Photoshop’s busy window can be a little intimidating for the
uninitiated, but worry not! Once you get a little oriented, it’s quite easy to manage.
On the left-hand side you'll find a vertical box containing a variety of tools, from a
lasso to a pencil to a magnifying lens. In the bar running along the top of the screen,
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you’ll see a menu selection with comfortingly familiar menus like “File,” “Edit,” etc.,
among other not-so familiar names. Directly below the menu bar is another bar
containing customizable options and settings for any of the tools selected in the left
hand toolbar. Along the right hand side, you’ll encounter a whole mess of potentially
confusing little boxes and windows. For this lesson, we’re only going to focus on two
of them, two tabs called: the History palette and the Layers palette.

Practice Activity: Take a Photo, Make a Mess

Note to teachers: It is recommended to use a projector to demonstrate the
following tools while giving these detailed explanations.

Photoshop is what you make of it. You can be as creative with it as you want to be.
The following lesson is by no means a comprehensive guide to its tools, simply a
brief overview to some of the more generally useful ones.

Selection tools
Most photo manipulation begins with a selection. Experiment with some or all of the
following ways to make a selection:

Marquee: Forms the shape (rectangle, circle, ellipse) you choose around the area to
be selected.

Lasso: Draws a line around the area you want to select—click and drag the line all
the way around. Let go to finish the selection.

Polygonal and Magnetic Lassos: Don't need to be dragged—just keep clicking
around the perimeter of the selection. The polygonal lasso draws straight lines
between points while the magnetic lasso will attempt to conform itself to the edge of
what's being selected. To finish the selection, double click or click on the first point.

Magic Wand: Selects everything around it that's of more or less the same color—

useful for taking out a solid background. Changing the percentage of "tolerance" in
the toolbar sets how many colors it will select.
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» Using copy (or cut), paste, and the move tool, you can move these
selections around as you will.

e Zooming in (the magnifying glass tool) will help you make a more
accurate selection.

e Remember you can always use the eraser to eliminate parts of a
selection you don’t want.

e Check the bar directly above the workspace, where you see the icon of
whichever tool you have selected, for more options. For example:
adding and subtracting from a selection with selection tools (you can
mix and match - hugely useful for Lasso).

e Always make sure you are on the correct layer before attempting to
modify it.

Working with Layers

Layers are wonderful because they allow you to modify a certain part of your
photo without disturbing the rest of it. The frustrating thing, as mentioned
previously, is always making sure that you have the correct layer selected before
attempting to modify it.

There are all kinds of fun things you can do with selections and layers. Start with
playing around and experimenting with filters, conveniently located in the Filter
menu. Liquify is an especially great one, containing sub-tools like bloat, pucker,
ripple, etc. that allow you to bulk up some biceps here, trim a few inches off a waist
there, give someone a creepy, distended eyeball over here - you get the idea. Keep
poking around under the menus - you'll find color, lighting, and transformation
options as well. It's all about experimenting. And the great part? If you don’t like
what you did, delete the layer and start again (for this reason, having duplicate
layers is recommendable - you can find this option under the Layer menu).

Have kids create a new layer and play around with the paint tool - watch as you
magically erase that mustache painted on their favorite PCV’s face without damaging
the original photo. You can also create a text layer by selecting the text tool and
clicking anywhere on the photo - Photoshop automatically enters your typing into a
new layer.
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The Clone Stamp Tool

This is a fun and extraordinarily useful tool, perfect for removing (or adding)
blemishes, fixing backgrounds, removing objects or people from photos, etc. To use
the clone stamp, select its icon in the left-hand toolbar and, holding down the Alt key,
click the area you'd like to use as “ink” for your stamp. Let go of the Alt key and click
in the area where you'’d like to place the stamp. Repeat.

as well as possible.
Example: trying to
cover a pimple on the
shadowy part of the
jaw with a bright
selection from the
cheek won't work out
so well.

Don't try to drag it like

frequently reselect
a paintbrush - it really

what you're stamping

works more like a
stamp.

- it works better and
looks more natural.

The History Palette

After doing all this cool stuff with selection tools and layers and filters and whatnot,
it’s kind of cool to go look back over what you’ve done. The History palette is the
little magic window that allows you to do so. It also allows you to undo changes you
didn’t want to make. Clicking on any action listed in the History palette will
temporarily undo all actions after that point. Keep this example in mind: You have 5
actions in your history palette. You return to action 3, and once you use another tool
(like the clone stamp), you will lose original actions 4 and 5 from the history palette.
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Introduction to Community Activity

Photo Studio for a Day

Set a day to set up a “photo studio” for the local community. Consider doing family

portraits, pictures of kids, graduation pictures, glamour shots, or whatever you think

will most appeal to your community. As a fundraiser, sell CDs of their photos or
charge for printing. Advertise accordingly.

e How can we get rid of this blemish?

* How can we make this person’s teeth whiter?

* How can we adjust the tint of this photo so it’s not so yellow?

e How can we shrink this person’s arm fat?

e How can we up the contrast or the brightness?

* How can we add text or a creative border?

e How can we cut out that person making a face in the background?

e How can we cut out these people and stick them on a different
background?

Have the kids bring in photos on a USB if they can (or provide some, or have them
look some up online). Give them plenty of time to experiment in Photoshop.
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(IN THE COMMUNITY... ]

Preparation

Tip: If you have a photo studio in town, consider visiting, observing, and asking
advice about the process.

For your own photo studio, make sure to prepare these items:

o

@)
@)
@)

Schedule available time in the Lab

A digital camera with a cable to transfer photos

A place for your subjects to pose. We recommend indoors. Use props.
An available mirror for last minute primping

Assign jobs:

@)
@)
@)

o

Photographer

Photo editors (also responsible for keeping digital files well-organized)
Coordinator of Clients (schedules customers’ fixed amount of time with
photographer)

Finance Manager (collects money)

After the shoot is over, take a trip to the local photo printer and make sure clients get
their photos in a timely fashion.

e What was the hardest part about editing these photos? How did
you deal with it?

* Which tools did you find most useful?
e [s there anything you would do differently next time?

e What are some other ways we could use Photoshop to benefit our
community?

46



Like you've never seen it before

[BY THE END OF THIS SECTION, YOUTH WILL BE ABLE TO: }

e Use MS Powerpoint as a dynamic teaching tool
» Develop Powerpoint presentations with informational slides

e Present in an energetic, interactive way

[IN THE LABORATORY... J

e Agenda
e Introduction to MS Powerpoint

e Practice Activity in Powerpoint
» How to make Powerpoint exciting (while still informational)

e Explain Community Activity
* Free time to work on presentation for community
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Introduction to MS Powerpoint

Microsoft Powerpoint is a program to create presentations, which are made
with different slides that have text, pictures, and/or charts.

On the top of the screen, you can change the design and details of each slide. On the
left side of the screen, you can different slides in your presentation. To add a new

slide, go to Insert » New Slide.

Practice Activity: Personal Presentations

San Juan, Sl a
+Tiene una .esEoia V. tres hijos
(g p
+Cuandoiera joven,iqueria ser
pelotero

‘Igl fundo una
organizacion
para jovenes
en riesgo
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Show the example Powerpoint and presentitin a
dynamic fashion. Interact with the audience by
asking them what their favorite Daddy Yankee song
is. Then within the program, explain the concepts
of:

o Text Boxes

o Adding Pictures

o Adding Objects

When making a Powerpoint for a presentation it’s
important to only write the key points on slides.
The presenter is the one who will explain the
points in finer detail. The slides are there for
reference and to visually reinforce the information.

The Presenter is the most important part of a
Powerpoint presentation. A presenter should not
read directly off the slides. You should practice
beforehand to be familiar with the information so
that you can present in an energetic manner while
interacting with the audience.

Students are to create a 3-slide presentation about
his or herself. Choose one or two students to
present to the class when everyone is done. Talk
about what was engaging or dynamic about their
presentations and presentation skills.



e Make eye contact with your audience
* Be excited! No monotone voices!

e Don't read directly off the slides

e Include chances for audience members to participate in the presentation. Use

dinamicas when possible.

e Make sure your audience knows why this information is important to them.
They will pay better attention if the presentation directly relates to their lives.

¢ Occasionally move positions while presenting but make sure not to fidget and

distract from your information.

Introduction to Community Activity

Dynamic Powerpoints about Important Health Topics

Arrange times in or outside of class to present health education Powerpoints to High
School Classes or interested parties. Preventative health measures are important
because people should have the correct information about how to protect
themselves against certain diseases. It is easier to prevent a disease than to cure it.

Divide students into groups of three to four and
allow them to choose different topics on a
pertinent health issue, such as:

e HIV/AIDS

e Dengue or Malaria

e Health problems related to water quality

e Any STI

e Diabetes

Why should an ICT Youth Group be
presenting information on Health?

Because giving back to your
community and its members is
important. ICT can enhance
community service.
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» Title Slide with names of Presenters
e Agenda for the Powerpoint

e Definition of Disease

e How you get the Disease

e Symptoms

e How you treat the disease, if possible
* Prevention Skills

e Review

Allow groups to work on their selected health topics for the remainder of the lesson.
Find information on Encarta or reliable Internet sites. Presentations should not
exceed 5 minutes. Each group member should contribute to create the presentation
and each should have a part in presenting the presentation. Make sure that students
take time to practice presenting so that they are not reading directly off slides.
Volunteers should check each Powerpoint for acceptable content before
presentations.
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[IN THE COMMUNITY... ]

Presentation

Students should arrive 15 minutes early to allow for practice presenting.
Before beginning the presentations, explain the purpose of creating the powerpoints.
Presenters should be engaging and exciting. After each of the presentations, have
time for questions from the audience.

Discussion Questions

e Did the Audience seem interested? Why or why not?
e What is the hardest part about presenting?
» Do you wish your teachers used Powerpoint as a dynamic teaching tool?

e What other beneficial topics could you present to the community that
would directly relate to people's everyday lives?
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MOVIE MAKER:

Action!

[BY THE END OF THIS SECTION, YOUTH WILL BE ABLE TO:

e Explain the 3 Act structure for documentary films
« Use effective interview techniques

e Use a video camera/digital camera

e Import images, audio, and video to the computer
e Create a short video using Movie Maker

[IN THE LABORATORY...

e Agenda
e Define: Story and Documentary film
e Tips on how to be an effective interviewer

e Teach how to film (shoot) video of people, places
and things

e How to import media into the program
e Working with Movie Maker!

e Create new project

e Save files

e Put your story on the editing line

e Editing techniques

 Create titles
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What is a story?

A story is a message that tells the particulars of an act, an occurrence, or a course of
events. Everyday we hear stories and tell stories. When you tell your parents what
you did at school or when you tell your friend about your birthday party, you are
telling a story. In most stories the basic information of who, what, when, where and
why is woven into the story.

Practice Activity

Go around the room and have the students tell a story about what they did
yesterday. Concentrate on who, what, when, where and why.

Movies, plays, commercials, television shows and documentaries often tell a story.
During this class we are going to focus on telling a story via the medium of
documentary. Documentary film is based on the attempt, in one fashion or another,
to document reality.

Check out:
http://www.youtube.com/user/encargadosdelfuturo

These are short documentary films made by Dominican youth about their
communities for the Encargados del Futuro conference. Discuss with your youth
about the things they did and didn’t like about the films.

3-act structure for Documentary films

Documentaries should include a beginning, a middle, and an ending. The beginning
of a documentary should introduce the place, characters, and the main topic of your
film. In the middle, we take a more developed look at the material. Use anecdotes
and interviews to allow the viewer to gain a more intimate understanding. For your
ending, provide a brief summary and personal conclusion about your subject.

Example: Youth in El Limén, Samana decide to do a documentary about their
waterfall. The film begins with a youth in front of the waterfall explaining its location
and some brief facts about the fall. The film transitions into interviews from local
townspeople and guides for the waterfall, explaining their perspectives and
opinions. Returning to the shot in front of the waterfall, the youth provides an
insightful conclusion describing the valued role of the waterfall in town.
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Being an effective interviewer

1. Ask open-ended questions so that the interviewee can elaborate on the question.
Open-ended questions cannot be answered with a yes or no.

Example:

Open-ended question: What was it like growing up in Baitoa?

Closed question: Did you like growing up in Baitoa?

2. With your questions written down, have a pre-interview with the subject so that
he or she is prepared to give coherent answers.

3. The best thing you can do while interviewing is to truly listen to your subject. In
addition to your prepared questions, ask questions related to interviewee’s answers
for clarification.

Teaching how to film (shoot) video of people, places and things

Filming your subject - Think about how you want to portray your subject. If he is
a policeman, do you want him wearing a uniform? If she is a schoolteacher, would
you like to film her at the school? Location, wardrobe, and placement within the
frame of the camera tell small yet important details about your subject. Shoot your
subject outside with natural lighting and in a quiet place because aside from making
your film look good, you also want it to sound good!

When filming outside or on a porch, make sure the camera is on the same side

as the sun. You want your subject to be looking toward the light (aka: the camera)
because this will prevent annoying shadows. Pause the interview when motorcycles
or loud cars drive by so that the sound does not drown out the interviewee. Ask the
subject to repeat the last few sentences and continue with his or her story.

No one wants to see just talking heads, so an easy way to make the movie fun is to
add shots and/or photos of your town. This is called B-roll or B-footage. Filming your
town (B-roll) is fun! This project will have you showing the best and most unique
things about your town. Make sure you keep the camera still and steady. Do not
move the camera too fast. Pretend you are in slow motion the whole time you are
filming. No one wants to get motion sickness when watching your film.

Please note that a video camera is not necessary to film. Most digital cameras have

the option to capture video. Although the quality is not a good as a video camera, it
will be fine for this project.

54



Ty

e Think about what and how you want to film
e Write your interview questions down before the interview

e Start recording 5 seconds before you want the scene to begin
and 5 seconds after the scene ends. These are called tails, which
are useful in the editing process.
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Movie Maker Interface

The Windows Movie Maker user interface is divided into three main areas: the menu
bar and toolbar, the panes, and the storyboard and timeline.

« The menu bar and toolbar: Use the menu commands and the toolbar to
perform a wide variety of tasks in Windows Movie Maker.

« The panes: Use the Collections pane to view your collections, and use the
Movie Tasks pane to perform common tasks when editing a project and
making a movie.

* The storyboard and timeline: Use the storyboard or timeline to work with
clips in the current project.
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Import images, audio, video into the program

¢ Open Movie Maker on your computer

e Save the movie maker file as your movie title in a location on
your computer that you will remember, such as the desktop.

e Now that you have your project ready, let’s start by
importing video!

« Follow the instructions after clicking Capturar desde
dispositivo de video. Remember to save. The steps for
importing photos and music are the same.

Coleccion: Colecciones
Ol’lCe you have the fOOtage in the Arrastre un clip y suéltelo en el guidn gréfico de

bajo.
collection area you can click and drag the e
selected clips into the Guion grafico or escala de
tiempo. Now, it’s time to edit your clips.
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Editing clips

You have several options for editing clips:

Splitting a clip. You can split a video clip into two clips. This is useful if you
want to insert either a picture or a video transition in the middle of a clip. You
can split a clip that appears on the storyboard/timeline of a current project,
or you can split the clip in the Contents pane.

Combining clips. You can combine two or more contiguous video clips.
Contiguous means the clips were captured together so that the end time of
one clip is the same as the start time of the next clip. Combining clips is useful
if you have several short clips and you want to view them as one clip on the
storyboard/timeline. Similar to splitting a clip, you can combine contiguous
clips in the Contents pane or on the storyboard/timeline.

Trimming a clip. You can hide parts of a clip you do not want in your project.
For example, you can trim the beginning or end of a clip. Trimming does not
remove the information from the source material; you can clear the trim
points to return the clip to its original length at any time. Clips can only be
trimmed after they have been added to the storyboard/timeline. You cannot
trim clips in the Contents pane.

Using video transitions, video effects, and titles

You can enhance your movies by adding different elements to your movie, such as
the following:

Video transitions. A video transition controls how your movie plays from
one video clip or picture to the next. You can add a transition between two

pictures, video clips,
titl . (ransiciones de video
or titles, 1n any Arrastre una transicidn de video y suéltela entre dos clips de video en el guidn gréfico de abajo.

combination, on the ~

storyboard/timeline. V‘ Lo L
The transition plays N 0 A
before the one clip

ends and while the
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other clip starts to
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Using video transitions, video effects, and titles (cont’d)
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Video effects. Video effects let you add special effects to your movie. A video
effect is applied for the entire duration that the video clips, picture, or title
displays in your movie. You can add any of the video effects that appear in the
Video Effects folder in the Collections pane.

Titles and credits. Titles and credits let you enhance your movie by adding
text-based information to your movie. You can add whatever text you want,
but you may want to include information such as the title of your movie, your
name, the date, and so forth. You can change the appearance of the title or
credit, in addition to changing the title animation, which determines how
your title or credit displays in your movie.

cscriba el texto del titulo Atenuar y resaltar
Haga clic en 'Listo’ para afiadir el titulo a la pelicula.

i

0:00:03.47 / 0:




[IN THE COMMUNITY... }

My Town on the Big Screen!

What is culturally interesting about your town? Culture can be anything from a high
school dance group to your Patronales or even your nationally recognized cheese
factory. In groups of 3, pick a unique aspect of your town to share with the world.
Have a brain storming session. Think about people you would like to interview and
what type of B-roll you will need to film. Go out and shoot your footage. Then come
back to the lab and make your short documentary (5-7 minutes).

When all the editing is done, plan a screening in town to show your community what
you’ve made. Send your documentaries to the National Board and you might see
them on YouTube!

e Is film-making easier or harder than you thought? Why?
e Did your cultural theme inspire pride in your audience?
e Do you think movies are a good way to communicate ideas?
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EDUCATIONAL SOFTWARE:

We will learn; the computer will help us.

[BY THE END OF THIS SECTION, YOUTH WILL BE ABLE TO: ]

e See the value in Educational Software
e Know how to access, install, and run Educational Software
e Use the software in an educational setting with the community

[IN THE LABORATORY... J

e Agenda
e What is educational software?
e Why is educational software a valuable teaching tool?
e Where should I get educational software?
* Practice Activity: matching educational software with classes
e Explain Community Activity

What is educational software?

Educational Software consists of computer programs that help students learn
a material by providing interactive practice. You may be most familiar with the
educational software, Encarta, which serves as a digital encyclopedia along with
educational games and videos. In addition, we can use the computer to practice
languages, reading, geography and even mathematics.
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Why is educational software a valuable teaching tool?

The richest learning environments evoke audio, visual, and kinesthetic
components. Audio is what we hear, so when our teachers read notes out to be
copied, we use listening skills to comprehend. Visual is what we see. Teachers
writing notes up on the board to be copied allow us to use our visual learning skills.
Kinesthetic learning allows students to use physical movements or practice to learn.
Many educational programs appeal to all three learning techniques: students hear
lessons by watching videos or hearing words or numbers, students read material on
the computer screen, and thirdly, students are engaged in unique interactive practice
specific to the program. The following saying is a great way to remember the
importance of using all three learning techniques: “If | hear it, [ forgetit. If [ see it, |
remember it. If [ do it,  understand it.”

The most important part of learning is practicing, which should make up the
majority of a lesson plan. Therefore, integrating ICT into the classroom, through the
valuable tool of educational programs creates interactive classes where students are
learning and retaining more.

Where can | get educational software?

Refer to the “Necessary Materials for EAF Groups” Folder. The Anti-Virus
Session provides a model of how to install programs. If you have Internet available,
the following is a list of websites where you can play educational games online:
www.pipoclub.com, http://childtopia.com/index.php?newlang=spa,
http://www.juegosarcoiris.com/. This site has a comprehensive index of websites:
http://www.internenes.com/programas/.

Practice Activity: Using interactive software in the classroom

Possible Prep Work: Have your installation files ready. Install Daemon Tools to
mount ISOs, make sure the internet is working well in the lab.

In groups of two, have your Encargados del Futuro pick different subjects in school
(or you can assign them subjects). Have them find educational software pertinent to
their subject. This will be a great way to practice Internet searches learned
previously.
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Have your students present the educational software that they found to the rest of
the group. Optional: share this activity with the teachers or local community
telecenters to incorporate in classes or activities.

Introduction to Community Activity

The basic idea for this activity is to apply educational software to a learning
environment. The one requirement for the environment is of course that there be
computers. It is also a possibility that you just use one computer with a projector and
have all students involved using the screen. You have free range of what software or
online game to choose from as well. Below is a list of possible projects. After reading
this list or having the group brainstorm alone, start planning the project.

e Literacy Class at the Secretario de Estado de Mujeres: Pipo

e Math Class at an Escuela Basica: online multiplication flash
cards

e Computer class at the local INDOTEL or an Escuela Nocturnal:
Mousercicio

e French class at the Liceo: Rosetta Stone
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[IN THE COMMUNITY... J

Step by step:

1.

Group chooses the program and learning environment, or plan to talk to
the appropriate contact about what would benefit them best.

. Have a youth contact a teacher or organization where you would like to

enhance a class with an educational program. This will involve proposing
the groups idea and talking about logistics such as where and when.

Plan and get permission for the lab and/or IT equipment you will use.

. Youth build the lesson plan. This involves becoming familiar with the

program they will be using. If possible involve the teacher who’s class you
will be working with.

. Teach! (Please be sure to take pictures or video)
. Provide resources for future IT integration in the classroom.

. Pat yourself on the back!

e Did you utilize audio, visual, and kinesthetic compontents in
your lesson?

» Were the students engaged in learning?
e What were some of the obstacles of this community activiity?

e How did you adapt to your students' differing levels of ICT
knowledge?
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[BY THE END OF THIS SECTION, YOUTH WILL BE ABLE TO: J

e Understand and employ the major functions of MS Word for
word-processing

» Use Word to create engaging and informative resumes
e Present themselves in a positive light on paper and in-person

[IN THE LABORATORY... J

* Agenda
e Introduction to resumes
e Resume Activity: What works and what doesn’t?
» Creation of personal resume
e Bonus Activities
e Dramatization
e [nterview practice questions

Introduction to resumes

Ask your students:
o Whatis aresume? What purpose does it serve?
o Who reads resumes?

Your resume sends a message about who you are and what kind of employee you’ll
be. Are you well prepared and organized, or are you incompetent and disinterested?
[t may be just a piece of paper, but a resume needs to communicate all your
qualifications and positive qualities. Each element is important and contributes to a
full representation of you. In the end, your resume determines whether you get an
interview and eventually a job.
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Resume Activity

Let’s pretend that you all are employers. You have a stack this high of resumes to
read and review. It’s your job to pick who stands out and invite them in for an
interview. You are busy people, so you have to decide fairly quickly whether a
resume is worth reading. So, how do you pick? What do you look for?

Break students into pairs or small groups.
Give each group the mock resumes (Fulanita
Luna and Fulana Rodriguez). Ask them to
brainstorm the positive and negative aspects
of the resumes with one another. Have them

professionalism, experience, bear the following questions in mind: s the
organization, hardworking resume eye-catching? Is it informative? Is

this a person they would want to hire?

Come together as a group to discuss the resumes together. From this discussion,
generate a list of resume tips. Discuss:

@)
@)

O

Overall presentation and organization: Is it easy to read and understand?
Inclusion of all main elements: does it include contact information, specific
qualifications, work experience, educational background, and any other
special achievements?

Correct spelling and grammar

Appropriate email address

Including too much personal information: only list interests, hobbies, etc. if
they relate to the job

Development of experience section: Are duties and accomplishments
specified in a dynamic way, or is it merely a list?

Length: 1-2 pages are appropriate: make every word count!

Limit personal pronouns and articles: Do not mention “I” or “me”

Practice Activity in Word

Tell students that they are going to create their own resumes. Have them open word
and type the following information on the page: Name, address, phone number, and
email. Then explain/review:

o

O O O O O O

Justification and spacing of text
Bold, italicized, and underlined text
Font

Bullets

Undo

Thesaurus

Spelling and Grammar
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After students have experimented with these functions, they can begin to create
their own resumes. They should be sure to include: name and contact information,
professional experience, education, and any other special achievements,
certifications, or relevant abilities. Encourage students to share their
responsibilities and accomplishments in an engaging way by using specific
information and action words. You may also want to remind them that they should
have references available on request.

Highlight the fact that resumes are ongoing projects. They can be added to or
modified according to a student’s growing experience or to the requirements of a
given job. Suggest that students include some of the experience gained from
Encargados del Futuro on their resumes.

Choose a few students to share their resumes and elicit feedback from the rest of the
group.

Bonus Activities

Dramatization
Choose two outgoing or theatre-oriented students to act out the interview dialogue
“Tiguere Interview,” included in the digital folder that accompanies this manual. As
a group, decide what went wrong in the skit, and how they can prepare themselves
for success in real interviews. Make “Do” and “Don’t” lists to underscore each point.
Highlight:

* Appropriate dress

* Forgets to bring a copy of his resume

* Complains about former employer

* Late

* Lacking formality (use of tu, lots of slang, slumps in seat, too many jokes)

* Lack of eye contact

* Offers information about personal life

* Doesn’t show responsibility (“se me perdio”)

* Unprepared-hasn’t researched the job, hasn’t thought about answers to

questions, hasn’t thought of his own questions

* Vague

* Lies

* Phone etiquette

Interview Practice Questions

Next, have the students take turns answering mock interview questions. Offer
constructive feedback about their responses, and remind them that practice and
preparation are the keys to getting a job.
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IN THE COMMUNITY...

Preparation

Arrange times in or outside of class to present professional development sessions to
graduating high school students or to other interested individuals. First ensure that
participating club members have completed their own resumes and possess a solid
understanding of Microsoft Office. Ask them to work in small groups to develop a
session that will educate others about creating resumes. They can use a similar
session to the one they received, or can brainstorm their own ideas. Students should
practice at least once for you before the actual event.

—

e What went well in the session?
e What can we improve in future sessions?
e What was the hardest part about teaching others how to create a resume?

e What were some of the common misconceptions about resumes? What
were common technical errors that session participants made?

e Was this a valuable activity? Should we try to arrange more sessions?

Students can also advertise their services to the community at large. Anyone can
make an appointment with a student to work on his or her resume, and the student
offers the service free of cost. If necessary, the person receiving help is responsible
for covering the cost of the computer time and printing. Encourage the students to
keep a copy of the resume they created to review with you.
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Practical Exam

During the 9 core sessions, your Encargados del Futuro group has gained
many different skills and learned a wide range of information while integrating ICT
into the community. To showcase some of their newly acquired knowledge, youth
must create a Powerpoint presentation that reviews specific ICT skills or service-
learning points from each of the 9 sessions. Youth should design their own
powerpoint, but if the volunteer feels it is necessary, students can work in pairs.

Youth should include the information below that relates to each core session. Write
informative titles on slides so viewers of the presentation will understand the
content of each slide. Incorporate digital photos of your youth group, if possible.
Youth may need a reminder of some of this information, so it is recommended to
have a discussion to review key points.

Format for Powerpoint Practical Exam
Slide 1: Title and Name(s) of Youth
Slide 2: Gmail and Facebook Session
 Explain one benefit of using an online community like Facebook and one
precaution to take while creating your profile
Slide 3: Searches Session
e Write the definition of “keyword” in your own words
Slide 4: Publisher Session
e Design a flyer for a Bachata dance-off
Slide 5: Anti-Virus Session
 Explain 3 different ways to prevent viruses on your computer
Slide 6: Photoshop Session
e Use Photoshop to transform a photo however you like. Include the
original and your modified version
Slide 7: Powerpoint Session
 Explain the importance of preventative health education
Slide 8: Movie Maker Session
 Brainstorm 4 new ideas for cultural documentaries in your town
Slide 9: Educational Software Session
» Respond to the question: How can ICT enhance learning environments?
Slide 9: Word Session
» State 3 qualities of a good resume
Slide 10: What was your favorite part about this group so far?

Present the powerpoints to the whole group, and discuss positive aspects about
each. Point out to youth group members that they have learned and achieved a lot by
finishing the core sessions. Now is the time to switch modes and focus on a long-
term project!
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LONG-TERM PROJECTS

Now that your group has completed the core sessions, worked to integrate
ICT in the community and passed the Practical Exam, it is time to take on a long-term
project. These projects allow youth to apply their ICT skills in a long-term
commitment aimed to benefit the community. We encourage you to adapt these
projects in a way that fits your group best. For example, you can use the training
found in the Newspaper Project to publish a Literary Magazine. We also recommend
involving other youth who can support your Encargados del Futuro group. While
your group will form the core staff, additional youth and interested community
members can take on different roles, such as reporters or photographers. The more
invested your community is in your long-term project, the more sustainable and
successful it will be. Below are brief examples of each of the three long-term
projects: Yearbook, Newspaper, and Website.

Yearbook

A Yearbook is a place to celebrate and commemorate memories of a year
gone by. Every student, teacher, club, or activity has a place and a picture. In years to
come, you can flip through the pages of your Yearbook and remember how young
you all looked and how silly Fulano looked with that hairdo.

Yearbooks require a dedicated staff of youth willing to be leaders and hard
workers. Staff will meet regularly and complete tasks outside of meetings. The
project requires an advisor who will help guide, oversee, and mentor youth. This
advisor should be interested in working with youth, willing to make the time
commitment, and have knowledge of the software used to layout newspapers. We
recommend liceo teachers, local lab facilitators, or even professionals in town.

The software required to layout a Yearbook will be provided to the group, as well as
training material on how to use it. Youth will also need to build a plan to finance the
printing of the yearbook and raise money to pay for it. Tools for fundraising are also
found in this manual.
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Newspaper

Newspapers play a valuable role in society. They can uncover scandals, report
affairs, and tell us who won the baseball game last night. Listin Diario, Hoy, and EIl
Caribe are a few examples of the national newspapers we read everyday.
Communities, universities, and even high schools can also publish newspapers that
reflect their unique news. High school newspapers can cover stories about new
teachers, the volleyball team’s win, an upcoming Reaggeton Competition, or a
spotlight interview with a student.

The dedicated work that goes into creating a newspaper requires a staff of youth
willing to be leaders and hard workers. Staff will meet regularly and complete tasks
outside of meetings. The staff should identify an advisor who will help guide and
oversee the newspaper. This advisor should be willing to make the time
commitment, interested in working with youth, and have a knowledge of the
software used to layout newspapers. We recommend liceo teachers, local lab
facilitators, or professionals in town.

As mentioned, building a newspaper requires learning the required software. This
software as well as training materials are provided. Youth will also build a plan to
finance the publication of the newspaper that will involve finding a printer and
raising money to pay for their services. Tools for fundraising are also found in this
manual.

Website

Creating a website can introduce your group or community to the world. The
Internet allows us to network with youth in our own communities, across the
country or even in New York. Connecting with youth, schools, and towns across the
globe has never been so easy using personal websites called blogs. These blogs give
you a platform to express a theme that is important to you. A theme could be life in
your community or your school, cooking, patronales, etc.

It is a requirement for this project that your computer lab have Internet access. This
project also requires a dedicated and hardworking staff of youth who will meet
regularly and work outside of meetings. Youth should identify an advisor who is
internet/blog savvy and will hold them accountable in their work. In this manual you
will find a guide for creating a blog using blogger and how to form a blog staff.

70



[BY THE END OF THIS SECTION, YOUTH WILL BE ABLE TO:

e Define characteristics of a good leader
» Create a vision statement and goals for the long-term project

{Agenda

e Discuss qualities of different leaders

 Leadership and teamwork activity

» Develop a vision statement for the long-term project
e Create goals for the long-term project

e Review

Analysis of Different Leadership Styles

What is a Leader?
Aleader is a person who influences a group of people to achieve a common
goal. A leader can also be someone who governs, guides or inspires people.

Why is it important to have quality
leadership for a long-term project?

e To maintain the basic infrastructure of the group and create realistic goals
 To keep the group united and motivated to achieve their goal

» To overcome and guide the groups through challenges faced to the project
 To have a visible figurehead for the general public

 To ensure the sustainability of the project by fostering leadeship among
others in the group
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Ask group members to discuss leadership qualities (either positive or negative) of
each of the following:

DARACK RAFA ON *1D
OBAMA TRUJILLO FERNANDEZ CASTRO

Leadership and Teamwork

Leadership is necessary for the success of a project, but teamwork is equally
as important. A leader must relate and connect with the members of the team. A
leader should include all members of the group and take into account their hard
work and opinions. Inspiration and motivation are key assets for a leader.

Leadership and Teamwork Activity

Divide into groups of 4-5, and assign one member of each group to be the
leader, who is the only one able to talk during the activity. Blindfold the other
members of the group. Give a puzzle to each group. If you don’t have access to a
premade puzzle, prepare one of out of paper before the activity. The leader should
give instructions to their group members to complete the puzzle while blindfolded.
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e Was is difficult to be the leader?

« Did the leader of your group give positive feedback, like "You're
doing great!” or did they use negative ways of talking to their
group?

e What would you do differently next time?

¢ As a blinfolded team member, was it frustrating not being able to
talk?

* How does this relate to working in a team in real life?

Vision Statements

A vision statement describes the ideal image of your project in the future.
How can you put this in words? What do you want your project to look like? A vision
statement is useful to inspire and motivate group members to move in a common
direction.

Example: Vision Statement of SEE

e Lograr que todos los Dominicanos y Dominicanas tengan acceso
a una educacidn pertinente y de calidad, asumiendo como
principio el respeto a la diversidad, fortaleciendo la identidad
cultural; formando seres humanos para el ejercicio de una vida
activa y democratica, generando actitudes innovadoras y
cambios en la sociedad y garantizando una calidad educativa
que asegure el desarrollo sostenible y la cultura de paz
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Create a Vision Statement for the Long-term Project
There are many different ways to start a vision statement. Here are some ideas.

{Openers for Vision Statements J

* We envision a world where...

¢ One day, we hope to live in a community that...
¢ We wish to create...

e Our committe strives to build a place where...

Whether a newspaper,
yearbook, or website, think

Yearbook Project about what you want to
) ) achieve with this project.
» We hope create a yearly_pubhcatlon Describe the ideal situation
that records the memories of students  ,fyour project in the
through thoughful words and photos. coming years.

Goals for the Long-Term Project

Goals are realistic aims and ambitions for your project. They are long-term
results that help you towards your vision statement. They do not include specific
actions; we will do more detailed planning in the next session. Take this time to
create goals for your long-term project.

LExample Goals for a Yearbook Project

e The Yearbook Staff will create a quality, annual publication for the student
body

¢ The Staff will introduce new members each year to ensure sustainability

neview

e List at least 5 quailities of a good leader.

 Explain the relationship between leadership and teamwork.
e What is the purpose of a vision statement?

* How are goals different than a vision statement?

e Why is it important to have goals?
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)

PLANNING AND FUNDRAISING:

If you fail to plan, you plan to fail

[BY THE END OF THIS SECTION, YOUTH WILL BE ABLE TO: J

 Explain the importance of sustainability and identify the key
components of successfully maintaining a long-term project.

« [dentify local resources, as well as the community's needs and
interests, and develop a detailed plan for a corresponding project.

e Create and implement an effective fundraising strategy.

[Agenda J

e Sustainability: why it's important that the project be sustainable
and questions to consider about the maintenance of said project.

e Planning: breaking down the goals established in the leadership
charla into smaller steps and sketching out the beginnings of the
long-term project plan.

e Fundraising: analyzing an example scenario and planning a practice
fundraising activity
e Implementing strategies: brainstorming their own fundraising ideas

and identifying the ones that would work best in their particular
community.
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Sustainability

What does it mean for something to be sustainable?

Dictionary.com defines sustain as "to keep up or keep going, as an action or
process.” For something to be considered sustainable, it must be actively
maintained over a long period of time. What are some activities in our daily lives
that require maintenance?

o Brushing your teeth (can you brush your teeth just once and then they're

clean forever?)

o Washing dishes
Doing laundry
o What are other examples?

O

Why is it important that our project be sustainable?

Imagine this situation that is not sustainable: 10 Liceo students start a
yearbook project, and after two years of successful publications, all 10 students
graduate and move to the capital for University.

Now, imagine this very sustainable situation: 10 Liceo students start a
yearbook project, and after their first successful year, the group recruits 5 new
members that are in the grade below them. When the original 10 students graduate,
the group recruits 5 more students to help with the publication. Not only do more
students learn about how to publish a yearbook, but also the staff is actively
maintained by including new members.

If your project is sustainable, it serves your community for a much longer
time, and a newspaper, website, or yearbook is a great way to document the history
of your community. Imagine being the founders of something that people are still
reading ten years from now!

How can we make sure that our project is sustainable?

Consider these questions:
o Whatresources are available?
o What are your community's needs/wants?
o What project would the community be motivated to continue?
o How will the project be maintained once the original group and the PCV is
gone?
Who will maintain it and how will you find these people?
How will it be funded?

o O
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Planning

Coffee Dinamica

What are the steps of making coffee?

Find or draw these pictures: planting coffee, a watering can, the sun, time,
harvesting coffee beans, roasting coffee beans, grinding coffee beans, water (for
making coffee), a greca, a stove, a coffee cup, milk/sugar.

Mix the pictures up and have the youth put them in order.

*

e What was the hardest part about this activity?

e How important is it to make sure all the steps are in order?

e Can I start with by planting coffee and get a cup of coffee in just one step? Why
not?

o If I skip any one of these steps, will I still end up with a good cup of coffee? Why
or why not?

e How does this apply to planning our project?

How can we develop a successful and sustainable plan for our project?
Bring out the list of goals that you made during the Leadership session and
have the youth talk about them.

Work through these questions to make your plan:
o If we were to plan these goals out like the coffee exercise, what are the steps
that we would have to take?
o Whatis the first step? When will we take it?
o Who's going to be responsible for each step? Why is it important to have
somebody be responsible for each step?
o What materials do we need to reach our goals? How and where can we get
them? What resources in the community can we use?
o Who is responsible for getting the materials?
How can we ensure that our project will be sustainable?
o How are we going to fund our project?

O
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Fundraising

Set a specific financial goal, even if it's just a rough estimate. You could even
have your kids draw a fundraising "thermometer"” to help motivate them.

Fundraising Dinamica

Imagine your center needs to buy headphones for a language program and
there isn't enough money. You put your heads together and decide to have a movie
night. You putit on in your center, so you don't have to rent a space. You print a
flyer for RD$10 and make 50 copies of it at RD$2 each. You buy three pounds of
popcorn at RD$12, six two-liter bottles of soda at RD$50, 100 bags at RD$15, and
three packets of cups at RD$40. Sixty people buy tickets to come and you charge
RD$15 each. You sell 85 bags of popcorn at RD$5 and 120 cups of soda at RD$10.
How much money have you made? If the headphones cost RD$200 and you need 20
sets, have you made enough money? Income minus costs equals your total profits.

Income: tickets, popcorn, soda
-Costs: flyers, popcorn, bags, soda, cups

= Total profits

Now that we know that we haven't made enough money to buy all the headphones
we need, how can we raise the rest of the money?

Plan out your idea: write down everything you need and what it will cost, then write
down the prices you'll charge for everything like in the activity above. How many
people do we need to participate and how much should we charge to make it work?
Use the strategies and fundraising ideas in the rest of this section to help plan a
successful fundraiser.

Some fundraising strategies

Create a fundraising team

o Have youth make a list of people who would be interested in working on the
project (teachers, community groups, local politicians, other students, church
groups, etc.) and meet with them.

o Delegate responsibilities and assign specific tasks to specific people.
Everybody doing small tasks together is much stronger and more effective
than one person trying to do one big task alone. Be specific and maintain
good communication with everybody.
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Plan ahead

o

O

Be conscientious of the types of activities you choose to do and the dates on
which you choose to do them.

Plan each activity thoroughly. Think ahead about exactly what you need and
what preparations need to be made.

Plan for success, but be prepared for failure, just in case.

Use available resources

What are the resources available in your community? The more you can take

advantage of local resources, the less you have to spend of your own profits, so use
them wisely. Think about:

o Organizations/people that might donate money or supplies

o Organizations/people that might be willing to collaborate on a specific
event

Local artisans

A projector - how about a movie night?

Sports teams - organize a tournament

The local discoteca

O O O O

Some ideas for fundraising events:

o

Potluck/Bakesale/Fair: An event (sometimes including a dance) in which
community members prepare and donate food and beverages to sell. You can
sell different sizes of plates for different prices. It's also a good idea to ask for
donations from larger companies like Bon, Nestle, Pollo Rey, etc. The fairis a
very popular fundraiser and is generally pretty successful. Remember to
announce it enough time in advance.

Jeans/Casual Day: One of the easiest fundraisers you can do. It's simply a
day in a school or high school where kids have the option of paying five pesos
(or however much you choose) to come to school either in street clothes or in
a specific color.

Dominoes tournament: Can be individual participants or pairs. Each person
or group must sign up beforehand and pay a fee. Consider handing out
participation certificates, prizes, etc. Make sure to establish some ground
rules before you begin (for example, no drinking alcohol).

Concerts/Live music: Many communities have some sort of community
center or space where you could put on a live music event. This is especially
great if you can feature local music. Sell tickets and advertise in advance.
Raffle: This is the most common fundraising activity in the Dominican
Republic. You can either buy prizes (whether it be using the money from the
tickets) or see if you can get them donated. Each member of the group must
commit to selling a designated number of tickets. Emphasize to them that
they are NOT to give a person a ticket if they don’t pay up front. Liken it to a
receipt for something: if you don't pay, you don't get your receipt. End of
story.
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Special dinners: Sell tickets for a meal that can be prepared by a school or
community group. Each member of the group donates their time in making
different dishes. Choose something special that people don't eat frequently,
like goat or sancocho, or something else special to the region.

Dances: Dominicans love to get their dance on! Some discotecas will either
rent or donate their space to support local activities. One way that many
people organize this is that all the revenue from the drinks sold goes to the
owners of the discoteca, but the money from the tickets goes to the group.
You could even have a dance competition and give out a prize.

Movie night: Very few communities have a movie theater, so movie nights
can be very popular. The best way to pull this off is with a projector, a sheet,
and a big space. Sell tickets for at least 10 pesos. You could do a series of
movies in your site, and you could also show short educational films in lieu of
trailers to make it an educational event as well. Selling popcorn and any
other refreshments will bring in even more pesos. An alternative to a regular
movie night is a "Bad Movie Night," in which attendees have to pay to get out
rather than to get in.

Roadblock: Simply stretch a rope or a chain across the street and act as a
sort of toll booth, asking for donations to let people pass. It's important to
have a large, easily legible sign that explains the reason you're doing the
roadblock. Avoid places where the traffic is very dangerous.

Sports day: Invite members of the community to participate in a
competition/tournament of some sport: baseball, softball, volleyball,
basketball, etc. Charge an entrance fee for each group or participant. As with
any competition, make sure you establish the rules first and encourage a
sportsmanlike attitude toward fellow participants.

Trips: It can be a day trip to the river or to a beach. Find a driver willing to
provide their services for the day and charge enough from each participant to
cover the cost of gasoline, the driver and to make a profit. Each person will be
responsible for his or her own food and drink.

Games day: Set a day and pick a place (schools and community centers work
well). Charge at least 10 pesos at the entrance and have the location divided
up into different areas with different games (this could be by age group, by
type of activity, etc), with one or two people in charge of each area. Kids can
play for as long as they want.

Marathon: This is an effective one if you have a local radio or TV station
willing to help you out. Get together local talent (people singing, dancing,
painting, training parrots, whatever) and spend an afternoon promoting
whatever it is for which you're raising funds, having people call in and make
donations.

T-shirt/bracelet/school supplies/etc. sales: The only downside of this one is
that you have to already have some money in order to make it work.
However, it's generally pretty successful and is a nice sort of memento.



o Balloon prizes: Very simple - people pay to pop balloons with slips of paper
inside them to find out whether they've won a prize.

o Old jewelry sale: A great opportunity for everybody to get rid of their old
jewelry and find some treasure in someone else's trash.

o Auction/silent auction: You can run this one like a yard sale and have people
donate things. You could also have a themed auction, like an art auction, with
arts and crafts made by your youth.

o Gift-wrapping and other holiday-related gift ideas: Flowers for Valentine's
and Mothers' Day, holiday greeting cards, etc.

o (Calendars: Great around the end of the year - use pictures from around your
site. Make sure you start putting it together several months in advance.

o Bingo Night: Gather bingo players and charge an entrance fee. The person
with the most “bingos” at the end of the night wins 100 pesos. The group
keeps the rest of the money.

o Talent competitions: Lip-sync, singing, dancing, variety, etc.

IMPORTANT: Once you and your youth have decided which project to pursue

and have created a plan, please submit them to the national board
(encargados.del.futuro.dr@gmail.com) for feedback. Thanks!
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[t is important to celebrate and remember our past, and with a Yearbook you
can do just that. With this project, your Encargados del Futuro group will be in
charge of creating and publishing a yearbook for your community to enjoy. Even
though this guide is written for a student audience it can easily be adapted to be
used in a community. To see a Yearbook done by a previous ICT youth group, refer to
the “Necessary Materials for EAF Groups” folder.

There are many types of software available to layout or create the pages of your
yearbook. This project will use the Microsoft Office program, Publisher; however,
you are encouraged to use the software that suits your group best. If your youth are
particularly advanced, consider using InDesign.

Yearbooks are organized in sections that highlight and record different sets of
people, activities, or events. Below is a list of sections typically used. Feel free to
modify, add, or take out sections as you see fit.

« This section holds pictures of groups of people. If your yearbook is for a school,
this is where pictures of each grade would go. If your yearbook is for the whole
community, you could put pictures of each neighborhood here. Superlatives also
fall into this section. Superlatives are titles such as “best athlete”, “most likely to
succeed”, “cutest smile.” Students vote on the classmate they think best fits the
title and the results are printed in the yearbook with the winners’ picture above
their title. This section can also host interviews with specific students, teachers,

and community figures.

e This section can include events like service projects, Model UN competition,
Patronales, or holiday celebrations. Use photo journals or collages with or
without captions. Captions are descriptive texts below pictures. You can also
choose to include content about life, style, popular music, or important events .
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Academics/Education

A section about classes, projects, and more educational aspects of the school
year. If your school gives out academic awards, include the names and pictures of
winners.

Organizations

 Describes student or community organizations that youth are involved in, such
as Defensa Civil, Club de Jovenes, Brigada Verde, Escojo mi Vida, and more. This
section should have a group picture of the organization's members.

Sports

e Team Pictures and action shots from big events.

Dedication/Memorial Page

 This page is where the group can choose to dedicate the yearbook to someone
who has been particularly supportive or someone greatly appreciated by the
school or community. Or it could be used as a memorial page to commemorate
the death of someone.

Signature Page

e This is space for friends to sign or write notes on the hard copies.

How to use Publisher as layout software

Before you open Publisher, you should create a folder for all of your files and
pictures for organizational purposes. This way you will have a space to save all of the
new documents you create in Publisher. In Publisher, you will insert text, pictures,
captions, titles, and more to create a Yearbook.
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If you are using Publisher 2007 and have Internet, you can download a yearbook
layout. Note that this layout is only available in English. If you are using Publisher
2003 or want to start from scratch in 2007, use the Publicaciones en blanco, Libro
plegado option. Make sure that you are in the size of a regular 8.5 x 11 page by going
to Archivo, Configurar pagina. Choose Pagina Completa.

Use the tools in the Panel de Tareas to add disenos, change combinaciones de
colores, fuentes, etc. To add pictures, text, or symbols click on Insertar in the barra
de menus. Another great tool is to use objects from the Galeria de diseno. For more
resources on Publisher, check out aulaclic.com or refer to other PCVs.

Staffing

In order to make this a successful long-term project, you need dedicated staff
members. Here is a list of positions that can serve as a guide in building your staff:

Editor-in-Chief:
o Oversees staff: holds staff accountable for their tasks
o Runs meetings
o Sets deadlines
Layout Editor:
o Implements staff’s vision in the design layout of the Yearbook
o Lays out pages
o Manages files
Copy Editor:
o Edits copy
o Has a back up copy of the yearbook’s files
Photo Editor:
o Takes pictures for posts
o Gets pictures to design editor for updating
Section Editors:
o Leads individual section content
o Ultimately in charge of photos and content for Section
o Turns in posts to copy editor

In addition to these positions you will need a team of people to work in tasks like
assisting the photographer, collecting votes for superlatives, and supporting the
Editors in general. Include students who did not participate in the core sessions but
are responsible and want to help.

Another important position is the advisor. As mentioned in the introduction to the
long-term projects, advisors play an important role in guiding the group in their
project. Teachers, principals, school counselors, facilitators, or professional that live
in the community are all great places to start.
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Printing

In terms of publishing, we recommend to print in black and white to cut costs.
You can also have digital copies available for sale instead of printing hard copies to
completely cut printing costs.

Getting Started

With all of this information in hand, let's get started! After presenting the
content above to your Encargados del Futuro group, give youth a chance to think
over which position interest them. Here's one way you can assign positions: give
interested participants an equal chance to state their case and their interests in a
short, relatively informal, interview with you. This will be a great chance for them to
practice the skills they acquired in the mock interview/resumé session. Even after
the positions have been filled, it is recommended that each person on the editorial
board work with a small group of individuals to whom they can delegate some of the
responsibilities; however, that person will still be responsible for all the section
activities and for reporting to the Editor-in-Chief.

Start working on your yearbook in the fall of the school year. Your group will have
the whole year to collect photos, record memories, vote for superlatives, and edit
meticulously. People will be looking at this yearbook for years to come, so make sure
the publication is perfect! Your EdF group should finish the yearbook with plenty of
time to edit and print copies so that the students have time before the school year
ends to sign each other’s yearbooks.

Prepare for launch

Details, details
Now that you've got your Editorial

Board, have a meeting with your Ve pu

community advisor to decide on the the tendency to think, 'Well,

format and sections of the book. and do this and any problems we have now
Come up with a name and a logo. will iron themselves out eventually."
How many pages will it have? —Former PCV John Mitchell,

Las Guaranas, Dominican Republic

Programs and printing

Start looking into what kind of printing options you have. Do a small diagnostic of
local printers and costs. Or begin to look into the cost of digital costs or
opportunities to publish the yearbook on the community website if there is one.
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Financing your project

Once you've got your vision for the Yearbook, your staff, and options for publishing,
now you can look into fundraising. Here are some tips: ask the ayuntamiento,
educational facilities, any community or religious groups, etc. for donations. Talk to
local businesses and anyone else interested in advertising about buying
advertisements. Decide how much each yearbook should cost.

It is very important to secure your funding before you begin working or printing. It
may take some time and patience, but it will save you lots of stress later on in the
project - nothing is more depressing than sitting around with a half-finished project,
waiting for funding. Please refer back to the section on Fundraising for more insight.

Distributing your awesome publication

Put your heads together to decide on the best strategy for distributing your
publication. Who will distribute it and how will you sell it? Where will you sell it?
Schools? Churches? Colmados? Pharmacies? Supermarkets? Other local
businesses? Will people walk door to door and sell it?

REMEMBER, YOU HAVE YOUTH GROUPS AND PCVS AROUND THE COUNTRY
WHO SERVE AS GREAT RESOURCES. GOOD LUcK!
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A community newspaper can be a fantastic project for you and your youth.
Not only is it an excellent opportunity for them to exercise the skills they've
acquired, but it is also a great way to share information with the community, be it
news, opinions, upcoming or current events, creative writing, educational
information, political or religious information, etc. It requires a great deal of
planning and dedication, but we think that you and your youth are up to it. Start out
as small as you need to, and good luck!

Staffing

O

General Director: Central contact person for the group, responsible for checking
in periodically and making sure everyone is doing their job and getting things
done on time. Designated whip-cracker. Checks over the paper before it goes to
print, responsible for overall accounting and for getting the paper printed.
Content Director: Responsible for brainstorming and soliciting new content.
This person is the receptacle for material coming in to be published and
responsible for reviewing each piece and deciding whether it is appropriate for
inclusion. Forwards written material to the Copy Editor, photographs directly to
the Layout Designer.

Copy Editor: Receives content from the Content Director and edits it for
grammatical and spelling errors. Forwards edited content to the Layout
Designer.

Layout Designer: Receives edited content from the Copy Editor, photos from
the Content Director, and advertisements from the Advertising Manager and is
responsible for designing the layout of the paper, editing content for length as
needed. Passes final version off to General Director for approval and
publication.

Advertising Manager: Is in charge of seeking out new advertisers/sponsors to
sell ads, and handling advertising-related income. Makes a report to and works
directly with General Director on financial aspect of the paper. Forwards
advertisements to Layout Designer.

Distribution Manager: Forms distribution and promotional strategies for the
newspaper to maximize sales; responsible for overseeing distribution itself and
for making a report to the General Director with details of the number of papers
sold and the money made.
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Familiarize your youth with the duties and responsibilities of each of these
positions (if desired, consolidate or break down positions as relevant to your
particular group) and give them a chance to think over which position(s) each is
interested in doing. To fill these positions, rather than either holding elections or
just choosing which people will fill which roles, give each interested participant an
equal chance to state their case and their interests in a short, relatively informal,
interview with you. This will be a great chance for them to practice the skills they
acquired in the mock interview/resumé session. Even after the positions have been
filled, it is recommended that each person on the editorial board work with a small
sub-group of individuals to whom they can delegate some of the responsibilities;
however, that person will still be responsible for all that sub-group's activities and
for reporting to the General Director.

Prepare for launch

the tendency to think, 'Well, let's go ahead
and do this and any problems we have now [EMAETNNGIETS
will iron themselves out eventually.

rm

Now that you've got your

—Former PCV John Mitchell, Editorial Board, have a meeting
Las Guaranas, Dominican Republic with everybody to decide on the
format and details of your paper.
Come up with a name and a logo. How many pages will it have? How often will the
publication come out? Will it be loose and folded like a newspaper or bound like a
magazine? What sort of content should it include? If you find the task of producing a
newspaper a little overwhelming at first, maybe consider publishing a community
newsletter instead and work your way up to a longer publication.

Programs and printing

The best way to start is simply, in black and white, using Microsoft Publisher. The
great advantage of Publisher is that it is easy to use, the final product looks
professional, and your kids are familiar with it. If your youth are particularly
advanced, consider using InDesign to layout your newspaper.

Find a local place where you can get your paper printed and figure how much it's
going to cost. Additionally, consider selling digital copies of your publication.
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Getting the word out

Before you even start working on your first issue, put the distribution manager (and
the rest of the crew) to work promoting your paper. Announce it in the church and
over the radio, post signs, tell it to people on the street, etc. You could even throw a
launch party and try to start getting some donations. It is of vital importance to get
not only your youth, but also the community interested in and invested in your
publication. If they genuinely care about the project, it will have an infinitely better
chance of being successful and sustainable.

Financing your project

Once your community is familiar with the project, seek out some financial support
for it. Ask the ayuntamiento, educational facilities, any community or religious
groups, etc. for donations or even for steady support. Talk to local businesses and
anyone else interested in advertising about buying advertisements in your
publication. Decide how much each newspaper should cost.

It is very important to secure your funding before you begin writing and printing. It
may take some time and patience, but it will save you lots of stress later on in the
project - nothing is more depressing than sitting around with a half-finished project,
waiting for funding.

Distributing your awesome publication

Put your heads together with the Distribution Manager and decide on the best
strategy for distributing your publication. Who will distribute it and how will you
sell it? Where will you sell it? Schools? Churches? Colmados? Pharmacies?
Supermarkets? Other local businesses? Will people walk door to door and sell it?
Will people be able to buy subscriptions and have it delivered monthly (or however
frequently it comes out)?

Content of the actual publication

This is the fun part! This is the part where you and your youth get to be most
creative. Have a meeting with the Content Director and the rest of the group to
discuss what sort of things you'd specifically like the publication to include. This is
also a great opportunity to talk to them a little bit about good journalism: asking
good questions, knowing what is or isn't news, accuracy in reporting, and always
seeking the truth.

Some suggestions for content
o Local news: Everyone loves the local gossip going around and to read about
themselves and the people they know in the paper.
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o Calendar of events: Go around town collecting dates for events from
different community organizations, businesses, local political
administrations, etc. Consider writing little blurbs for holidays that come
up—people are always curious to know.

o National and world news

o Columns and editorials: Staff and community opinions.

o Investigative journalism: Have kids research topics of interest and act as
reporters, delving into the topic.

o Educational pieces: Health, personal finance, family orientation,
housekeeping tips, etc.

o Information from/about local community organizations: This could be
material provided by them that they wish to appear in the publication. Or a
group could have a little column that they include each time. Perhaps a
"church corner” to allow local churches to include their own content - make
sure everybody is equally represented, though - you don't want to step on any
toes.

Opinions: Interview people on their opinions about whichever topic you
choose, then take their photo and include it with their thoughts.

Cultural notes and points of local interest; Historical information
Birthdays

Recipes

Jokes/stories

Poetry and other creative writing

Photos!

Crossword puzzles, word finds

"Did you know?"

Bible quotes

Letters to the editor

Community profiles: Again, people will be much more likely to read the
paper if they or their friends and family are in it. Ideally, this publication is
for, about, and by the community.

o Anything else you can think of - be creative!

O

O 0O OO0 O O O O o0 0o o

Being realistic

Pulling off a publication isn't easy, but the better prepared you are for the
sorts of challenges you will almost certainly face, the better the chance you will have
of overcoming them and succeeding.
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Problems you may will probably encounter

o

Politics: It plays a role in everything around here and will always be part of the
game. Do your best to work equally with everyone, to seek out people from all
political parties, and to keep any sort of propaganda out of the paper. You will
never do anything deliberately to favor one party over another, but that doesn't
stop people from perceiving it that way, and parties sometimes have a tendency
to monopolize on a project, so make sure to include everyone. This is a good thing
to talk over with the community advisor.

Filling space: It may take a while for people to really latch onto the idea of the
paper and get excited about it, but don't get discouraged. Keep sending the youth
out, keep looking for and creating new content. Include the community and their
ideas in the process; after all, you're creating this paper for them. What would
they like to see?

Declining submissions: Declining a submission is always a task to be handled
with delicacy. It's up to you whether or not you explain the reasons for declining
any given piece. To avoid this issue, it's a good idea to have written up some
standards of quality, criteria for approving each piece (work with the Content
Director on this one), and to make them generally known. This ought to keep you
out of most trouble if you can clearly pre-define what it is you won't accept.
Editing: Could potentially run into some sticky spots. Some contributor or other
may become dissatisfied with the way in which his or her article has been edited,
but you can explain the reasons why it was edited in some particular fashion and
make clear up front that the publication reserves the right to edit any content
submitted to it. This can also refer back to your policies on unacceptable content.
DEADLINES: Set deadlines a week before the actual deadline and save yourself a
little stress. Make sure the General Director is cracking down on people with
respect to getting their stuff in on time.

Getting started: As previously mentioned, it's not a bad idea to start slow;
something shorter and simpler with a smaller distribution base. You can always
expand later.

REMEMBER, YOU HAVE YOUTH GROUPS AND PCVS AROUND THE COUNTRY
WHO SERVE AS GREAT RESOURCES. GOOD LUcK!
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INTERNET ACCESS IS A REQUIREMENT FOR THIS PROJECT

What is a Blog?

More and more the world is communicating over the Internet. It's a
communication highway that links our lives to the rest of the world. We can
represent our interests, our dreams, communities, and ourselves by creating our
very own website.

The most convenient way to have your own website is by creating a blog. A blog is
literally a weblog (web log), or an online journal where you can share your thoughts,
skills, pictures, videos, etc. Blogs are organized by chronological entries called posts
that can be updated as frequently as you desire.

There are several free
online services that
allow you to create a
blog. In this long-term
project we will be using
one particular provider
called Blogger.
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Blogs are typically oriented

towards a topic. This topic could
be anything that is interesting to
you. It could be about your

community, your school, a youth
group, the search for the best = U vortma bloge) emergente con
mangos, omega, or the local '" e o Y
cheese factory.

= &% Modificar la anchura en los enlaces de
navegacion .

more examples:
http://elalmadifusa.blogspot.com
http://vectorissimo.blogspot.com
http://blogs.ya.com/eltikitaka

One feature of blogs is the ability for visitors to comment on posts. Anyone who
stumbles upon your blog can leave a note or comment expressing his or her opinion
of the site or your post. This enables you to create a community or network of people
that follow your blog and share their insight.

Now that you know what a blog is and have seen several examples, what makes a
blog interesting or worth following? Have youth brainstorm.
Examples:
o Appeals to a specialized interest
Makes you laugh
Visually appealing
Informative
Constantly updated
Interactive
It builds a community of followers that the reader belongs to

O O O O O O

To choose a topic, you should consider who your audience will be. Who do you want
to read the blog? Let’s say you want it to be for your fellow students at school. So the
blog will be all about information on events, classes, or even celebrating individual
achievements such as the Model United Nations team making it to the final round in
Santo Domingo.

Take some time as a group to brainstorm ideas for what the focus of your site will be.

Assign homework of talking to at least 3 friends and bringing 3 different ideas of
what to blog about.
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Choose a Topic

Prep Work
Create a google e-mail address for the group, which will be your login to Blogger

Start the meeting by having the youth share the ideas that they came up with. Talk
about who the audience will be and what kind of service they will be providing them
with. Come up with the 5 most popular topics and then hold a vote. The most voted
for topic wins.

Create An Account

Ml Espafiol

Accede a través de tu cuenta de Google.

?
@ Recordarme (2

Crea un blog: es totalmente
gratuito . Es muy sencillo y s;’)lo te llevara un

Tu blog: comparte tu opinién, fotos y todo lo Mas informacion:
Echa un vistazo rapido.

que quieras con tus amigos y con el resto del N ”
Ver un tutorial en video

mundo. . .
Descubre mas funciones
Leer Blogger Buzz

Blogs importantes

{b Facil de usar: publicar texto, fotos y videos
On the Corner Street S(y[e

desde la Web o desde un teléfono moévil es
realmente sencillo.

Flexible: flexibilidad ilimitada para que
personalices tu blog con temas, gadgets y mucho

mas.

Now, you will go through the step-by-step process of creating a blog using
Blogger.

1. Navigate to the site www.blogger.com

2. You might have to change the language to Espanol.

3. Now click on the button, Crear un Blog
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4. Using the gmail account you created for your group, register your account
after clicking on the Primero acceda a ella link that is in blue and underlined
at the top of the page.

5. In the spaces enter in your gmail account’s
e-mail and password.

topic. For example, a blog

6. Step 2 is to give your blog a name. about the community of
Imbert could be called
7. Now enter in the url of the blog. This “La vida Imbertena.” Also,
should be short and more or less easy to the title is what search
remember. Using our example of Imbert, engines use to bring up hits.

“imbert” could be used if available. So if someone does a search
for Imbert, this blog would
come up because it has the

word "Imbert" in Imbertena.

So be representative,
specific, and creative.

8. Now continue.

9. Next step is to choose a layout.

Your blog has now been created! You can begin to
publish posts and modify your blog to your own
taste.

Staffing

Once you've got a topic and have built the blog, you need to form a staff that
will be in charge of the blog. Here’s a list of positions:

Editor-in-Chief:
o Oversees staff: holds staff accountable for their tasks
o Runs meetings
o Sets deadlines
Design Editor:
o Implements staff’s vision in the design layout of the blog
o Manages the blog’s files
o Checks posts to insure that they are interactive (include links, multimedia,
video, etc.)
o Updates Blog
Copy Editor:
o Edits copy
o Has a back up copy of blog’s files
Photo Editor:
o Takes pictures for posts
o Gets pictures to design editor for updating
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Writers:
o Helps think of post themes
o Writes posts based on themes picked by the staff
o Turns in posts to copy editor
Moderators: (can be a selection of people already assigned to other positions)
o Checks for comments
o Replies to comments
o Deletes spam

To fill these positions, rather than either holding elections or just choosing which
people will fill which roles, give each interested participant an equal chance to state
their case and their interests in a short, relatively informal, interview with you. This
will be a great chance for them to practice the skills they acquired in the mock
interview/resumé session. Even after the positions have been filled, it is
recommended that each person on the editorial board work with a small sub-group
of individuals to whom they can delegate some of the responsibilities; however, that
person will still be responsible for all that sub-group's activities and for reporting to
the General Director. The group should also take this time to decide how often and
when they will meet to work on the blog.

At the following meeting, the PCV should announce positions. The group should
choose first entry theme, assign tasks, brainstorm how to promote the blog to the
chosen audience and create a list of subsequent action items.

Ways to drive traffic to your blog

1. Keeping profile updated and timely. The description should include keywords
that will show up in search engines.

2. Tagging and categorizing. These things also help non-readers get to your blog.
By condensing your post into five or six words, you have a better chance of gaining a
larger participatory audience.

3. Linking. Linking to other blogs through in-line text linking and photo linking
creates a reverse discovery of your blog. For example, anytime someone searches for
the information contained in the link, your blog should also appear in the Websites
found. Using social platforms like Facebook, Myspace and Hi-5 as places to post links
to specific posts will also generate interest.

4. Commenting. The purpose of a blog is that it serves as much as an interactive
space as it does an informative one. It should be like a conversation. Bloggers should
respond to comments written on their own blogs as well as post to other spaces.
Many sites require a Website in order to post a comment. This creates yet another
way to access your blog.

5. Multimedia posting. The more dynamically interactive your posts are, the more
people will read them. Always try to include links, photos and videos because these
make the posts more appealing to the reader.
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How To’s

How to write new posts

Once you've logged into Blogger you'll see your Escritorio, showing your list
of blogs. Click the blue Nueva Entrada button to create a new post.

Escritorio

cuerpodpaz Gestionar blogs (1 total)

Ver perfil

Editar perfil

Editar foto Ver blog &

| NUEV, =\ AUA

Encargados del Futuro

Idioma: [ Espadol )

Crear un blog - Ayuda

| - Editar entradas - Configuracién - Disefio - Monetizar

Encargados del Futuro

Creacion de entradas Configuracion Diseiio Monetizar

Nueva entrada | Editar entradas Editar paginas Moderacién de comentarios

Titulo: |

Edicion de HTML | | Redactar

Vista previa

[Fuente ¢+ T b ; Ty @

n
11}
1l
1]
i

—tuw ¥V a 8B o

- ]

> Opciones de entrada Etiquetas de esta entrada:
s

por ej.,

Métodas abreviados: pulsar Ctrf con: B = Negrita, | = Cursiva, P - Publicar, S - Guardar, D ~ Borrador mds

Next, you'll see the
Creacion de Entradas
page.

Start by giving your post
a title (optional), and
then enter the post
itself.

When you're done, click
the Vista previa link to
make sure it's ready to
go.

Once you're satisfied
with your post, click the
Publicar Entrada
button.

This will publish your
new post.
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How to edit a previously written post

You can edit your posts from the Creacion de entradas | Editar entradas
tab. From there, click the Editar link next to the post you'd like to edit.

, hd v
! Creacion de entradas T Configuracion Diseno Monetizar Ver blog

Nueva entrada Editar entradas ‘ Editar paginas Moderacién de comentarios

| | |_suscar

_Acciones de etiquetas... :] Selecciona: Todos, Ninguno

() Editar Visualizar ) Prueba

That will take you to the posting form, where you can make any changes you like.
When you're done editing, be sure to Publicar Entrada.

How to delete a post

To delete a specific post, first navigate to the Creacion de entradas | Editar
entradas tab, then locate the post you'd like deleted, and click the Suprimir link all
the way to the right. You will be asked to confirm the deletion. Click on the
Suprimirlo button. You will then be brought back to your Editar Entradas view.

How to write and edit a Draft Post

A draft is a post that is in progress. It will not be shown on your blog and will
only be accessible from your Escritorio. To mark a post as draft, simply click the
Guardar Ahora button below the post-entry field.

To edit a draft post, locate it in the Creacion de entradas | Editar tab and click on
its Editar link.

There are visual indicators that posts are drafts: They have no Visualizar links like
published posts do, and they include the word “borrador” to the right of their titles.
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Drafts can be published, and published posts can be converted into drafts, simply by
clicking the appropriate Publicar Entradas or Guardar Ahora button when editing
the post.

How to add photos

You can now upload photos to your blog using Blogger Images; just click the
image icon in the post editor's toolbar. This icon is a tiny photo of mountains with a
blue sky in the background.

Titulo:

Mecedoras
Edicion de HTML | | Redactar

[Fuente ¢ Tv | ; Ty @ NN - Vista previa

wror
|

Mecedoras son buenas para disfrutar una tarde linda con una brisita suave

When you click this icon, you'll get a window that allows you to select an image or
multiple images from your computer. Click the Buscar button to locate the ones you
want. Alternatively, you can enter the URL of an image that's already online and
insert it into your post. If you click the link to choose a layout, you can customize the
way your images will appear in your post.

The left, center and right options determine how the text of your post flows around
the pictures. The size option lets you scale the pictures to different sizes within this
posting area. Note that the picture will still be uploaded in its full size. This option
just determines how it's scaled within the content of your post.

How to add a link

1. Highlight the text you'd like to turn into a link. If you do not select any text
before using the link button, your link will be created but without anything to
click on.
2. Click the Link button (or hit control+shift+a on your keyboard).
3. A pop-up window will appear prompting you for a URL you'd like to link to.
Type the URL in the text box. Remember the http://
4. Ifthis link button doesn't appear in your browser, or isn't working for some
reason, you can type in the link by hand:

<a href="http://URL">TEXT</a>
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How to customize the layout of your blog

Are you tired of dealing with HTML and CSS every time you want to change
the look of your blog? Well, it turns out that there's an easier way. With the Diseno
feature, you can drag-and-drop to move parts of your page around, and choose new
fonts and colors with easy mouse clicks.

To use this tool, click on the Diseno tab. You should automatically enter into the
Elementos de la pagina section. To reorganize parts just click, drag, and drop them
around.

REMEMBER, YOU HAVE YOUTH GROUPS AND PCVS AROUND THE COUNTRY
WHO SERVE AS GREAT RESOURCES. GOOD LUcK!
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