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LESSON PLANS
ICT

Thank you for downloading our FREE ICT course. This pack includes: 12 lesson plans.

v" Full lesson plans

AENEN

Resources
Maximum 60 minutes per lesson
Mapped to National Curriculum (England) Key Stage 3 & 4 computing programmes of study

Please add/remove/change tasks activities and resources if required for student differentiation and time

restrictions.

Introduction
About The IMI and IMI Autocity

Lesson 7
Microsoft Excel

Notes:
Curriculum Content

Lesson 8
Microsoft Outlook Basic

Lesson 1
Understanding Hardware and Software

Lesson 9
Microsoft Outlook Advanced

Lesson 2 Lesson 10
Technology & Safety Microsoft PowerPoint
Lesson 3 Lesson 11

Online Reputation

Microsoft PowerPoint Advanced

Lesson 4
Microsoft Word Basic

Lesson 12
Presentation of PowerPoint

Lesson 5
Microsoft Word Advanced

Additional Information:
Student Feedback

Lesson 6
Microsoft Excel
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Lesson Titles and Resource Reference Numbers

Lesson 1 - Understanding Hardware and Software Ref. no.
Lesson plan 1 001
Task 1 - External Hardware handout 002
Task 1 - Internal Hardware handout 003
Task 2 - Hardware / Software handout 004
Lesson 2 - Technology & Safety

Lesson plan 2 005
Task 1 - Comprehension & Class discussion 006
Task 2 - Inappropriate comments handout 007
Task 3 - Group activity 008
Lesson 3 - Online Reputation

Lesson plan 3 008
Task 1 - Reading activity 009
Lesson 4 - Microsoft Word

Lesson plan 4 010
Task 1 - Create a cover letter 011

Lesson 5 - Microsoft Word

Lesson plan 5 012
Task 1 - Edit document 013

Lesson 6 & 7 - Microsoft Excel

Lessonplan 6 & 7 014
Task 1 - Create a price list 015

Lesson 8 - Microsoft Outlook

Lesson plan 8 016
Task 1 - Create and send an email 017

Lesson 9 - Microsoft Outlook Further

Lesson plan 9 018
Task 1 - Send a meeting request 019
Task 2 - Create and save a task 020
Task 3 - Save and create a hew contact 021

Lesson 10 - Microsoft Power Point

Lesson plan 10 022
Task 1 - Create and save a presentation 023
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Lesson 11 - Microsoft PowerPoint Further

Lesson plan 12 024
Task 1 - Edit a presentation and save it 025
Lesson 12 - The Presentation

Lesson plan 14 026
Task 1 - Present their PowerPoint 027
Rules_Automotive Family Fortunes

Automotive Family Fortunes_Questions B
Automotive Family Fortunes_Slides C
Course Feedback Form_Student D

Lesson plan KEY

Prizes

Resources

Dark blue underlined text

Teacher information

Bold or non-bold red text

M

Teacher/Tutor’s role

Students’ role

End of lesson 8 = YES
(1 prize)

End of lesson 17 = YES

(ALL) (Individual, group or whole class is indicated) (2 prizes)
o Teacher/Tutor to monitor student
Monitor:
progress and offer support
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Introduction

The automotive industry influences everyone, from delivering goods on time to commuters travelling to
work and emerging services being able to respond to crisis, the motor industry helps keep the country
moving.

INSTITUTE OF THE
MOTOR INDUSTRY

Together, driving
up standards

About The IMI

The Institute of The Motor Industry is the professional body
for individuals working in the motor industry and the
authoritative voice of the retail automotive sector. The IMI's
aim is to ensure that the automotive retail sector has a
skilled, competent and professional workforce that is fully
equipped to keep pace with the demands of new technology
and changing markets. A key part of business for
manufacturers and dealers is to encourage the best and
brightest people to join their business in a variety of roles.

wwuw.theimi.org.uk/autocity

IMI Autocity is the one-stop-shop for impartial
careers information and advice on careers in the
Retail Motor Industry. Whether you are an individual
looking to start or progress your career, or a teacher
or careers advisor who supports others in making
their career choices, Autocity is the place to start.
With over 150 #MotorCareers to choose from

| Autocity provides you with all things Automotive!
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NOTES

Curriculum content

Please note: The following points are not covered on the ICT Lessons.

v

Candidates should be able to:

design, use and evaluate computational abstractions that model the state and
behaviour of real-world problems and physical systems

understand several key algorithms that reflect computational thinking [for example,
ones for sorting and searching]; use logical reasoning to compare the utility of
alternative algorithms for the same problem

use two or more programming languages, at least one of which is textual, to solve a variety of
computational problems; make appropriate use of data structures [for example, lists, tables or
arrays]; design and develop modular programs that use procedures or functions

understand simple Boolean logic [for example, AND, OR and NOT] and some of its uses
in circuits and programming; understand how numbers can be represented in binary,
and be able to carry out simple operations on binary numbers [for example, binary
addition, and conversion between binary and decimal]

understand how instructions are stored and executed within a computer system; understand
how data of various types (including text, sounds and pictures) can be represented and
manipulated digitally, in the form of binary digits

create, re-use, revise and re-purpose digital artefacts for a given audience, with attention
to trustworthiness, design and usability
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LESSON 1: ICT

Understanding Hardware & Software

Learning objectives:
e Know the difference between hardware and software.
e Understand what hardware and software are found in a home computer.
e Be able to label hardware and software correctly.

Key words and phrases:
Hardware Software

Resources:

Student hand outs

001 | Lesson plan 1 003 Task 2 - Internal hardware handout

002 | Task 1 - External hardware handout 004 | Task 3 - Hardware / Software handout

Teacher’s resources

A External Hardware handout B Internal hardware handout

C Hardware / software handout D PowerPoint Presentation

Pre-class preparation:
Task 1: Print one external hardware handout per student
Task 2: Print one internal hardware handout per student

Task 3: Print one hardware / software handout per student

Lesson begins...

Course ice breaker
Automotive Family Fortunes

Explain the rules if necessary (See Resource A Rules Automotive Family Fortunes)

e They will be split into two teams for this game (same teams over the 17 lessons)

Issue 1.1 14-Nov-17

© Institute of the Motor Industry, Fanshaws, Brickendon, Hertford SG13 8PQ, UK

Page 7



INSTITUTE oF tHe
MOTOR INDUSTRY

LESSON PLANS

ICT

Start the game:

e The winning team will receive a prize in the final lesson
e Show example question and scoring on slides
e Check everyone knows how to play

Divide the class into two teams, ask the first player from each team to come to the front desk -
and ask them both the first question.

We asked 100 people...

1. Name an animal that would not fit into a

2. What are the most popular car colours in the

Smart Car ... UK?
Elephant 43% said... Silver 41% said...
Lion 18% Black 17%
Hippo 16% Blue 16%
Giraffe 14% Red 15%
Mouse 9% White 11%

3. What are the most crashed cars in the UK?

4, What are the most popular cars of all time in

the UK?
Renault Clio 38% said... Ford Fiesta 45% said...
Ford Fiesta 20% Ford Escort 28%
Alfa 147 18% Vauxhall Astra 12%
Porsche Boxster 15% Ford Cortina 8%
BMW Convertible 9% Vauxhall Corsa %

5. Name 5 of the most reliable cars ...

6. Name 5 of the most unreliable cars ...

Honda 36% said... Land Rover 39% said...
Toyota 30% BMW 22%
Lexus 21% Porsche 16%
Suzuki 9% Volvo 14%
Subaru 4% Mercedes 9%

Lesson objective/aims:

(T) Using the PowerPoint presentation explain the learning objectives.

Discuss what hardware is — both internal and external.

Issue 1.1 14-Nov-17
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Task 1:
(T) Ask students if they can name each piece of external hardware in the picture
(ALL) Students give their answers.
(M Show them the slide with other examples of external hardware.
Then,
(M Hand out the external hardware worksheet and ask the students to fill it in.
(ALL) Students discuss their answers and fill in the sheet of missing answers
Task 2:
(T Explain internal hardware using the PowerPoint presentation.
(ALL) Students to discuss with teacher
(T Hand out the internal hardware worksheet and ask the students to fill it in
(ALL) Work with a partner to check and improve your work
(T Ensure learners are happy with their knowledge internal and external components.
Task 3
(T Discuss what software is.
(ALL) Discuss the different examples of software and their functions.
(T) Give the students the software handout and ask them to complete it.
(ALL) Swap / Review your work with a partner - how many did you get right?
(M Ensure learners are happy with both internal and external hardware and the software

components of a computer.

Lesson ends
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HANDOUT 002: External Hardware Task 1

Label as many pieces of hardware as you can on this picture:
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HANDOUT 003: Internal Hardware Task 2

Label as many pieces of hardware as you can on this picture:

UNLOCKED

PROCESSOR

AMDR

Issue 1.1 14-Nov-17 Page 11
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HANDOUT 004: Hardware or Software Task 3

Hardware Software
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Graphics Card Speakers
Microsoft Paint Keyboard
Windows 8 Driving Test Theory CDROM
Adobe Photoshop Webcam
Microphone Monitor
Windows Media Player RAM
Power Supply CPU
Sim City Game Hard Disc Drive
Norton Anti-Virus Microsoft Outlook
Assassin’s Creed 3 Download Microsoft Word
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Technology & Safety

Learning objectives:
e Know how to use technology safely.

LESSON PLANS
ICT

e Understand how to protect your online identity and privacy.
e Be able to recognise inappropriate content and know how to report it.

Key words and phrases:

Privacy
Responsibility

Identity Theft
Protect

Resources:

Respect Secure

Inappropriate Comments

Student hand outs

005 | Lesson plan 2

006 | Task 1: Online Conversation Task

Task 2: Inappropriate Comments work

007 008 | Task 3: Identity Theft Worksheets
sheet

Misc.

Computers / Laptops Post-it notes (green, red, orange or yellow)

Pens

Teacher’s resources

A Automotive Family Fortunes Questions

B Automotive Family Fortunes Slides

Pre-class preparation:
Task 1: Print handout
Task 2: Print handout

Task 3: Print handout

Lesson begins...

Starter Activity
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Go to https://www.typingclub.com/typing-qwerty-en.html and practice your typing skills. Keep note of
where you left off so as you can start at that point next lesson!

(M Explain the objectives.

(T) Discuss how teenagers could encounter issues online

(ALL) Discuss issues when using a computer and how safe/unsafe it can be

(T Using the PowerPoint (Lesson 2 ICT) presentation discuss Cyberbullying / dealing with

cyberbullying

(ALL) Discuss ‘speaking with people online’ and what you would do if you suspect someone
isn't who they say they are - Use the links to read about real life situations that have
occurred!

Task 1:

(ALL) Read the online messaging conversation on the handout and answer the questions

(ALL) Go through the answers and discuss - Look at the You don’t know!!!

(T Explain the information on the ‘inappropriate content’ slide

(ALL) Discuss what is inappropriate and why. Has it ever happened to you?

Task 2

(T Hand out the worksheets to the students

(ALL) Circle which comments you would find inappropriate if you saw them on Social Media

(ALL) Reflect on your answers with the class

1)) Discuss identity theft using the slides -

Task 3:

1)) Spilt the class into groups - Hand out the Task 3 handout on Privacy & ldentity Theft
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(ALL) In your groups take 4 minutes to discuss and fill in the sheet of 10 things you should
never give out online.

(M Ask each group to share their answers with the class and to jot down any answers they
may have missed.
Hand out sheet - ‘What other things could happen if you give out your personal
information online?’

(ALL) In the same groups - take 4 minutes to discuss and fill in the handout.
Again, share your answers with the class and fil in any answers you may have missed.

(T Discuss Viruses and the damage they can cause using the slides

Feedback to teacher

(M Ask students if they feel the learning objective & aims have been met using Post-its.
Explain what the colours mean and give an example.

Give out Post-its.  |Gifé€Rl = YES B8 = NO  Amber OR Yellow = not sure
Ask students to give their reasons.
(ALL) Hold up a Post-it and volunteer reasons.

(T Collect in Post-its held up/count no. of each colour and keep a written record.

Lesson ends
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HANDOUT 006: Lesson 2: Technology & Safety

Online Conversation Task 1

Read the following online conversation then answer the questions:

Chris: Hey you’re friends with Amy
right? Saw you on her Facebook

friends, are you in her class?

Sarah: Yeah, where do you know her
from?

Chris: She lives near me, are you W
going Corn Exchange on Friday with

her?

Sarah: Might do, dunno. You in our
year? Which school?

Chris: Yeah, am at all boys ® \

Sarah: Bugger! Lol. do you know Tim
Peters?

Chris: No, must be a different form - \

think my brother does. He’s away with
our parents this week.

Sarah: So you’ve got a free house?

Cool. Party?!;)
Chris: Maybe ;), they go away a lot. Do w
yours?
Issue 1.1 14-Nov-17 Page 17
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Pretend you are Sarah:

QUESTION ANSWER

What is the name of the
person you are speaking to?

What year are they in?

How do they know you?

What school are they at?

Where do they live?

Are they male or female?

Do they have a family?

What would you reply to their
last question?
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HANDOUT 007: Inappropriate Comments Task 2

Circle which comments you would find inappropriate if you saw them on Facebook or Twitter:

Just hit a cyclist on way to work, oh well.
Shut up you idiot!

This is my video of my friend hitting a
puppy, isn’t it funny?

All Welsh people are
dumb.

| don’t talk to people from Scotland
because | can’t understand them.

Some people are really annoying!

I’'m not racist, | just don’t like people
from China.

| wish | was Irish, the
English are boring.

All French people eat frogs and snails.
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HANDOUT 008: Privacy & Identity Theft Task 3

Work in groups and list 10 things you should never give out online.

10.
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Apart from Identity Theft, what other things could happen if you give out your personal information
online?
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ICT

Learning objectives:

e Know what your online reputation is.

LESSON PLANS
ICT

e Understand why it is important to protect your online reputation.
e Be able to manage online accounts safely, securely and appropriately.

Key words and phrases:
Internet
Facebook

Reputation
Twitter

Resources:

Upload
Sexting

Online
Texting

Student hand outs

009 | Lesson plan 3

010 | Task 1 Future You

011 | Case Study

Teacher’s resources

A Automotive Family Fortunes Slides

Automotive Family Fortunes Questions

Websites

NONE

Misc.

Post-it notes (green, red, orange or yellow)

Blue Tack

Smart board & Flip chart paper

Blank paper and marker pens

Pre-class preparation:

Task 1: Print 010 Future You Task 1
Print 011 case study

Task 2: Research what a Dealer Principle is using - http://www.autocity.org.uk/world-of-work

Lesson begins...
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Automotive Family Fortunes (4-5 minutes)

LESSON PLANS

ICT

Use Resources: Automotive Family Fortunes Slides AND Automotive Family Fortunes Questions

Explain the rules if necessary (See Resource A Rules Automotive Family Fortunes)

Start the game:

They will be split into two teams for this game (same teams over the 17 lessons).
The winning team will receive a prize in the final lesson.
Show example question and scoring on slides:

Check everyone knows how to play.

Divide the class into two teams, ask the first player from each team to come to the front desk - and
ask them both the first question.

presenters ...

7. Name 5 past and present Top Gear

8. Name the most popular, past and present, Top

Gear presenter ...

Jeremy Clarkson
Richard Hammond
James May

Chris Evans

Matt Le Blanc

43% said...
28%

12%

11%

6%

Jeremy Clarkson
Richard Hammond
James May

Matt Le Blanc
Chris Evans

39% said...
31%

15%

9%

6%

9. Name the oldest, past
Gear presenter ...

and present, Top

10.Name the youngest, past and present, Top

Gear presenter ...

Jeremy Clarkson (55) 34% said... Richard Hammond (46) | 46% said...
James May (53) 33% Matt Le Blanc (48) 43%
Chris Evans (49) 30% Chris Evans (49) 6%
Matt Le Blanc (48) 2% James May (53) 3%
Richard Hammond (46) | 1% Jeremy Clarkson (55) 2%
11. Name 5 of their most favourite cars 12. N

featured on Top Gear ... - Name 3 supercars ...
Lamborghini 28% said... Bugatti 24% said...
Ferrari 26% Ferrari 22%
Audi 24% Aston Martin 21%
BMW 15% Lamborghini 19%
Alfa Romeo 7% Porsche 14%
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Lesson objective/aims:

(T Explain the objectives.
Task 1:
(T) Using the power point slides, discuss your online reputation and why is it important to

have a positive

Hand out the Future you handout
(ALL) Read the future you story on the handout - fill in the sheet answering online or offline to
the comments.

(T Bask students to read out their answers in class and discuss the reason for choosing
their answer - discuss the repercussions of seeing posts online using the PowerPoint
presentation.

(ALL) Case study - Read the case study about Kent youth PCC Paris Brown investigated over
tweets.
(M Continue through the PowerPoint presentation discussing the importance of having a

positive online reputation and posting pictures online.

(ALL) Class discussion on - What is safe to post online?
IF THERE IS TIME:
Task 2:

(M Research what a Dealer Principle is using - http://www.autocity.org.uk

Feedback to teacher

1)) Ask students if they feel the learning objective & aims have been met using Post-its.
Explain what the colours mean and give an example.

Give out Post-its. Green = YES B8 = NO  Amber OR Yellow = not sure

Ask students to give their reasons.

(ALL) Hold up a Post-it and volunteer reasons.
1)) Collect in Post-its held up/count no. of each colour and keep a written record.
Issue 1.1 14-Nov-17 Page 24
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Lesson ends
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HANDOUT 010: Future You Task 1

You are now 40 years old, married and have 2 children. You own 4 car dealerships and are a respected
member of your local Institute of the Motor Industry, Membership Association.

A local reporter is writing an article on you and decides to dig around online to see what he can find out
about you when you were younger.

If you had posted any of the things below online the reporter will be able to find them and will use them
in his article, which all your friends and family will see.

Knowing this, which of the following would you post online and which would you keep off the internet?

Information Online or Offline?

A picture of you coming out of a party, drunk
and wearing only underweatr.

A picture of you and your friends at your
university graduation.

A video of you singing karaoke in a nightclub in
Ibiza.

A post where you have written that you think all
people of a certain nationality shouldn’t be
allowed in the UK.

A video of your dog.

A picture of you with your parents

A picture of you swearing at the camera.
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HANDOUT 011: Case Study

Kent youth PCC Paris Brown investigated over tweets
(www.bbc.co.uk )

Paris Brown, an apprentice with Swale Borough Council, is due to begin the PCC job in the summer
Comments posted on Twitter by Britain's first youth police and crime commissioner are being
investigated for possible criminal offences.

Paris Brown, 17, posted what could have been considered racist and anti-gay tweets from the ages
of 14 to 16.

She was appointed to the £15,000-a-year post last week by Kent PCC Ann Barnes, who said she
would stand by her.

Kent Police said it was investigating the circumstances to determine whether any offences had been
committed.

The force said it had received on Monday a number of complaints about statements posted on
social media.

Earlier, the teenager was urged to resign
from the post. Two Kent MPs - Laura
Sandys and Damian Collins - said Paris
should step down.

Labour's home affairs select committee
chairman Keith Vaz said he believed her
views were "incompatible with holding
office but at the end of the day itis a
matter for the police and crime
commissioner to decide".

*

M
‘f ' .. /' \x
The teenager, from Sheerness, made a tearful apology for the tweets after the Mail on Sunday

reported she had boasted about her sex life, drug taking and drinking on her account @vilulabelle

on the social networking website.

She said: "l deeply apologise for any offence caused by my use of inappropriate language and for
any inference of inappropriate views.

"I am not homophobic, racist or violent and am against the taking of drugs.
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"If I'm guilty of anything it's showing off and wildly exaggerating on Twitter and | am very ashamed of
myself."
The Twitter page has since been removed.

Ms Barnes, 67, who is paying £5,000 of Paris's salary from her own pay, said her tweets or
Facebook page were not vetted when she was offered the job.

"Perhaps that is a lesson for the future," she said. "We went through a perfectly normal recruitment
process. We had her vetted by the force and nobody normally looks through anybody's Twitter feed."
Ms Barnes added: "A lot of young people use them and say the most horrible things. They don't even
think about what they are saying and | think this is what's happened with Paris."

She said the teenager was one of 164 applicants for the job and was the best one and a "confident
and articulate woman".

Paris, who is currently an apprentice at Swale Borough Council, is due to begin the one-year PCC
post in July or August.

Paris resigned 2 days after this new story came out.

http://www.bbc.co.uk/news/uk-england-22083032
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LESSON 4: ICT

Microsoft Word — The Basics

Learning objectives:
e Know what Microsoft Word is.
e Understand what documents can be created in Microsoft Word.
e Be able to create documents and use basic functions

Key words and phrases:

Internet Reputation Upload Online

Facebook Twitter Sexting Texting
Resources:

Student hand outs

012 | Lesson plan 4 013 | Task 1 Write a letter

014 | Example Letter

Teacher’s resources

A Automotive Family Fortunes Slides B Automotive Family Fortunes Questions
Misc.

Post-it notes (green, red, orange or yellow) Computers

Printer

Pre-class preparation:

Task 1:

Lesson begins...

Starter Activity

Go to https://www.typingclub.com/typing-qwerty-en.html and practice your typing skills. Keep note of
where you left off so as you can start at that point next lesson!
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Lesson objective/aims:

(T) Explain the objectives.

Task 1:

(T) Explain to the students what Microsoft word is and why you would use it.
(T) Demonstrate the look and layout of Microsoft word, to include;

(ALL) Turn on your computers and open Microsoft Word.

(T Handout the Activity sheet and the example of a letter.

Ensure students are comfortable using

Feedback to teacher

(T Ask students if they feel the learning objective & aims have been met using Post-its.
Explain what the colours mean and give an example.

Give out Post-its. Green| = YES IB88l - NO  Amber OR Yellow = not sure
Ask students to give their reasons.
(ALL) Hold up a Post-it and volunteer reasons.

(M Collect in Post-its held up/count no. of each colour and keep a written record.

Lesson ends
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HANDOUT 013: Microsoft Word

Type a Covering Letter

You are going to write a letter to a local company applying for an apprenticeship that you have seen
them advertising.

Go to http://jobs.theimi.org.uk/ and search for an apprenticeship. Pick one vacancy that you are going

to apply for.

Open Microsoft Word by clicking on the icon that looks like this:
(Yours might be 2007 or another year)

Microsoft Word
2013

Letters should have certain information in them:

Your address

Your contact phone number and email address

The company’s address

The date

The name of the person you are writing to or, if you do not know the name, put ‘Dear Sir or
Madam’.

The main section of the letter states why you are writing. In this case it will include the position
that you want to apply for, where you saw it advertised and why you think you’d be good at the
job

Finish the letter with ‘Yours sincerely’ (or “Yours faithfully’ if your letter is address to ‘Dear Sir or
Madam’ and your full name.

Now try writing a letter

In Microsoft Word with all these things in it, an example is on the next page.
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HANDOUT 014: Microsoft Word

Amy Beech

123 Road Avenue

Townland

Countyland

AB1 2CD

Contact no: 01234 567890
Email: Amy.Beech@email.co.uk

Motors Ltd
1 Road Way
Townland
Countyland
AB1 3EF

1st September 2017
Dear Sir / Madam,
| would like to apply for the apprenticeship vacancy of Light Vehicle Maintenance and Repair Technician that |

saw advertised on the IMI Jobs Website.

| have always been interested in fixing cars and would like to turn this hobby into a career. | can work as part
of a team and have been volunteering at my local go-kart track at weekends.

| look forward to hearing from you.

Yours sincerely,

Amy Beech
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Notes on using Microsoft Word.:

Make sure that all the writing is in the same font.

To change the font; select all the writing on the page and left click on the font box in the bar along the top, you
can then select a different font by left clicking on it.

Change to font to Arial now using this box, then use the box next to it to make sure all your writing is the same
size (12):

I +g';\‘|| Hd9-0Aa -

—-/ Home Insert FPage Layout References
P
S > T

- ||'a - |
Pavstef.]][g g,b.;ng _,?&
Clipboard ™ Font | 10 P
11
12
14
16
15
20

2l

Arial -8 = | A AT

To make your address appear on the right hand side of the page you need to type it in normally, then select the
writing you want to move and use the ‘alignment’ buttons on the right of the text box.

You can also use these to make sure the company’s address is aligned to the left hand side of the page.

Mailings Review View Add-Ins

i— _a—  a— == z=((A

== E R asebeene

|=ﬁ = = El|$§*|l{h* e T Mormal
Paragraph l=

Align Text Left (Ctrl+L)
Align text to the left,
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Once you have written your letter make sure you have no spelling mistakes by doing a spell check (you should do
this on any document you create). Click ‘Review’ at the top of the page and then the first icon, Spelling and
Grammar:

™ e R

Home Insert Page Layout References Mai

v Y 0w % % @

Spelling & Rejearch Thesaurus Word @ Translate Language New
Grammar Count v v Comment
Proofing Language Comments

A box will appear that will change any words you have spelt wrong - remember do not just accept what it tells
you, it might be changing the word. Make sure you read it carefully and think what you want to say.

You now need to save your document. Click the Windows Icon (or File), and select ‘Save As’ and ‘Word Document’:

. ~ Review View Acrobat
Save a copy of the document | )
] ew [i= - 1= - |2 w2
= l“ 5 Word Document - g
~ I Save the file as a Word Doc| '5 = =E ==y -
7 _Qpeﬂ - e = e ot
' -~
[7 | Word Template | Paragraph
l I Save [=— ] Save the document as a template that can {. Sy, - Q1R 9 (RN e el
o be used to format future documents, I m| '
= B Word 97-2003 Document
M Save As Pa copy of the document that is fully
W compatible with Word 97.2003.
i
*—L Print  » | "1 Adobe PDF
] o
No =
{)I Prepare » i,'v > OpenDocument Text
L Save the document in the Open Document
Format.
1@ Send  » L PDF or XPS
¢ Publish a copy of the document as a PDF or
XPS file.
Ly Publish »
<o «—] Other Formats
Open the Save As dialog box to select from
»
i‘ Close all possible file types.
2] Word Options | | X Exit Word
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You can then select where you want to save the document (ask your teacher) and what to call it:

1 ) Save As
© ~ T B Desktop » v ¢ | SearchDesktop p
Organize » New folder B

[ Microsoft Office Word . !
J ? Emily Hakanssan This PC
@

I Favorites

I Desktop _ Libraries

& Downloads =

MNetwork

7

] Recent places

18 This PC
% Deskiop |
“| Documents
# Downloads
W Music
' My Web Sites on M5N v

File name; | Lettet

Save as type: | Word Document

Authors: mariap Tags: Add atag Title:  Add a title

[]5ave Thumbnail

= Hide Folders Tools + Fored

Now you need to make sure the letter prints properly. Go back to the Word document that is your letter and select
the Windows Icon again, and hover your mouse over ‘Print’, the select ‘Print Preview’:

P

|
3 | Preview and print the document
| New |
= . Print
~ Jr—i.“-d Select a printer, number of copies, and
' Open other printing options before printing.
2 Quick Print

{
Save d—"d end the_doumcnt directly to the default

H aking changes,
H Save As

Print Preview

Preview and make chghges to pages before
printing.

L"gr‘ print | » |

7/ Prepare »

g ﬁ Send 4

Publish »

Close

] Word Options | | X Exit Word
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Once you have clicked Print Preview you will see your letter displayed in a preview screen:

Ay Yo T e e e T -omm

\q\é@”
If you are happy with how your letter looks then press print in the top left corner.

When the print box comes up check that the right printer is selected (ask your teacher) and press ok.

- 2
Print :
Printer
Name: RIE] WSRV-FPS1.ad.motor.org.uk\Careers ] Properties
Status:  Idle Find Printer. ..
Type: HP LaserJet P2050 Series PCLG
Where:  192.158.42,223 (] Print to file
Comment: [ Manual duplex
Page range Copies
® al Mumber of copies: | 1 =
':::Z- Currgnt page Selection
() Pages Collate i
Type page numbers and/for page
ranges separated by commas counting
fram the start of the document or the
section. For example, type 1, 3, 5-12
or plsl, plsd, p1s3—pds3 "
Print what: |Document w | Zoom
Print: Al pages in range w| Pages per sheet: 1 page e K
Scale to paper size: | Mo Scaling W
Options. .. Cancel

Check your printed letter, if it is on more than one page, does not look right or has bits missing you
need to change it in Microsoft Word, save it and re-print it.
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LESSON 5: Microsoft Word

Document to Edit

Learning objectives:
e Know how to edit a Microsoft Word document
e Understand what you can display in a Microsoft Word document
e Be able to edit documents and add additional information into them

Key words and phrases:

Internet Reputation Upload Online

Facebook Twitter Sexting Texting
Resources:

Student hand outs

015 | Lesson plan 5 016 | Task 1 - Saved Letter

Teacher’s resources

A Automotive Family Fortunes Slides B Automotive Family Fortunes Questions

Websites

https://www.typingclub.com/typing-qwerty-en.html

Misc.
Post-it notes (green, red, orange or yellow) Computers / Laptops
Printer Email

Pre-class preparation:

Task 1: Save the letter and picture into a central location so as the learner have access from
their computers.

Lesson begins...

Starter Activity

Go to https://www.typingclub.com/typing-qwerty-en.html and practice your typing skills. Keep note of

where you left off so as you can start at that point next lesson!
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(T) Lesson objective/aims:

(T) Explain the objectives.

(T) Ask the students why they would need to edit documents

Task 1:

(T Ask the students to open the letter — saved in a central location. Demonstrate how to

open the letter using the overhead projector.

(ALL) Open the letter and save it into your files

(M Direct Students to carry out the following tasks on the letter:
Add a picture of a Ford Focus air filter top the letter

Demonstrate to the students how you would do this by using an overhead projector.

(ALL) Insert the picture - saved in a central location.
Save the letter so as not to lose any of your work.

(ALL) Print the document

IF THERE IS TIME:

Task 2:

(T Write a cover letter that you can send to potential employers in a letter or email format.

Feedback to teacher

(M Ask students if they feel the learning objective & aims have been met using Post-its.
Explain what the colours mean and give an example.

Give out Post-its. Gréen| = YES B8 = NO Amber OR Yellow = not sure
Ask students to give their reasons.

(ALL) Hold up a Post-it and volunteer reasons.
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(M Collect in Post-its held up/count no. of each colour and keep a written record.

Lesson ends
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HANDOUT 016: Document to edit

Document to Edit
123 Garage
The Road
The Town
AB1 1AB
01234 567890
Bob’s Parts
1 Road
Town
BA1 1AB
1st September 2017
Dear Bob,
| am trying to find an air filter for a Ford Focus. Please can you let me know if you have any?
Many Thanks
A. Garage
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LESSON 6 & 7: ICT

Microsoft Excel

Learning objectives:
e Know what Microsoft Excel is

e Understand what documents can be created in Microsoft Excel
e Be able to create spreadsheets and use basic functions

Key words and phrases:

Column Spreadsheet Cells Currency

VAT Sum Formulas
Resources:

Student hand outs

017 | LessonPlan6 & 7 018 | Task 1 Create a Spreadsheet

019 | Notes - How to Create a Spreadsheet

Teacher’s resources

A Automotive Family Fortunes Slides B Automotive Family Fortunes Questions
Websites

http://jobs.theimi.org.uk/

Misc.

Post-it notes (green, red, orange or yellow)

Computers / Laptops

Power Point

Pre-class preparation:

Task 1: Print resource 016

Lesson begins...
Starter Activity

Automotive Family Fortunes (4-5 minutes)
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Use Resources: Automotive Family Fortunes Slides AND Automotive Family Fortunes Questions

Explain the rules if necessary (See Resource A Rules Automotive Family Fortunes)

They will be split into two teams for this game (same teams over the 17 lessons).
The winning team will receive a prize in the final lesson.

Show example question and scoring on slides:

Check everyone knows how to play.

Start the game:

Divide the class into two teams, ask the first player from each team to come to the front desk - and
ask them both the first question.

13.Name 5 of the top selling motorbikes ... 14. Name 5 major motorbike race circuits in the

UK ..
Yamaha MT-09 Tracer 35% said... Brands Hatch (South West) 36% said...
Honda CBF 125 M 25% Silverstone (East Midlands) 31%
BMW R 1200 S 18% Oulton Park (North West) 16%
BMW S1000 RR 13% Donnington Park (East Midlands) | 14%
Honda CBR 125 R 9% Anglesey (North Wales) 3%
15. Name 5 common reasons for motorbike 16. Name 5 of the most famous motorcycle racing
accidents in the UK ... World Champions ...
Bends on country roads 43% said... Valentino Rossi 48% said...
Collisions at junctions 28% Jorge Lorenzo 20%
Collisions while overtaking 15% Marc Marquez 17%
Loss of control 8% Danni Pedrosa 9%
Road surface conditions 6% Bradley Smith 6%
17. Name 5 commonly replaced partsona | 18. Name 5 commonly modified motorbike
motorbike (due to wear and tear) ... parts ...
Tyres 37% said... Exhausts 32% said...
Brake pads 30% Brake pads 24%
Oil filter 13% Mirrors 18%
Air filter 12% Windscreens 16%
Bulbs 8% Crash protection 10%
19. Name 5 job roles related to motorbikes 20. Name 5 popular motorbike colours
Service/Parts advisor 35% said... | Black 38% said...
Motorcycle technician 31% Silver 23%
Motorcycle sales executive 23% Blue 17%
Ignition component engineer 8% Red 15%
Mechanical / Restoration engineer | 3% White 7%
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21. Name 4 cars from a TV programme ...

22. Name 5 films featuring cars ...

Batmobile

Kit (Knight Rider)
The Mystery Machine
Transformers

38% said...
22%
21%
19%

Fast and Furious
Transformers

Chitty Chitty Bang Bang
The Italian Job

Gone in 60 secs

27% said...
22%
19%
17%
15%

23. Name 5 commonly misspelt car names

24. Name 5 car manufacture
onTV ..

rs that often advertise

Lamborghini
Ferrari
Subaru
Porsche
Mitsubishi

46% said...
29%

10%

8%

7%

Renault
Toyota
Volkswagen
Peugeot
Citroen

34% said...
28%

20%

17%

5%

25. Name 5 car manufacturers ...

26. Name 5 companies that offer car insurance ...

BMW

Ford

Audi
Volkswagen
Vauxhall

32% said...
28%

20%

12%

8%

Direct Line
Aviva
Tesco
Churchill

Lv

39% said...
26%

18%

10%

7%

Lesson objective/aims:

(M

(T)
Task 1:

(M
(ALL)

Explain the objectives

interesteds you and apply for it.

Discuss Microsoft Excel and what you would use it for.

Each student is to create a price list on an excel spreadsheet

Go to http://jobs.theimi.org.uk/ and search for an apprenticeship, pick one that

(M

Ask the students to open a blank Microsoft Exel spreadsheet.

Discuss: Price lists should have certain information in them and so should pice lists;
e Spreadsheet title
e Colum titles
e Names of each part you are listing
e Amount in currency that each part costs (Trade Price)
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e How much the VAT on each part is (%)
e How much you sell each part for (Retail Price)

Task 2:
(ALL) Create a price list in Microsoft Work with the following information in it:
Spreadsheet Title in Box 1A
Column Titles in Row 2: Part, Trade Price, VAT Amount, Retail Price
Put the following parts in Column A:
e Exhaust
e  Wing Mirror
e Radiator
o Tyre
e Battery
e Headlight Bulb
e Windscreen Wiper
(M Demonstrate how to make the box size bigger / smaller so as you can read all the words
in each column.
(ALL) Put the following prices in the Trade Price column:
e Exhaust 40
e Wing Mirror 25
e Radiator 100
o Tyre 33
e Battery 27
e Headlight Bulb 2.50
e Windscreen Wiper 21.75
(M Demonstrate to the learners how to change the numbers into currency using £ signs.
(ALL) Change the numbers you have just inserted into currency using the £ sign.
Then;
(T Explain and demonstrate how to calculate the VAT value using the appropriate formula.
(ALL) Calculate the VAT for each of the items by using the appropriate formula.
e All formula’s in Excel start with the equals symbol =
e Then add the cell that you want to apply the formula to, in this case B3
e Then select the multiply symbol on your keyboard - this will show as *
e Now type 0.2 and hit enter and the box should display the VAT amount of £8.00,
you will still be able to see the formula in the top bar once the £8 is displayed.
(T) Demonstrate how to copy a formula from one cell to another;
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To use the same formula on each price in this column you do not need to type it into
each box, put your mouse arrow over the bottom right hand corner of cell C3 that shows
the answer to your last formula (you can see a little box in the corner of the cell). Your
arrow will change to a cross, when it does this left click and pull the box down until it
covers all the cells you want the formula applied to.

(ALL) Copy the formula from the first cell so as to calculate the VAT for each item.
(ALL) Now you must calculate the retail price for each item.
(T Demonstrate to the students how to calculate the Retail Price -

e Start the formula as it always has to be with =
e Now type the name of the cell with the trade price, B3 and the add symbol + then
the cell with the VAT amount, C3.

e Click enter
e Copy the formula down the row

(ALL) You will now need to save your spread sheet - before doing this you need to edit the
heading;
e Select cells Al to D1, then we are going to merge the cells - this means turning
them into one big cell.
Feedback to teacher

(T Ask students if they feel the learning objective & aims have been met using Post-its.
Explain what the colours mean and give an example.

Give out Post-its. Green = YES I[BB8l = NO  |Amber OR Yellow = not sure
Ask students to give their reasons.
(ALL) Hold up a Post-it and volunteer reasons.

(M Collect in Post-its held up/count no. of each colour and keep a written record.

Lesson ends
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HANDOUT 016: Production Methods

Now try creating a price list in Microsoft Work with the following information in it:
Spreadsheet Title in Box 1A
Column Titles in Row 2: Part, Trade Price, VAT Amount, Retail Price

Put the following parts in Column A:
e Exhaust

Wing Mirror

Radiator

Tyre

Battery

Headlight Bulb

Windscreen Wiper

Make sure that you can read all of the words in each column by making the columns wider, put the
mouse arrow over the line between two columns until you see the symbol below then left-click and
drag until the column is the right size:

|'.fth;; \.l| H q - =
L |

Home Insert Page Layout Formulas Data
== ¥ Cut S| =
j & Arial 10 ~A A
e 53 Copy B A
aste - || B - - - =
- Format Painter || B I U [~ =
Forn
Clipboard IF] Font ]

e A10 = ( Width: 16.43 (120 pixels) |

ki-.) A B C D
ABC Garage Price List

Part Trade Price VAT Amount Retail Price
Exhaust

Wing Mirror
Radiator

Tyre

Battery

Headlight Bulb
Windscreen Wiper

bk | e |k | e
hwm_kgmmwmmhmm—-
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Put the following prices in the Trade Price column:

e Exhaust 40

e Wing Mirror 25

e Radiator 100

o Tyre 33

e Battery 27

e Headlight Bulb 2.50
e Windscreen Wiper 12.75

To make these numbers appear as pounds we need to turn them into currency.
Highlight the cells that have the numbers in by clicking on the top box and dragging the mouse down
until they are all highlighted:

| = h S
A B
1 ABC Garage Price List
2 Part Trade Price W/
3 |Exhaust 40
4 'Wing Mirror 25
5 |Radiator 100
6 |Tyre 33
7 Battery 27
8 Headlight Bulb 25
9 Windscreen Wiper 12751
10

Then select the currency button at the top - it looks like notes and coins:

!"/l;'%)\'\ =9~ s

Home Insert Page Layout Formulas Data Revig
=) 4 Cut 5o
J & Cu Arial 110 ~||A a4l Wrap Text Accounting
_ﬁ COpy ....... r
Paste (B £ U -f|&E-| 3 A N 1 Merge & Center || |EE | 9 o

- fFormat Painter

Clipboard 5 Font e} Alignment {F] Mumber

! B3 hal® ﬁf' 40 Accounting b

A B c D E F G H | Choose ani

1 |ABC Garage Price List | format fort
2 |Part Trade Price VAT Amount Retail Price | _

3 |Exhaust £ 4000 [

All the prices should now appear in this format: £40.00

To calculate the VAT amount we can use a formula. Formulas are the reason that Excel is used so
much when any calculations need to be made to sets of numbers; the spreadsheet does it for you!
In this case we will need to work out 20% of the Trade Price, to do this you need to multiply the trade
price by 0.2.
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All formula’s in Excel start with the equals symbol =
Then add the cell that you want to apply the formula to, in this case B3
Then select the multiply symbol on your keyboard - this will show as *

Now type 0.2 and hit enter and the box should display the VAT amount of £8.00, you will still be able
to see the formula in the top bar once the £8 is displayed:

.5)1 N9 )
Home Insert Page Layout Formulas

e

=] M cui

4l

Arial 10 A A
_lécopy .......

Paste || B - ERINY.
- F Format Painter bl = | & —

rd E] Font I:
v f| =B3*0.2
A B C D

1 |ABC Garage Price List

2 |Part Trade Price VAT Amount Retail F
3 |Exhaust £ 4000 I £ 8.00 _l

4 'Wing Mirror £ 2500

E Dadiatar £ 1NN nn

To use the same formula on each price in this column you do not need to type it into each box, put
your mouse arrow over the bottom right hand corner of cell C3 that shows the answer to your last
formula (you can see a little box in the corner of the cell). Your arrow will change to a cross, when it
does this left click and pull the box down until it covers all the cells you want the formula applied to:

2 Price VAT Amount Retail F
4000: £ E_Uﬂg
25.00
100.00
33.00
27.00
2.50
12.75
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When you let go of the mouse the correct VAT amounts should show in each cell:

|/b;-3 \'Hﬂn—' T
" e

Home Insert Page Layout Formulas [
= d‘ cut Arial ~lio -llA &
53 Copy
Pajte jFormat Painter (B LU -l O é ”
Clipboard (F] Font P
| C3 v J=| =B3702
A B C D
1 |ABC Garage Price List
2 Part Trade Price VAT Amount Retail P
3 Exhaust £ 4000)% 8.00
4 'Wing Mirror £ 2500|£ 500
5 Radiator £ 10000 £ 20.00
6 |Tyre £ 3300Q)£ 6.60
7 Battery £ 27100 £ 540
§ Headlight Bulb £ 2500 £ 0.50
9 Windscreen Wiper £ 1275 £ 2.55
10 =
11

Are yours correct? If not go back and work through the formula again.

To calculate the Retail Prices we are going to use another formula. This time we need to add together
the Trade Price with it’s VAT and this will give the retail price.

Make sure you have clicked in the square where you want the answer to be, in this case D3
Start the formula as it always has to be with =

Now type the name of the cell with the trade price, B3and the add symbol + then the cell with the VAT
amount, C3. As you do this the cells you are selected will be outlined in different colours:

| SUM v (0 X o fe| =B3+C3

A B C D
1 ABC Garage Price List
2 Part Trade Price VAT Amount Retail Price
3 |Exhaust Tt 40001¢ 8.00]=B3+C3 |
4 |Wing Mirror £ 2500 £ 5.00
5 |Radiator £ 10000 £ 20.00
6 |Tyre £ 3300 £ 6.60
7 |Battery £ 2700 £ 5.40
8 |Headlight Bulb £ 250 £ 0.50
9 Windscreen Wiper £ 1275 £ 255
10
1
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Hit enter and the total should be shown:

B C D

Price List
Trade Price VAT Amount Retail Price
£ 4000 £ 5.00 £ 48.00

£ 2500 £ 5.00 1
£ 10000 £ 20.00
£ 3300 £ 6.60
£ 2700 £ 540
b £ 250 £ 0.50
Wiper £ 1275 £ 2.55

Repeat the process to copy the formula down into all of the cells where you need to calculate the retail
price. Does your spreadsheet look like this:

.5)1 \CEEED
Home Insert Page Layout Formulas Data

4l

e

= ‘#‘C”t Arial -l ~lA o[
_.lé Cnpy ....... —_—
Pafte - Format Painter |B I U~ S - A | E
Clipboard F] Font F]
| E12 - ( £
A B C D
1 |ABC Garage Price List
2 |Part Trade Price VAT Amount Retail Price
3 |Exhaust £ 4000 £ 8.00 £ 4500
4 |Wing Mirror £ 2500 £ 500 £ 3000
5 |Radiataor £ 10000 £ 20,00 £ 120.00
6 Tyre £ 3300 £ 6.60 £  39.60
7 | Battery £ 2700 £ 540 £ 3240
8 Headlight Bulb £ 250 £ 060 £ 3.00
9 Windscreen Wiper £ 1275 £ 255 £ 1530
10 -
11

If not go back and start the formula process again.

Issue 1.1 14-Nov-17 Page 50

© Institute of the Motor Industry, Fanshaws, Brickendon, Hertford SG13 8PQ, UK



INSTITUTE or e LESSON PLANS

MOTOR INDUSTRY ICT

Now you need to save your spreadsheet. Select the Windows icon, or File, and Save As, then select
Excel Workbook:

a copy of the dod8

Excel Workbook
|51 | Save the file as an Exc

i gbled Workbook
§| Save the workbook in the XML-based and

| Save g
macro-enabled file format. E
— ﬁ_| Excel Binary Workbook
= Save As | x ; ; "
e mogn| Save the workbook in a binary file format
optimized for fast loading and saving.
] Print » o Excel 97-2003 Workbook

il | Save a copy of the workbook that is fully
compatible with Excel 97-2003.

v
“:,/f Frepare ¥ [y OpenDocument Spreadsheet

oS Save the workbook in the Open Document
Format.

_ﬁ Send  *
PDF or XPS

Publish a copy of the workbook as a PDF or
7 : XPS file,
/i P 3
o 'ublish
Other Formats
- Open the Save As dialog box to select from
LClose all possible file types.

A

| 23 Excel Options | | X Exit Excel |

18]

You will then need to follow your teacher’s directions to save your spreadsheet in the right place.
The name of your Spreadsheet is not very easily read so we are going to edit Row 1 to make it look
more like a heading.

Select cells A1 to D1, then we are going to merge the cells - this means turning them into one big cell:

.cD‘l N"d9- )
Home Insert Page Layout Formulas Data Review View
3 “’ Cut Arial o -llA &=
Past =3 Copy ] A = 5 5 i
e f Format Painter |B I U~ O A= === =
Clipboard ] Fant LF]
| Al - J-| ABC Garage Price List .
A B C D E F = H oi
1 [ABC Garage Price List | Excel |
2 Part Trade Price VAT Amount Retail Price - -
3 Exhaust £ 4000 £ 800 £ 4300 W -
4 |Wing Mirror £ 2500 £ 500 £  30.00
5 Radiatar £ 10000 £ 2000 £ 12000 Excel
6 |Tyre £ 3300 £ 660 £  39.60 -_| 2
7 |Battery £ 2700 £ 540 £ 3240
& | Headlight Bulb £ 250 £ 050 £ 3.00
9 |Windscreen Wiper £ 1275 £ 255 £ 1530 :
10
Issue 1.1 14-Nov-17 Page 51

© Institute of the Motor Industry, Fanshaws, Brickendon, Hertford SG13 8PQ, UK



INSTITUTE or e LESSON PLANS

MOTOR INDUSTRY ICT

Once you have clicked ‘Merge & Centre’ the heading should move into the middle of your table, leave
the cell selected and make the text bold so it stands out:

3 ‘f"c"'t Arial -l -lA &I =
ﬂéCGp}' ....... — | -
Pafte - Format Painter B2 O[O A |EEE
Clipboard ] Font IF]
| Al - f | ABC Garage Price List
A B C D] E
1] ABC Garage Price List |
2 Part Trade Price VAT Amount Retail Price
3 Exhaust £ 4000 £ 800 £ 4800
4 |Wing Mirror £ 2500 £ R00 £ 3000
5 Radiator £ 10000 £ 2000 £ 120.00
6 |Tyre £ 3300 £ 660 £  39.60
T Battery £ 2700 £ R40 £ 3240
8 |Headlight Bulb £ 250 £ 050 £ 3.00
9 Windscreen Wiper £ 1275 £ 2585 £ 1530

k| =k
R ]

You now need to put the list of parts into alphabetical order so it is easier to find what you are looking
for - this might not seem important here but if you have 100 rows of parts you might find it useful.

To do this you need to select the column that you want to Sort, you do this by clicking on the ‘A’ button
at the very top of the column:

Clipboard F] Font ]
| A2 | fx| ABC Garage Price List
A, B C D
1 AEC Garage Price List
2 |Part Trade Price VAT Amount Retail Pric
3 |Exhaust £ 4000 £ 800 £ 480
4 |Wing Mirror £ 2500 £ K00 £ 300
5 |Radiator £ 10000 £ 20000 £ 1200
6 |Tyre £ 3300 £ 660 £ 396
T |Battery £ 2700 £ h40 £ 324
8 |Headlight Bulb £ 2450 £ 050 £ 30
9 |Windscreen Wiper (£ 1275 £ 255 £ 153
10
11
12
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You will then need to select the ‘Sort & Filter’ button from the right hand side of the top toolbar, and
select ‘Sort A - Z":

j ¥ AutoSum ~ W L?a
@] Fill -
1at Sort & | Find &
(2 Clear~  |Filter = | Select -
Edij&] sortAtoZ
Z) sotzton :
W X E Custom sort. ; AR
W= Filter |
b |

When you select this the spreadsheet will ask you if you want to expand your selection (so that all the

prices stay in line with the parts) or continue with current selection (which will just change the order of
the part names and leave the prices where they are).

You need to Expand the Selection as you want to keep all the right prices with the right part:

Sort Warning ?

Microsoft Office Excel found data next to your selection. Since you have not
selected this data, it will not be sorted.

What do you want to do?

(®) Expand the selection;

() Continue with the current selection
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Click ‘Sort’, does your sheet now look like this:

!IIL;E @ .

41

e Insert Page Layout Formulas Data |
il Cut Arial -0 ~|A A =
ot 23 Copy = —
e F Format Painter |B £ OO A-EE
Clipboard L] Font L]
| C12 - I
A B C D
1 ABC Garage Price List
2 Part Trade Price VAT Amount Retail Price
3 Battery £ 2700 £ 40 £ 3240
4 |Exhaust £ 4000 £ 500 £ 48.00
5 Headlight Bulb £ 250 £ 0&0 £ 3.00
6 Radiataor £ 10000 £ 20000 £ 12000
7 Tyre £ 3300 £ 660 £  39.60
8 Windscreen Wiper £ 1275 £ 255 £ 1530
9 Wing Mirror £ 2500 £ 00 £ 3000

=3
PR =

If not go back to the beginning of the process to filter the Part names A-Z and try again. Once it looks
like this save your document by clicking the blue disk circled above.

You now need to print your spreadsheet, select the windows icon, or file, and Print, then select Print
Preview - it is always a good idea to preview your print, especially when using Excel to make sure that
it all shows on one page:

w WView
Preview and print the document
@ - =
Print j| " | =l
~ : Select a printer, number of copies, and ],EE iE||
_J,J Open ather printing options before printing. —
%  Quick Print Alignment
Save @ Se_nd the workbogldics
H o -
F
Print Preview
Save As b Preview and make changes to pages before
printing.
?{f Prepare ¥
_ﬁ Send 3
/' Publish »
— i
L]
Close
|g Excel Options | |X Exit Excel
18]
19
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How do you think it looks in the Print Preview? Is it clear and easy to read? With spreadsheets it is
often easier to read if the gridlines between all the cells are shown when it is printed.

To do this select Page Setup while still in the Print Preview:

e R L] =
[ Eﬂﬁ S \II
i

Frint Preview

=TS

Print Page Zoom
Setup
Print Zoom

Then the Sheet tab and tick the box marked Gridlines:

ABC Garage Price List

Part Trade Price VAT Amcunt Retsil Price

Bsttery £ 2700 £ 54 £ 224

Exhaust £ 4000 £ 800 £ 48.00

Headlight Bulb £ 250 £ 050 £ 2.00

Radiator £ 10000 £ 2000 £ 120.00

Tyre ?

Windsard Page Setup » IEE
Wing Mir|

Page Margins | Header/Footer Sheet

Print area: ERe
Print titles

Rows to repeat at top: 5.5

Columns to repeat at left: R
Print

V] 5 Comments: (None)

S ?_)Eraaft :nudalxite Cell errors as:  displayed v

["]Row and column headings

Page order

(®) Down, then over

() Over, then down

Options...

OK Cancel
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Then click ok and it should now look like this:

ABC Garage Price List

= ROEOERNEROE Trade Price | VAT Amcunt |Remil Price
Ealtary £ ar. £ !40;5 324

Exroust £ 4000 | £ 800 | E 48300
Headight Bulb ": | R 2%0 '€ 0% ! £ 300
Rodimtor 'L 10000;E . 2000 € 12000
Tyre 3 3300 ' £ e £ 3980
WomoeenWiper L 1278 | £ 2881 € 1530

™
"
(8]
a3
™
o>
8 q
™m
&
Q
(=)

Wing Miro

If you are happy with how it is shown, click Print and check that the correct printer is selected (check
with your teacher), then select ‘ok’.

+ I

fjfs Vsrv-print\Careers - HP P2050 Properties...
tatus: Idle - -
> HP Laser Jet P2050 Series PCLG Find Printer...
Where: c )
Comment:
[ print to file
Print range Copies
) all Mumber of copies: 3
() Page(s) From: > To: :
Print what
s 4 m
() Selection (_J Entire workbook Z z
(®) Active sheet(s) Table

|:| Ignore print areas

Preview c Cancel

Make sure your name is on your work and hand in to your teacher.
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Creating an Email

Learning objectives:
e Know what Microsoft Outlook is

LESSON PLANS
ICT

e Understand what Microsoft Outlook can do.
e Be able to create emails, tasks and use basic functions

Key words and phrases:

Outlook Inbox Sent Iltems Email

Sent Junk E-Mail Attachment Forward

Reply Deleted Items Address Book
Resources:

Student hand outs

019 | Lesson Plan 8 020 | Task 2 - Create an email

021 | Notes - Creating an email

Teacher’s resources

A Automotive Family Fortunes Slides B Automotive Family Fortunes Questions
Misc.

Post-it notes (green, red, orange or yellow)

Computer / Laptops

Pre-class preparation:

Task 1: Print handout 020: Market research

Lesson begins...
Starter Activity

Automotive Family Fortunes

Explain the rules if necessary (See Resource A Rules Automotive Family Fortunes)

e They will be split into two teams for this game (same teams over the 17 lessons).
e The winning team will receive a prize in the final lesson.
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e Show example question and scoring on slides:
e Check everyone knows how to play.

Start the game:

Divide the class into two teams, ask the first player from each team to come to the front desk - and
ask them both the first question.

27. Name 5 of the most expensive cars in the | 28. Name 5 car manufacturers beginning with the

world ... letter ‘m’ ...

Bugatti Veyron 41% said... Maserati 39% said...

Lamborghini 17% Mercedes Benz 26%

Ferrari 16% Mazda 18%

Pagani Zonda 15% Mini 10%

Aston Martin 11% Mitsubishi 7%

29. Name 5 c?r, manufacturers beginning with 30. Name 5 German car manufacturers ...
the letter ‘s’ ...

Saab 38% said... Audi 41% said...

Subaru 20% Mercedes Benz 17%

Skoda 18% BMW 16%

Seat 15% Volkswagen 15%

Smart 9% Porsche 11%

31. Name 5 car manufacturers whose logo 32. Name 5 car manufacturers whose logos are
features an animal ... completely silver ...

Ferrari (horse) 40% said... Audi 36% said...

Porsche (horse) 27% Mercedes Benz 22%

Lamborghini (bull) 13% Renault 20%

Jaguar 11% Toyota 13%

Alfa Romeo (dragon) 9% Honda 9%

Lesson objective/aims:

1)) Explain the objectives.
(M Discuss why you would use Microsoft Outlook
(ALL) List some day to day reasons you might use Microsoft Outlook.
(M Discuss and demonstrate the day to day uses of Outlook.
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Task 1:

(ALL) Go to http://jobs.theimi.org.uk and search for an apprenticeship. Pick one vacancy that
you are going to apply for.
Demonstrate to the learners how to search on IMI Auto Jobs for an apprenticeship.
Once you have found the apprenticeship you would like to apply for you need to ensure
your cover letter (which is your email) and CV skills match the skills required to do the
position.

Task 2

(T Ask the learners to write an email in application for the apprenticeship they would like to
apply for.
Take the learners through step for step on how to send an email, attach a CV and send
the email.

(ALL) Use your notes to bring you through the process of writing, sending and attaching
to an email.
Tips;

e Ensure the font is the same size and type throughout

e Us the spell check tool to ensure you have no spelling mistakes in your
email

e Ensure you have the email address correct

Feedback to teacher

(M Ask students if they feel the learning objective & aims have been met using Post-its.
Explain what the colours mean and give an example.

Give out Post-its. Gréen = YES IB88l - NO  Amber OR Yellow = not sure
Ask students to give their reasons.
(ALL) Hold up a Post-it and volunteer reasons.

1)) Collect in Post-its held up/count no. of each colour and keep a written record.

Lesson ends
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HANDOUT 020: Market Research

You are going to write an email to a local company applying for an apprenticeship that you have seen
them advertising.

Go to http://jobs.theimi.org.uk and search for an apprenticeship. Pick one vacancy that you are going
to apply for.

Open Microsoft Outlook by clicking on the icon that looks like this: J Yor o
(Yours might be 2007 or another year) ; |

When you are applying for a job, the email is your cover letter and should always have certain things in:

The email address of the person you are sending it to

Your email address to send a copy of the email to

A Subject

It should be addressed to the correct person, if you do not know the name, put ‘Dear Sir or

Madam’.

e The main section of the email will state why you are writing. In this case it will include the position
that you want to apply for, where you saw it advertised and why you think you’d be good at the
job

e Finish the letter with ‘Yours sincerely’ (or ‘Yours faithfully’ if your letter was address to ‘Dear Sir
or Madam’) and your full name.

e Your CV will need to be attached to the email

When you open Microsoft Outlook you will need to create a new email:

Put the email address in of the person you want to send the email to (in this case the one your teacher
has given you).

Go  Tools Actions Help

SiNew - | g5 B2 X | iBeply = Replyto All i Forwi

« || L3 Inbox
Favorite Folders # 1" 0!8 From
L3 Inbox (=3 1 James
2 Unread Mail = Interac
| Urnread Mail
_\ Urnread Mail L_& Staye |
L= Sent ltems
=1 Gemmi
Mail Folders &
S TR Y Ry T— -
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You then want to put your own email address into the ‘CC’ line, this stands for Carbon Copy and sends
a copy of the email to yourself so you remember what you have applied for.

You also have the option of sending an email to someone ‘BCC’, this means Blind Carbon Copy and
means that the person you send the email to cannot see that you also sent a copy to the BCC person.

File Edit Miew Go Tools Actions Help

2 New - L -ga Reply (=8 Reply to All [} Forwar | — end/Receive - [
I 2 XK | CuReply S3ReplytoAll (3 F d B 5 Send/R &

Mail « || Inbox
Favorite Folders — —_\.
5] Inbox !"ng e 9 A
L Unread Mail
L Unread Mail
L= sent Items 3

Message Insert Cptions Format Text

Mail Folders =3 Copy

!
Ea
h‘
[e=]
0
B
L
I
(1]
[

2] Al Mail tems - Format Painter

=] E:-’,i‘l Mailbox - Emily Hakansson Clipboard i Basic Text
# f{af Deleted Items
[ Drafts Ta.. teacher @school.sch.uk
= L] Inbox =
L3 1st Gear/Accelerate Send
| Apprentices Subject:
| Autocity
| Careers Events
| ClAG Steering Groug
L3 CPD
3 EIF2
= [ Headlight
|1 Indicate
[ Literacy
|1 Influencing the Infly
=) oA Internal
1d st Aid
|1 Jobs Platform

Cc... me @me. com|

You must always put a subject into an email; most companies have systems set up that will reject any
email that comes in without a subject as ‘Junk’ or ‘Spam’, so to make sure your email gets through
always put something in the subject box.

This can be very simple and straight forward, in this case: ‘Application for Vacancy’ is all that is
needed.

This message has not been sent.

To.. teacher @school. sch.uk

Cc... me@me.com

Send
Subject: Application for Vacancy
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You then need to write your email, you MUST write something in the main body of the email or, again,
many companies Spam filters will reject it. Plus - it looks strange, if an employer receives an email
with a CV attached but nothing written in the email how do they know why you have sent your CV?

The email is not very different to the cover letter that you created in Word except you do not need to
put any postal addresses or the date at the top.

Do not think that because it is an email it can be informal; this is still you applying for an
apprenticeship, or job role, and your first contact with an employer. If it's badly written they will just

delete it.
Now write your email.

Did yours look like this?

— Message Insert Options Format Text
B 11 A AT = | gaﬂ &g“;] @ J@ 92! =t /a v = " ?
- [}
== .
Paste ‘B F UL A ~||&E = =||<= #=| Address Check Attach Attach Business Calendar Signature | Follow Spelling
- 7 — = Book Mames File  Item Card~ - Up~ -
Options T || Proofing

Clipboard ™= Basic Text IF] MNames Include

This message has not been sent.

To... teacher @school.sch.uk
= Cc... me @me, com

Subject: Application for Vacancy
{

Dear Sir/Madam,

| would like to apply for the apprenticeship vacancy of Light Vehicle Maintenance and Repair Technician that | saw
advertised on the IMI Jobs Website and have attached my CV.

| have always been interested in fixing cars and would like to turn this hobby into a career. | can work as partof a
team and have been volunteering at my local go-kart track at weekends.

| look forward to hearing from you.

Yours sincerely,

Amy Beech

Make sure that all the writing is in the same font. To change the font; select all the writing on the page
and left click on the font box in the bar along the top, you can then select a different font by left

clicking on it.
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Change to font to Arial now using this box, then use the box next to it to make sure all your writing is
the same size (12):

I..".. ..\“\,I H ) - ‘j 7:1 =

&

E-&

[ [\

Home Insert Page Layout References
d
Ee

Paste |B 7 U ~ abe x, 8 Hae2 . A
- F = 9 i -

Clipboard M= Font | 10 ]
11
12 e
14
16
15
20

2l

Arial - |18 |z A a7

Once you have written your email make sure you have no spelling mistakes by doing a spell check (you
should do this on any email you create). Click ‘Spelling’ on the top menu:

003 Creating an Email - Microsoft W

D¢ AaBbhCel AaBbCe AazBbee AAD
ci... Heading 1 Heading 2  Heading 3 Title

L:l - O x

:s5 Calendar Signature || Follow Spelling
- - Up - -
de Options Proofing

A box will appear that will change any words you have spelt wrong - remember do not just accept what

it tells you, it might be changing the word. Make sure you read it carefully and think what you want to
say.

Issue 1.1 14-Nov-17 Page 63

© Institute of the Motor Industry, Fanshaws, Brickendon, Hertford SG13 8PQ, UK



INSTITUTE or e LESSON PLANS

MOTOR INDUSTRY ICT

You now need to attach your CV to the email, using the file your teacher tells you, select the paper clip
icon:

o

E e CER AR S R = ) o) 5
Paste - B I Ul||®?- A= = =||=E iE| h Business Calendar Sig
= - || = ==
= f Card~
Clipboard = Basic Text {F] Include

Attach File

This message has not been sent.
Ta... teacher @schoal. sch.uk
i me @me.com

5end
Subject: Application for Vacancy

Dear Sir/ Madam,

| would like to apply for the apprenticeship vacancy of Light Vehicle Maintenance and R
advertised on the IMI Jobs Website and have attached my CV.

| have always been interested in fixing cars and would like to turn this hobby into a care
team and have been volunteering at my local go-kart track at weekends.

This will open a box and you need to find the file you are attaching then click insert:

e o e Az A ma ) - T e e e S T T T S R WO T U DUy by & dany e

EX} Insert File
— L . b ThisPC » ThelIMI Data (\\srv-fps1) () » Careers » v & Search Careers
Organize = Mew folder = - IJ-
() MName ° Date medified Type Size
1% This PC ) :
Adrnin File folder
m Desktop
Archive File folder
| Documents 3
Careers File folder
& Downloads )
Emily File folder
S Music )
X Films to Convert File folder
N Wy Web Sites on MSN = 5 =
ey K X 8] Amy Beech CV Microsoft Office ... 10KB
|21 Performance Library on intrar
= Pictures
Y Professional Development on
9 The IMI internal Newsletter or
& Videos
£ Local Disk (C3)
5 IMlAwards (Wsrv-fpsT) (H:)
5@ The IMI Data (\\srv-fps1) (1)
5 SkillsDev (\srv-fps1) (K2}
5@ ProfDev (\\srv-fpst) (L) W
File name: | Ay Beech CV v | All Files
Tools - Insert | Can
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The attachment will now show on your email:

E=aad m— —
i
—) Message Insert Options Format Text L7)
=) S arial M ETRR (VA [=R = | 33ﬁ @51 Lﬂ] J@ Q=! ﬂn /ﬁ ? = ‘§
¥
S3 i
Paste ‘B I U|l®*- A M= _ Address Check Attach Attach Business Calendar Signature | Follow Spelling
- 7 — = Book Mames File  Iltem Card~ - Up~ -
Zlipboard = Basic Text (F Mames Include (F Options ™ || Proofing
This message has not been sent.
To.. teacher @school.sch.uk
]
= Ce. me@me.com
Send
Attached: | ] Amy Beech CV.door (10 KE]
) il
Dear Sir/ Mada -

| would like to apply for the apprenticeship vacancy of Light Vehicle Maintenance and Repair Technician that | saw
advertised on the IMI Jobs Website and have attached my CV.

I have always been interested in fixing cars and would like to tumn this hobby into a career. | can work as partofa
team and have been volunteering at my local go-kart track at weekends.

I look forward to hearing from you.

Yours sincerely,

Amy Beech

4 M | »

Read over your email again and make sure you are happy with everything.

If you are, click Send.
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LESSON 9: ICT

Creating a Meeting, Task & Contact

Learning objectives:
e Know what Microsoft Outlook is
e Understand what Microsoft Outlook can do.
e Be able to create tasks and calendar appointments

Key words and phrases:

Outlook Inbox Sent Iltems Email
Sent Junk E-Mail Attachment Forward
Reply Deleted Items Address Book

Resources:

Student hand outs

022 | Handout: Creating a meeting 023 | Handout: Creating a task
024 | Handout: Creating a contact 025

Teacher’s resources

B Automotive Family Fortunes_Slides C Automotive Family Fortunes_Questions
Misc.

Post-it notes (green, red, orange or yellow) Blue Tack

Smart board & Flip chart paper Blank paper and marker pens

Pre-class preparation:
Task 1: Print handout 022: Creating a meeting
Task 2: Print handout 023: Creating a task

Task 3: Print handout 024: Creating a contact

Lesson begins...
Starter Activity
Automotive Family Fortunes (4-5 minutes)
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Use Resources: Automotive Family Fortunes Slides AND Automotive Family Fortunes Questions

Automotive Family Fortunes

Explain the rules if necessary (See Resource A Rules Automotive Family Fortunes)

They will be split into two teams for this game (same teams over the 17 lessons).
The winning team will receive a prize in the final lesson.

Show example question and scoring on slides:

Check everyone knows how to play.

Start the game:

Divide the class into two teams, ask the first player from each team to come to the front desk - and
ask them both the first question.

Lesson objective/aims:
(T) Explain the objectives.

Discuss what else Microsoft Outlook can be used for in an office environment (diary,
meetings manager and contacts database)

Meetings: where you can create and invite people to meetings, check other people’s
calendars and manage your time.
You can also use it to create a task list or save contacts.

(ALL) List some reasons why you may use Microsoft Outlook in an office
Task 1:
(ALL) Go to Microsoft Outlook and use their handout to bring you through the process of

creating a meeting in outlook

Task 2:
(ALL) Go to Microsoft Outlook and use their handout to bring you through the process of
creating a task in outlook
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Task 3:

(ALL) Go to Microsoft Outlook and use their handout to bring you through the process of
creating a contact in outlook

Feedback to teacher

(T) Ask students if they feel the learning objective & aims have been met using Post-its.
Explain what the colours mean and give an example.

Give out Post-its. Gréen| = YES B8l - NO Amber OR Yellow = not sure
Ask students to give their reasons.
(ALL) Hold up a Post-it and volunteer reasons.

(M Collect in Post-its held up/count no. of each colour and keep a written record.

Lesson ends
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HANDOUT 022: Creating a Meeting

You are going to create a meeting between you and your teacher to discuss your Career Options.

Open Microsoft Outlook by clicking on the icon that looks like this: J -
(Yours might be 2007 or another year)

You will be using the Microsoft Excel calendar and it is important to fill in all the fields that it asks you
for.

Go to your calendar in Microsoft Outlook by selecting the Calendar icon on the left hand menu:

EEiIe Edit View Go Tools Actions Help

i&dNew v | 5 Y X | CaReply S Replyto All (3 Forward | B W | L Send/Receive - [§

Mail « [|L2 Inbox
Favorite Folders 2 [[* [0 B/From Subject
7] Inbox '\~ 10 James 5t.. FW: Careers Advisory Group Meet
i Unread Mail =)
i Unread Mail
[[= sent Items
Mail Folders

2] Al Mmail items -

= Q{,ﬂff Mailbox - Emily Hakansson
© {a] Deleted Items (1)
L7 Drafts
=[5 Inbox
[ 1st Gear/Accelerate
1 Apprentices
[ Autocity
[ Careers Events
[ CIAG Steering Group
C3 cro
[ EIF2
=l [ Headlight
[ Indicate
[ Literacy
[ Influencing the Influencers
= jA Internal
ol 1st Aid
[ Jobs Platform
[ LMIAAG -

Interactiv... Training Account Confirmation - F
45 Steve Mash Re: IMI Jobs and HRD Forum
-4 Gemma A... RE: CPD & E-learnign lovely sprea

>

3
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You can view your calendar a day, week or month at a time.

EHNew - | i X g4 | Today | (@

rch address b

Calendar «

Day () Show work week (@ Show full week

October 2014
Mo Tuwe Th Fr Sa Su
12345
6 7 8 91011 12
13 14 15 16 17 18 19
20 21 22 23 24 25 26
27[28) 29 30 31 1 2

(GIO) tovember 2014

Search Calendar

27 Monday 28 Tuesday 29 Wednesday 30 Thursday 3 Friday 1
| Half Term |
| JH 8-4; Joanna Holling ¢ | | JH 8-4; Joanna Holling ¢*| | | EmilyH WFH PM (Physio |

Saturday

©] All Calendar Items -
My Calendars =
] 77 calendar (1)

Calendar in 1stgear
Calendar in Accelerate
Calendar in 5arah Cunningham
WMovements in Sarah Cunningham
Calendar in Steve Trotter
Calendar in IMI Members
Calendar in careers

Calendar in headlight
Calendar in Chris Lincoln

{2 Sarah Whiteside Jones

) Lesley Woolley

L] Maria Ciampa

| Joanna Hollingdale
h

Sunday

Send Careers Events slln?l ‘Contact School re: event |

CIAG and ATNF discussio
meeting room 3
James Stockdale

‘ Interim Review (EH)
Y| Meeting Roam 3
Lesley Woolley

PR for Competitions ‘

Meeting Room 1

PD Managers meeting
Libby Lovick

1500 Lunch ‘

IMI at JCP Hertford Physio

bl a2 -

Tasks: 3 Active tasks, 0 Completed tasks

PR

oAl A

Select ‘New’ from the top menu bar (circled above) and this will open a new calendar event:

o)) T s Untitled - Appointment = =
e = |
Appointment Insert Format Text (7]
u i 3 =) A pri
% ._zlcmendar -;J E Showas | Busy . ' .9 EE (&) Private ?
= x Delete = ' High Importance
Save &  Invite 3 Appointment| 5cheduling | 4 Reminder: |15 minutes - Recurrence Time Categorize Spelling
Close Attendees g Forward = Assistant Zones - # Low Importance -
Actions Show Options s || Proofing
Subject:
Location: W
Start time: | Tue 28/10/2014 [v] [1s:30 w| ] Al day event
End time: | Tue 28/10/2014 [v] [16:00 v
iz
-
-
4 m ] »

In Shared Folder: @ Calendar
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You now need to fill in the details of your meeting. First you need to put the subject and location:

nf&j
Appointment

Insert Format Text

._zCalendar -:_-\E) "'"‘ {
{% = ﬁ Show As: | [l Busy -
HJ qr= X Delete __J L’
Save & Invite o Appointment| Scheduling i Reminder: 15 minutes - Recurrence  Time
Close Attendees B Forward ~ Assistant Zone
Actions Show Options
Subject: My Career Options
Location: | Mr. Jones' Office|
Start time: | Tue 28/10/2014 E| 15:30 v | [ Al day event

End time: | Tue 28/10/2014 E| 16:00 v

You then need to put the correct day and time, set your meeting for tomorrow at 2pm by using the drop
down boxes:

™y

i{j, = . )T My Career Options - Appaoin
e
Appointment Insert Format Text

| Calendar )
[Ij_[ {% 4 =] _.\_J fed Show As: |l Busy - {-\-
= X Delete
Save &  Invite \ Appointment|Scheduling || & Reminder: 15 minutes - Recurrer
Close Attendees bp Forward ~ Assistant
Actions Show Opti

Conflicts with another appointment on your Calendar,

Subject: My Career Options

Location: | Mr. Jones' Office

Start time: | Wed 29/10/2014 L DAII day event

End time: CQctober 2014
Mo Tu'We Th Fr 5a Su
2

13 14 15 16
20 21 22 23

27( 28] 29 30

Today

You will then need to write a brief description to tell the other person what your meeting is about.
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You need to do this every time, even if they already know as if you were planning a meeting for in a few
months’ time they may have forgotten what it was about by then!

- Appointment Insert Format Text 'Q)
- —T & o
l] i % 3] Calendar ﬁ =5 B2 show As: |l Busy 0D ,Q EE (5} Private y
b= )( Delete ——J - ’i High Impognce
Save & Invite o Appointment|Scheduling | & Reminder: 15 minutes - Recurrence Time Categorize Spelling
Close Attendees g Forward - Assistant Zones - § Low Impori\ce -
Actions Show Options Proofing
Conflicts with another appointment on your Calendar.
Subject: My Career Options
Location: | Mr. Jones® Office v
Start time: | Wed 29/10/2014 [v] [1s:30 v| []an day event
tndtime: | Wed 29/10/2014 [v] [16:00 v
i)
Dear Mr Jones -
Please can we meet to go through my Career Options, | have now written my cover letter and would like to talk to you about the best
companies to apply for an apprenticeship with.
Thanks
Amy Beech
-
4 m | »

n Shared Folder: I@ Calendar

Now Spell-check what you have written using the blue tick on the menu bar (circled).

If you are happy with what you have written you need to invite the people that you want at the meeting.
Click ‘Invite Attendees’:

-

Appointment Inser

Savey & Invite
Attendees

Actigh
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This will open a box similar to when you add an email address:

|pE=asa

|
Meeting Insert Format Text
ﬁ _ﬂ Calendar =Ty Q?g 8 Addres:
X Delete §=% ' 8, Check b
Cancel . Appointment|Scheduling Meeting 5
Invitation tgp Forward - Assistant | Workspace 4 Respon

Actions Show Attendees

Invitations have not been sent for this meeting.
Conflicts with ap ot it o

pur Calendar.

Location: | Mr. Jones' Office

Start time: | Wed 29/10/2014 [v] [15:30 v| [
End time: | Wed 29102014 [v] [16:00 v

Dear Mr Jones

Please can we meet to go through my Career Options, | have r

romnanioac tn annlu far an annranticachin with

Write the email address of the person to send it to in this line (your teacher will give you this) and
check the meeting again to check everything is right:

i
—// Meeting Insert Format Text
) [ 0 T i
ﬁ _:] Calendar Iﬁ _;J 5_ [l Address Book ﬁ Show As: |l Busy . a’ ,Q %E ) @
X Delete = - 8 Check Names - ]
Cancel . Appointment| 5cheduling Meeting & Reminder: 15 minutes - Recurrence Time Categorize Spelling
Invitation ep Forward ~ Assistant || Workspace 4!3 Responses ~ Zones - 3 -
Actions Show Attendees Options [ || Proofing
Invitations have not been sent for this meeting.
Conflicts with another appointment on your Calendar.
To... MJones @teacher,sch.uk
=
=k Subject: My Career Options
Send
Location: |Mr. Jones' Office W Rooms,
Start time: | Wed 29/10,/2014 [v] [15:30 v| [C]ANl day event
Endtime: | Wed 29/10/2014 [v] [16:00 v

Dear Mr Jones

Please can we meet to go through my Career Options, | have now written my cover letter and would like to talk to you about the best
companies to apply for an apprenticeship with.

Thanks

Amy Beech

If you are happy, click send.
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HANDOUT 023: Creating a task

You are going to create a task on Microsoft Outlook. A task list is like a to-do list, it helps you
remember everything you need to do for work and mark it as complete when you have finished.

Open Microsoft Outlook by clicking on the icon that looks like this: =
(Yours might be 2007 or another year) J_, Outlook

Then go to the Tasks section of Outlook:

iEiIe Edit Miew Go Tools Actions Help

D New @ 5 b i~ Reply (=4 Replyto All i} Forward L 4 gﬂSendJ’Regeive -

Mail « ||[E Inbox
Favorite Folders 2« ||* [ 8 From Subject

L7 Inbox (= Wl James St... FW: Careers Advisory Group Meet
I Unread Mail =)
O Unread Mail

=) sent ltems

Mail Folders

Interactiv... Training Account Confirmation - F
45 Steve Mash Re: IMI Jobs and HRD Forum
(-4 Gemma A... RE: CPD & E-learnign lovely sprea

»

L] All Mail Iltems -

»

= %ﬁ Mailbox - Emily Hakansson
(3] Deleted ltems (1}
L7 Drafts
= [ Inbox
[ 1st Gear/Accelerate
[ Apprentices
[ Autocity
[ Careers Events
[ CIAG Steering Group
3 cro
[ EIF2
= [ Headlight
[ Indicate
[ Literacy
[ Influencing the Influencers
= 4o d Internal
1A 15t Aid
[ Jobs Platform
[ LMIAAG -

[~ Mail

'ﬁ Calendar
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Your task list will be blank at the moment, you need to select ‘New’ from the menu:

1stgear - Tasks in 1stgear - Microsoft Outlook

- ol

Go Tools Actions Help Type a question for help
IR § 3 Reply to All (3 W | [@ Search address books - @ =
- « || 4 1stgear - Tasks Search 1stgear - Tasks P v| ¥ || To-Do Bar 24
L] Al Task ltems - | [/ subject Due Date | October 2014
My Tasks - Click here to add a new Task Mo TuWe Th Fr 5a S
M 1.2 3 4
¥ To-DolList There are no items to show in this view, 65 o ome
o Tasks 13 14 15 16 17 18 1
(il Tasks in 1stgear 20 21 22 23 24 25 2
(g} Tasks in Accelerate 27[28 29 30 31
[, Tasks in Sarah Cunningham
g}, Tasks in Steve Trotter e ————
(5gl Tasks in IMI Members B
Tasks in careers | Meeting Room 1; Libby Lovi
(gl Tasks in headlight = -
(%) Tasks in Chris Lincoln Lunch
e Wed 12:00 - 13:00
er Tasl B
<4 Master Task 1M at JCP Hertford
Current View P Wed 14:00 - 16:00
Simple List
Detailed List Arranged By: Importa...
Active Tasks L
Next Seven Days Type a new task
Overdue Task:
erdue fasks =) Normal
By Category
Assignment Careers events o... \ 4
Ey Person Responsible Metrics Bus Plan... () ¥
Completed Tasks - Training Needs ... 1 &
[~ Mail
4| Calendar
G=| Contacts
o] Tasks
@ -

0 ltems £ Online with Microsoft Exchanae

Select ‘New’ from the top menu bar (circled above) and this will open a new task:

FSomces L tled -
"mg’; = Untitled - Task
Task | Inset  FormatText
T = > -
e 2 C 2 Heay
b s v %
X A 5 i S = i
Save & | Delete || Task |Details | Assign Send Status Mark | Recurrence o Categorize Follow Private | Spelling
Close Task Report Complete | o Forward 0 ence -
Actions Show Manage Task Options Proofing
Subject: |
Startdate; | None [v] status: |Not started
Due date: Hone [v] eriority: | Nomal v| %complete: [0 | =
[Jreminder: |Hone [~ HNone <) Owner: | 1stgear
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You now need to fill in the details of your task. First you need to put the subject:

AN "9 - )+ Untitled - Task - =
] =
Task Insert Format Text @
> B 3
_-. = ) = lfl 2 da Reply e A = v \2 ?
= = = 3 Reply to Al Nt = == ;
Sa\re& Delete Task Detalls Assign Send Status  Mark . Recurrence Skip Categorize Follow Private | Spelling
Close Task Report  Complete | kg Forward Occurrence - Up~ ~
Actions Show Manage Task Options Proofing
Subject: Write New CV
Start date: Mone ZI Status: | Mot Started w
Due date: Mone ZI Priority: | Mormal ~ | % Complete: | (%%
DReminder: MNone :I MNone 2 owner |1stgear
£
e
-
4 Il I »

You then need to put the Start Date (the date that you plan to start the task), and the Due Date (the
date you need to finish the task by).

Put that start date as tomorrow and the due date as 2 weeks after that using the drop down buttons:

BN EIC + v )" Write New CV - Task - olE

Task Insert Format Text
= va v

- Rep
¥ P | Cakerd O
— & Reply to Al
Save& Delete Task Detalls Assign Send Status  Mark Recurrence p Categonze Follow Private Spelling

Close Task Report  Complete bz Forward Occurre “ Up~
Adtions Show Manage Task Optlons Proofing
Subject: ‘Write New CV

Start date: Status: | Mot Started »

Due date: MNormal w | % Complete: 0%

November 2014
Mo TuWe Th Fr 5a 5u
1 2
3 456 7 8 9
10 11 12 13 14 15 16
17 1819 20 21 22 23
24 25 26 27 28 29 30

Jz| owner:  1stgear

Today Mone
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You will see that you can change the ‘Status’ of the task, see what option you have by clicking on the
drop down menu and select the most appropriate status for your task.

Set the Priority of the task to ‘High’:

/D_;a ﬁ\ S Write New CV - Task
W ciaa

Task Insert Format Text

2 Ban
Al [ | e O B
— : 4 Reply to Al —
Sa\re& Drelete Task Detalls

A55|gr| Send Status  Mark \ Recurrence Skip
Close Task Report  Complete | b Forward Occurren
Actions Show Manage Task
Subject: Write Mew CV

Start date: Wed 12/11/2014 : | Not Started

Due date: Wed 19/11/2014 jority: | Normal ‘W omplete: | 0%

[ Reminder: |[None :‘ e A — Owner: | 1stgear

Set a reminder for your task for 5 days before it is due at 10am using the drop down buttons:

/Da |4 - ¥ )7 Write New CV - Task

Task Insert Format Text

= Bt
Vﬁ = v/ # a ReRY 'S 2.
= 4 Reply to Al et u
Save& Delete Task Deta|ls A55|gn Send Status  Mark Recurrence Skip Cat

Close Task Report  Complete :.5 Forward Occurrence
Actions Show KManage Task Optiol
Subject: Write Mew CW

Wed 12/11/2014 E Status: arted

Due date: Wed 19/11/2014 z‘ Priority: | Marmal % Complete: 0% =

[ Reminder: | Wed 19/11/2014 | v | 08:00 v

Owner: | 1stgear

Mavember 2014
Mo TuWe Th Fr 5a Su
1 2
3 4 5 6 7 &8 9
10 11 12 13 14 15 16
17 1819 20 21 22 23
NS 26 27 23 29 30

Today
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Now put a brief description of what you need to do in the box; this is your task list so you do not have
to write it formally.

| | |
.D) "H9 0« + ) Write New CV - Task
Task Insert Format Text
5;| o Rep = s
v/ % & Reply r\ VV
A 3 [ SRepytonn | == 5
Sa\re&. Delete Task Detalls A55|gn Send Status  Mark - ' Recurrence 5 Categorize Follow Privats
Close Task Report Complete | g Forward Oceul ce - Up~
Actions Show Manage Task Options
Subject: Write Mew CV
Start date: Wed 12/11/2014 z‘ Status: | Mot Started
Due date: Wed 19/11/2014 [v] priority: [Normal v| % Complete: |o%
[VReminder: |Fri14/11/2014 | w] 10:00 w| |4l owner |1stgear

Write up my new CV after | have met with Mr. Jones so that it is ready to send to employers.

You can now click ‘Save & Close’:

H9 0+ + )= Write New CV - Task - =

Task Insert Format Text
= ta v
== = L 4

=y >,| 2y >,|
5{ o n_;" v/ 5,/5
=| = ¢
Task |Details | Assign Send Status  Mark Categorlze Follow Private || Spelli

Task Report  Complete i) Forward

COUTTENC - Up -
Show Manage Task Options Proof
Starin: 12/11/2014 | [] status: [ ot started
Due date: Wed 19/11,/2014 E‘ Priority: | Mormal w | % Complete: 0%
Reminder: |Fri14/11/2014 | v] 10:00 v| |1 owner |istgear
Write up my new CV after | have met with Mr. Jones so that it is ready to send to employers.l
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The task will now appear in your Outlook Task List:

[

ISLgEAD - 1d5KS 1 15gedl - MICTOS0IL WULIOOK
Eile Edit VYiew Go Tools Actions Help

& New - |y 23 X | & | i Reply (8 Replyto All (2 Forward ¥ | [ Search address books - @ .
Tasks @ _;;', 1stgear - Tasks Search 1stgear - Tasks 2 v| ¥
2] Al Task items » || 01 @ subject Due Date |
My Tasks n A~ Click here to add a new Task
Y To-Do List i‘ [0 Write New CV Wed 19/11/2014
] Tasks

g}, Tasks in 1stgear

:;‘, Tasks in Accelerate

4 Tasks in Sarah Cunningham
g}, Tasks in Steve Trotter

gL, Tasks in IMI Members

< Tasks in careers

Once you have completed the task you can tick the box to the left of it and it will draw a line through it
to show it is complete:

ks %

-

&'p 1s1:gear - Tasks Search 1stgear - Tasks ol
| Task ltems 0 Subject Due Date
asks ~ Click here to add a new Task
3-Do List ] [ Metablewe OV Wead 19411/3014
15ks

15ks in 1stgear

1sks in Accelerate

15ks in Sarah Cunningham
15ks in Steve Trotter

—
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HANDOUT 023: Creating a contact

You are going to create a contact on Microsoft Outlook. Your Contacts are like your phone book, you
can save people’s emails, phone numbers and addresses that you might want for work.

Open Microsoft Outlook by clicking on the icon that looks like this: ¢) e
(Yours might be 2007 or another year) - Outlook
Then go to the Contacts section of Outlook:

File Edit View Go Tools Actions Help

SdNew - 1 23 K | CiuReply SliReplyto All i3 Forward |5 W | L Send/Receive ~ [

Mail « || L2 Inbox
Favorite Folders 2 [[* [0 B/From Subject

5] Inbox = 10 James 5t.. FW: Careers Advisory Group Meet
i Unread Mail =)
i Unread Mail

[[=7 sent Items

Interactiv.., Training Account Confirmation - F
4\3 Steve Mash Re: IMI Jobs and HRD Forum
(= Gemma A.. RE: CPD & E-learnign lovely sprea

Mail Folders

el

2] Al Mmail items -

3

= Céﬂ- Mailbox - Emily Hakansson
© 5] Deleted Items (1)
L7 Drafts
=[5 Inbox
[ 1st Gear/Accelerate
| Apprentices
[ Autocity
[ Careers Events
[ CIAG Steering Group
3 cPD
[ EIF2
= [ Headlight
1 Indicate
[ Literacy
[ Influencing the Influencers
= 3 Internal
1ad 15t Aid
[ Jobs Platform
[ LMIJIAG -
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Your contact list will be blank at the moment, you need to select ‘New’ from the menu:

POLYLUE UL 1 BOL LT IO L U LU —
View Go Tools Actions Help Type a question for help -
b 23 X B R - - @
« || 83 1stgear - Contacts Search 1stgear - Contacts e '| ¥ || To-Do Bar B e
QAHContad ltems v There are no items to show in this view. L= DRI
My Contacts a ~ a Mo TuWe Th Fr Sa Su
Double-click here to create a new Contact. b 1 2 3 4 5
G4 Contacts 6 7 8 910 11 12
%Jtontactsinutgear [4 13 14 15 16 17 18 19
%,JContactsinA(ce\erate d 20 21 22 23 24 25 76
%,J Contacts ?n Sarah Cunningham . 27 29 30 31
%,J Contacts in Steve Trotter
82| Contacts in IMI Members i .
%J Contacts in careers A ] &zg‘?&;g”:fozﬁmg
8] Contacts in headlight h Meeting Room 1; Libby Lovick
&3] Contacts in Chris Lincoln |
o Lunch
Itheer Cantacts x i Wed 12:00 - 13:00
%,J MasterAddressList [3532)
%,J Governance (32) e
| IMI at JCP Hertford
Current View 3 Wed 14:00 - 16:00
m
Business Cards o | n
Address Cards o Arranged By: Importance |
Detailed Address Cards
Phone List P Type a new task
q
By Cat
v tategan r = Mormal
.} By Company =
""" 5 Careers events on the Ev... Y
—J Mail t Metrics Bus Plan 2014 - 15 \d
uv Training Meeds Review T... Y
ﬁ Calendar
w
| contacts ®
= ¥
ﬂ Tasks
z
k] 3 - Eg

Select ‘New’ from the top menu bar (circled above) and this will open a new contact:

(O Y = S Untitied - Contact
Contact Insert Format Text
Iy save & New - & g1 (87 Adivities ,S"j = % L3 Assign Task Q__g el =] (%) Private w
524 Send ~ #-] Certificates - ‘Web Page Address Book
% J & j ﬁ JE (59
Save & General| Details E-mail Meeting Call Business Picture Categorize Follow Spelling
Close )( Delete EAHFlalds - £ Map Card - - Up -~ E/ Check Names -

Actions Show Communicate Options Proofing

Full Hame...

Company: a
Jab title: e

File as: v

Internet
[ E-mail... -

Display as:

Notes

‘Web page address:
IM address:

Phone numbers

Business... bt
Home... =
Business Fax... =
Mabile... =
Addresses
Business... =
[] This is the mailing
address

sue 1.1 14-Nov-17

© Institute of the Motor Industry, Fanshaws, Brickendon, Hertford SG13 8PQ, UK



INSTITUTE or e LESSON PLANS

MOTOR INDUSTRY ICT

You now need to fill in the details of your contact.

Fill this one in for yourself, you will notice as you start to fill in different information the contact card
starts to fill them in as well (make up the information you do not have):

-"ftg:; = - )= A. Smith - Contact - O
W e

Contact Insert Format Text

%Save&New' 8 General| 44 Certificates | &7, (82| | i 3;9 =]| Picture ~ 7]
Ilj_‘ J ﬁ % ﬁ G ‘y

50 send ~ 51 Details  F=] All Fields 5 B categorize ~
Save & L E-mail Meeting Call Business Spelling
Close 7% Delete Gzl Activities - Card ¥ FollowuUp~ 8- -
Actions Show Communicate Options Proofing
Full Name... A, Smith A. Smith
. ABC Garages
Company: ABC Garages ﬁ Sales Manager
lab title: Sales Manager S 01234 56?390""“"3"_}(-
07777 444555 Mobile
File as: Smith, A&, 01111 222333 Home
A smith@ABCgarages.com
Internet
[ E-mail... = A smith@ABCgarages.com
Display as: A, Smith (Asmith@ABCgarages.com) MNotes
Web page address: www ABCGarages.com E
IM address:
Phone numbers
Business... - | | 01234 567390
Home... - | 01111222333
Business Fax... &
Mobile... - | | Q7777 444555
Addresses
Business... - 123 ABC Road
ABC Town
[+ This is the mailing | pgC
address AB1CD3

You can add a picture of your contact if you like by clicking on the picture square (circled above).
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You can also add notes into the contact, for example how you met them or what you discussed:

N Insert Format Text (7]
" i [gh savaq New - | |[8] General | 3 Certificates _Srlﬂ 8zl % CE) g_—§ =] Picture ~ 3| ?
2% Send &) Details =5 All Fields = ] <> 9 B4 categorize ~ [l
Sawe & E-mail Meeting Call Business Spelling
Close X Delet B3 Activities - card ¥ Followup~ 8, -
Show Communicate Options Proofing
A. Smith A. Smith
. ABC Garages
Company: ABC Garages Sales Manager
lob title: Sales Manager 01234 567890"'0"!‘-
07777 444555 Mobile
File as: smith, A, v R e
A.smith@ABCgarages.com
Internet
[ E-mail... - | | A.smith@ABCaarages.com
; . ] @
Display as: A, Smith (Asmith@ABCgarages.com) Notes
Web page address: www. ABCGarages.com EEJ
IM address: Call in January to discuss new prices .
Phone numbers for Windscreen Wipers.l
Business.., v | |01234 567890
Home... v | |@1111222333
Business Fax... =
Mobile... v | Q7777 444555 =
Addresses
Businass... - 123 ABC Road
ABC Town
[+ This is the mailing | agr
address AB1 CD3
-
In Shared Folder: 83 1stgear 4 il | »

When you are happy with the record click ‘Save & Close’ circled above.

Your contact will now appear in your contacts list:

L~ Isgedn - LOnaeLs mnoisigean - vieosoiL WUuuouK
File Edit View Go Tooks Actions Help Type a question for help
ENew v | @ 23 X €3 & - | B2 W [ [} Seorch address books - @ .
Contacts « |89 1stgear - Contacts Smith, A search Tstgear - Contacts P '\ ¥ || To-Do Bar
2] All Contact Items - 123 October 2014
s A Smith, A, = Mo TuWe Th Fr 5a 5t
M A. Smith 12 3 4!
b
&5 Contads ABC Garages 6 7 8 91011 1T
5] Contacts in 1stgear Sales Manager c 13 14 15 16 17 18 1
52 Contacts in Accelerate g;;g;ﬁgggr‘,oﬁ = 20 21 22 23 24 25 2
Contacts in Sarah Cunningham Mobile
%jc 01111 222333Home ¢ z7(zg 2 30 31
ontacts in Steve Tratter
B A.Smith@ABCgarages.com =
82 Contacts in IMI Members
8] Contads in careers 1 o[ [[20252020crs mecting
8 contacts in neadiignt h Meeting Room 1; Libby Lovick
8] Contadts in Chris Lincoln - -
~ Lunch
Other Comtacts = 5 Wed 12:00 - 13:00
55 MasterAddressList (3592) T
5] Governance (32)
) IMI at JCP Hertford
Current View a Wed 14:00
_ m
@ Business Cards W =
) Address Cards = Arranged By: Importance
7) Detailed Address Cards
O Fhone List ] Type a new task
- =
) By Cate
C Ey Ca egory 1 . =) Normal
) By Compan
""" s Careers events on the Ev..,
b Mail t Metrics Bus Plan 2014 - 15
T ue | | Training Needs Review T...
w
8| contadts x
= ¥
7] Tasks
z

Now add another contact to the list with a different surname and see how they are saved.
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LESSON 10: ICT

Microsoft PowerPoint

Learning objectives:
e Know: what Microsoft PowerPoint is
e Understand: what Microsoft PowerPoint can create and be used for
e Be able to: create a Presentation based on a researched subject

Resources:
Student hand outs

026 | Handout: Creating a presentation 027
028

Teacher’s resources

B Automotive Family Fortunes_Slides C Automotive Family Fortunes_Questions
Misc.

COMPUTERS Post-it notes (green, red, orange or yellow)
Smart board & Flip chart paper Blue Tack, blank paper and marker pens

Pre-class preparation:
Task 1: access to computers

Task 2: printout Handout 026 creating a presentation

Lesson begins...

Starter Activity

Go to https://www.typingclub.com/typing-gwerty-en.html and practice your typing skills. Keep note of
where you left off so as you can start at that point next lesson!
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Lesson objective/aims:

(T Explain the objectives.

Task 1:

(T) Discuss the number of job roles available in the retail automotive industry (150), that they can
be found on www.theimi.org.uk/autocity and that today they are going to develop a 5 min
presentation on a job role they did not know existed

(ALL) Discuss different job roles they know exist and list on the board

Visit the www.theimi.org.uk/autocity website and find a job role they are interested in they did
not know about before today

Task 2:

(M Go to PowerPoint and use their handout to bring you through the process of creating a
presentation

Feedback to teacher

(M Ask students if they feel the learning objective & aims have been met using Post-its.
Explain what the colours mean and give an example.

Give out Post-its. Green = YES I[BB8 = NO ' Amber OR Yellow = not sure
Ask students to give their reasons.
(ALL) Hold up a Post-it and volunteer reasons.

(M Collect in Post-its held up/count no. of each colour and keep a written record.

Lesson ends
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HANDOUT 026: Creating a Presentation

You are going to create a 5 minute presentation to describe an automotive job role that you did not
know existed.

Go to www.autocity.org.uk and decide which job role you are going to do your presentation on, then
research it and find out some basic information that you will include in your slidesOpen Microsoft

Open PowerPoint by clicking on the icon that looks like this:
(Yours might be 2007 or another year)

You can then start to put your information in the slides.

Presentation1 - Microsoft PowerPoint

Click to add title

Click to add subtitle

Click to add notes

Sge1of1  "Office Theme™ English (United Kingdom "
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Follow the instructions to add a title and subtitle into your presentation:

Presentation1 - Microsoft PowerPaint -0

BENNO00 - H
ALLDdo. -
aart+ || % AL Yy 7 AT N

Paste e e . -| -
= ormat. B U e & M-A- A EI!I|I!|,,j
Cibowd G| sides 5 n

SMART Repairer

SMART Repairer

By Bob Smith
Class 9B

,,,,,,,,,

Click to add notes

When you have done this click on ‘New Slide’ in the top toolbar to create the next slide:

Home Insert - Animations Slide Show

o
__h] =3 Copy

Layout -
= Calibri (Body]  ~

Reset

Paste |
- j Format Fainte | Delete g
Clipboard lides For
| Stides " Outline x |
.o | |
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This will appear like this:

{.;'-:Di.l CETOL Presentation] - Microsaft PawerPoint -a
S Ciome | st Desion  Amimations  Sudeshow  Rewew  View L
Sn X o 5] o w3 BN SO00 L6 Sashape Fil A rina
2 Copy SRt . _— ALLDGo. Sd gy . Replace -
F, puinter | N, Tpeiete ||[BI 4 B ahe @ A | ce 4NN Yo M R hapeetrects - || [3 seleat-
] " sudes Fant f— Draming aing
[ O .

SMARTRepairer

Click to add title

z
=

Click to add notes

T TS o R —— )

You can now create the slide using similar items to a Word document, add a title and text, you can use
bullet points and change the font you use:

(;'@i.l LR Presentation! - Microsoft PowerPoint -
S ome | hset__ Owign_fcimations_ SkiaShow __ Beiew_View -
3 % cut = fwm e e P L= SR al:gvlu:hmmmmmv BN\NOOO EJ.j ~] iampmu- M Fnd
) Cany & Reset =] Align Test - ALLDS G- (2 Shape Outtine = | %, Replace -
P fromstrunter ghge- adowwe (B S W obe & M- [ Ac] [EE BB B omentosmnans | %L F s 9 S ey emean || Ly senas
Chpboard L0 Slides Font = Paiagraph = Drawing " Editing

Sides { Quthne =

4

- What is a SMART repairer?

S — e — c
— | . '
: * Mobil
E 1
Whatis a SMART repairer? | 0 Ie
. |
|

:' Repair

|
|
|
1
|

* Scratches

Click to add notes I
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Repeat this process to add more slides to your presentation and put the information that you wish to
include on your chosen job role.

You might want to include what qualifications you need, how much you can earn, where you work and
what the best bits of the job are.

Keep going back to the information on the job role using www.autocity.org.uk/world-of-work to make
sure you are including lots of relevant information.

Remember not to put everything onto the slides so you'll just read off them, put key bots of
information on the slide and then if you need to have notes in front of you to remind you about the
detail of what you’re going to say.

Once you have finished your presentation save it by clicking on the Windows or File button and clicking
‘Save As’ and then ‘PowerPoint Presentation’:

Drawing Tools

Wiew View Farmat

Save as a presentation that always opens in
Slide Show view,

PowerPoint 97-2003 Presentation

Save a copy of the presentation that is fully
compatible with PowerPoint 97-2003.

OpenDocument Presentation

Save the presentation in the Open
Document Format,

5/5’ Prepare P ;
ﬁ' Send »
|.t—! Other Formats (

Open the Save As dialog box to select from
? Publish » all possible file types.

PDF or XPS

Publish a copy of the presentation as a PDF
or XP5 file,

.TJ

_T Close

—_————— e e — ]

g PowerPoint Options | |X Exit PowerPoint

Then save it where your teacher tells you to.
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LESSON 11: ICT

Editing a Presentation

Learning objectives:
e Know: how to edit a Microsoft PowerPoint presentation
e Understand: what can be included in a PowerPoint presentation
e Be able to: add animations, backgrounds and images to a presentation.

Resources:

Student hand outs

026 | Editing a presentation 027

028

Teacher’s resources

B Automotive Family Fortunes_Slides C Automotive Family Fortunes_Questions
Misc.

COMPUTERS Post-it notes (green, red, orange or yellow)
Smart board & Flip chart paper Blue Tack, blank paper and marker pens

Pre-class preparation:
Task 1: Access to presentations form last lesson

Print out handout on editing a presentation

Lesson begins...
Starter Activity
Automotive Family Fortunes

Explain the rules if necessary (See Resource A Rules Automotive Family Fortunes)

e They will be split into two teams for this game (same teams over the 17 lessons).
e The winning team will receive a prize in the final lesson.
e Show example question and scoring on slides:
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e Check everyone knows how to play.

Start the game:

LESSON PLANS
ICT

Divide the class into two teams, ask the first player from each team to come to the front desk - and
ask them both the first question.

33. Name 5 car tyre brands ...

34.Name 5 petrol brands that you see out and

about ...

Continental 31% said... Shell 26% said...
Michelin 29% BP 24%
Goodyear 22% Esso 22%

Pirelli 10% Texaco 17%
Bridgestone 8% Total 12%

35.Name 5 different kinds of lights a car 36.Name 5 safety features designed to protect
has ... passengers ...

Headlight 34% said... Seat belts 39% said...
Indicator 25% Airbags 34%

Fog light 21% Anti-lock braking system 15%

Full beam 11% Traction control 9%
Reverse light 9% Safety cage 3%

Lesson objective/aims:

(M

Explain the objectives.

Task 1:
(T)

Review last lessons presentation skills

Task 2:

(ALL) Follow handouts on editing your presentation

Feedback to teacher

(M

Explain what the colours mean and give an example.

Give out Post-its.

Issue 1.1 14-Nov-17
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Ask students to give their reasons.

Ask students if they feel the learning objective & aims have been met using Post-its.

Amber OR Yellow = not sure
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(ALL) Hold up a Post-it and volunteer reasons.

(M Collect in Post-its held up/count no. of each colour and keep a written record.

Lesson ends
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HANDOUT 028: Editing a Presentation

You are now going to edit your presentation.
Open Microsoft PowerPoint by clicking on the icon that looks like this: PD
(Yours might be 2007 or another year) S

Then click the Windows or File button, select Open and then open your presentation from where it was
saved:

- Drawing T

wWiew View Format
Recent Documents i

(A o[ = =

FAa||A -

002 Computing PowerPoint Lesson 11

002 Computing PowerPoint Lesson 10
002 Computing PowerPoint Lesson 9 =
002 Computing PowerPoint Lesson 8
002 Computing PowerPoint Lesson 9
002 Computing PowerPaint Lesson 8
002 Computing PowerPaint Lessons &and 7

002 Computing PowerPoint Lesson 5

[ =T [~ T N (= T L B -y [ EX I [ X I By

H Save As B

002 Computing PowerPoint Lesson 4

002 Computing PowerPaoint Lesson 3

| Prepare » 002 Computing PowerPaint Lesson 2

Careers Presentation March 2014

_ﬁ Send + 002 Computing PowerPoint Lesson 1
002 Headlight Lesson 1 1CT

Publish  # 002 Computing PowerPaint Lesson 9

002 Computing PowerPoint Lesson 8

I ' ' ¥ ©' ' ' I ¥ ' ¥ ¥ ¥ ' o' I I

Close 002 Computing PowerPoint Lessons & and 7

L, K

_1 PowerPoint Options | |X Exit PowerPoint

I * Scratches "
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First change the background colour of your slides, to do this you can use a pre-set design, click on the
‘Design’ tab in the top menu and then select which colour scheme you would like to use:

@‘]H -9 ) -

Home Insert Design Animations Slide Show Review View
L= |
Aa Aa Aa— Aa A
Page Slide EmEEE EmEEE EEmEEE EEEmEE L I e
Setup Orientation
MNemn Cakiee
9-0) Tesentation | -

me  Insert ns  SlideShow  Review  View

Aa ||Aa ' Aa
S\lde_ . [T mE mEEEE mEEmER

tup Themes

Aa a8 -

| | |

Once you have selected a design you can change the colours of it by clicking the ‘Colours’ drop down
menu:

_ s
@

nColors" A -

= - E — i
S === === * [ MONEEEEE offic aphics
HOCOE MMM Grayscale a
HON NN Apex =

HOENNENE Aspec
EONENENEN Ccivic

N NNENEE Concourse
EONEENEN Equity
HWEEEEE Fow
HONEEEEE Foundry
HENENNE Median
HONNENEN Metro
EODNENNE Module
| HCONENINE opulent
| M NNCEE oriel
ECNECCME origin

| B ENENNE Paper
EONTEEE soistice
HO NN Technic

Repairer H=HE
By Bob Smith

Il

Create New Theme Colors...

Class 9B

Try out a few different designs and colours now.
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Now you can add some images into your presentation, your teacher will tell you where the motor
industry images are saved.

Simply left click the mouse to the place in a slide where you would like to put a picture and then click
‘Insert’ from the top Menu, and then ‘Picture’:

P
[Ca
ol

C¥sign Animations Slide Show

@ Y2l @

Photo Shapes SmartArt Chart Hyperlink ¢
At Album T -

Tables [llustrations Links

| Slides "{ Outline x |
g — |

Select the picture you would like to put in your slide and click ‘Insert’:

1-8 )+ Presentation1 - Microsoft PowerPoint
e Insert Design Animations Siide Show | [G) Insert Picture
ﬂ %% @ L[_ip Zg ni "_\'{J i E) * T | « NEW Computing Resources » Lesson 11 » 004 Images for Presentations v & Search 004 Images for Present
ure Clip Photo Shapes SmartArt Chart || Hyperlink A e —
t Abume - Organize Mew folder = [
| lllustrations Links A Mame Date modified Type Size
tine " x| 18 ThisPC S
& IMIImage 1 JPEG image 7,071 KB
i Desktop - i
[ 1Ml Image 2 JPEG image 1,422 KB
© Documents e
= IMlImage 3 JPEG image 515 KB
& Downloads - o
=] IMlImage 4 JPEG image 145 KB
T J Music =
SRR Riejpaines Ji=| IMIImage 5 JPEG image 6,417 KB
e ' My Web Sites on MSN = —
EiEch S [=] IMIImage 6 JPEG image 4,846 KB
Class g8 (%Y Performance Library an intrar o
- =] 1Ml Image 7 IPEG image 156 KB
= Pictures
. ; =] IMl Image & JPEG image 415TKB
(% Professional Development on — -
; [ IMlImage 9 JPEG image 4,449KB
(%9 The IMI internal Newsletter or — o
= IMlImage 10 JPEG image 960 KB
Videos
- &y Local Disk (C:)
s a SMART repairer? & IMlAwards (V\srv—fps) (H:)
58 The IMI Data (\\srv-fps1) (1)
59 SkillsDev (Wsrv-fps1) (k)
5 ProfDev (\srv-fps1) (L) V)
File name: | IMI Image 5 v | All Pictures

Tools - Insert  |» Canee
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The picture will then appear on the slide:

@'\Tfﬂ' o)* Paue Toois Presentation1 - Microsoft PowerPoint - all
S home  imen  Deion  Amimations  Sideshow  Revew  View |TFGRM

=T~ - B~ = 1 B0 =~ f= B = T T

" B £ seone 1830
Crop =3 wiath M35

==

What is a SMART repairer?

Class 9B

Click to add notes

Obviously this picture is too big, so use the boxes on each corner of the picture to make it the size you
want.

Then move it to where you want it on the slide by clicking in the middle of the picture and dragging it to
where you want before letting go of the mouse button.

Q== B~ = o Rl = B~ o Rl

Picture Styles

— S|

What is a SMART repairer?

SMART Repairer

By Bob Smith
Class 9B

Click to add notes
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Repeat this process to put pictures anywhere you would like them in your presentation using the
saved motor industry ones.

Now you can add in some animations, these make lines of text or pictures move / appear in different
ways.

Highlight a word or sentence that you would like to animate, then click on the ‘Animations’ tab and
then on the ‘Custom Animation’ button:

@i HY-0)+ Drawing Tools
et ! !
. Home Insert Review View Format

| = e | k]

Preview |1

Slides Outling, .. x

By Bob Smith
Class gB

What is

) RN e e B G 2D S e s e S s RO

* Mobile

S — /
What is a SMART repairer?

« Mobile

« Paint

« Pansal

» Repair

« Scratches

¢ Paint

™ 1

This will open a box on the right hand side of the screen.
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Click on the ‘Add Effect’ drop down and this will give you the options relating to WHEN you want the
animation to happen.

We are going to make the words move when they appear so chose ‘Entrance’ and then select the style
you would like out of the options:

Y

(7]
é&, Transition Sound: [Mo Sound] * | Advance Slide
ﬂ - ﬁ_"—f‘_Transition Speed: Fast = | ¥ On Mouse Click
= i3] Apply To Al Automatically After: | 00:00 5
Custom Animation v X

. Blinds Entrance b
Emphasis N |

e v [

. Box

. Checkerboard

. Diamond Motion Pathz » i

Select an element of the skide, then
dick Add Effect” fo add amimation.

. Fade
. Fly In

1
2
3
4
5. Dissolve In
&
I
8

Wk R R RR

. Random Effects

More Effects...

See what happens to the text you had highlighted. Try some different animations on some different
words or lines of text until you decide on the ones you want to keep.

Remember not to use too many or it distracts your audience!
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When you are happy with your presentation go back to the first slide and click the ‘Slideshow’ tab and
select ‘From Beginning’; this will now play though your slideshow as it would when you are actually

presenting (including all the animations):
@ Review
e g Narration

(Ca )\ 9-0)+

Insert Design Animations

[=] LY
= e
;‘;T — (57 Rehearse Timings
Custom SetUp  Hide -
t Slide | Slide Show ~ || Slide Show Slide ¥ Use Rehearsed Timir

Set Up

Move from slide to slide by clicking the right arrow on your keyboard or the space bar and check you
are happy with how the presentation looks and how all the animations work.

Press ‘Esc’ on your keyboard at any time to go back into PowerPoint and change anything you are not
happy with.

Once you have finished your presentation save it by clicking on the Windows or File button and clicking
‘Save As’ and then ‘PowerPoint Presentation’:

9 )F Drawing Tools

iew View Format
UDy of the document

ISNENERERIE

entation. ] ra- (A ]| EE =5

PowerPoint Presentation
Save the file as a PowerPoint P

[F}

Save as a presentation that always opens in
Slide Show view,
PowerPoint 97-2003 Presentation

Save a copy of the presentation that is fully
compatible with PowerPoint 97-2003.

OpenDocument Presentation
Save the presentation in the Open
Document Format.

?f Prepare ¥ PDF or XPS
Q Publish a copy of the presentation as a PDF
or XPs file,

_ﬁ Send  »
—] Other Formats

=

H Open the Save As dialog box to select from
7 Publish » all possible file types.

a=

J Close
| 3] PowerPoint Options | ‘X Exit PowerPoint |

Then save it where your teacher tells you to.

P
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LESSON 12: ICT

Presentation Evaluation

Learning objectives:
e Know: how to give a presentation using PowerPoint
e Understand: how to present and move through the PowerPoint document

e Be able to: present their own PowerPoint presentation on a subject they have researched
that includes text, images, animations and background designs / colours.

Resources:
Student hand outs

026 | Handout: Presentation evaluation 027 | Additional Information : ICT

Teacher’s resources

B Automotive Family Fortunes Slides C Automotive Family Fortunes Questions
Misc.

COMPUTERS Post-it notes (green, red, orange or yellow)
Smart board & Flip chart paper Blue Tack, blank paper and marker pens

Pre-class preparation:
Task 1: Print out feedback documents
Task 2: Access to a projector for the presentations

Task 4: Print out overall feedback on ICT lesson plans for The IMI

Lesson begins...

Starter Activity

Go to https://www.typingclub.com/typing-gwerty-en.html and practice your typing skills. Keep note of
where you left off so as you can start at that point next lesson!

Lesson objective/aims:
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(T Explain the objectives.

Task 1:

(T) Revise what we did last lesson with presentations, explain all students will have 5 mins each to
present their PowerPoint and the rest of the class will fill in the feedback documents.

Task 2:
(ALL) Each student has bmins to present their work

Students complete feedback document on each presentation

Task 3:

(ALL) Feedback form documents on good points from presentations

Task 4:
(ALL) Students fill in overall ICT Literacy feedback evaluation forms on all previous 12 lesson
(T Sends feedback back to the Careers Team at The IMI careers@theimi.org.uk along with any

particularly good presentations to showcase on IMI Autocity website
www.theimi.org.uk/autocity

Feedback to teacher

(M Ask students if they feel the learning objective & aims have been met using Post-its.
Explain what the colours mean and give an example.

Give out Post-its. Green = YES B8 = NO  Amber OR Yellow = not sure
Ask students to give their reasons.
(ALL) Hold up a Post-it and volunteer reasons.

(T) Collect in Post-its held up/count no. of each colour and keep a written record.

Lesson ends
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HANDOUT 026: Presentation Evaluation

LESSON PLANS
ICT

Speaker’'s Name

Date

Title of presentation

What do you remember most?

What was good?

What was great?

What could have been better?

When you are assessing someone’s presentation, look for these success criteria:

Body Language Voice and Clarity
e Eye contact e Clear pronunciation
e Posture e Volume
e (estures e (Good pace
e Poise
Content and Research Audience Appeal
e Main ideas e Interesting
o Well-argued (makes sense) e Answers Questions
e Well-organised (introduction-body-conclusion) | ¢ Persuasive
e Confident

Additional comments:
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HANDOUT: Additional Information: ICT

Course feedback — Student

The Institute of the Motor Industry is very interested to hear your thoughts and opinions on the ICT course
you have completed.

School or college name
Your name
Year group

Please tick one of these boxes:

Neither
Question Strongly | Disagree | agree or | Agree | Strongly
disagree disagree agree

Course aims Accurately described the content
& objectives and propose

Resources Useful online resources

Useful paper handouts

Useful presentation slides

Course topic Interesting

Contained enough detail

Course Useful and relevant

activities Fun and interesting

Enough time to complete each one
A good mix of group and individual
activities

Homework Relevant and achievable

Course speed | Appropriate

Difficulty level | Appropriate

My interest in ICT has increased

My ICT knowledge has increased

My increased ICT knowledge will help me in the
future

Overall the ICT course has met my expectations

| would recommend the ICT course to other students

What was positive and or negative about the ICT course?

What suggestions do you have for improving the ICT course?

Thank you for your feedback! careers@theimi.org.uk
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TEACHING RESOURCE: Automotive Family

Fortunes - 36 Questions

We asked 100 people...

Lesson 1 - Understanding Hardware & Software

37.Name an animal that would not fit into 38.Name the most popular car colours in the
a Smart car UK
Elephant 43% said... Silver 41% said...
Lion 18% Black 17%
Hippo 16% Blue 16%
Giraffe 14% Red 15%
Mouse 9% White 11%
39.What are the most crashed cars in the 40.What are the most popular cars of all time
UK? in the UK?
Renault Clio 38% said... Ford Fiesta 41% said...
Ford Fiesta 20% Ford Escort 17%
Alfa 147 18% Vauxhall Astra 16%
Porsche Boxter 15% Ford Cortina 15%
BMW Convertible 9% Vauxhall Corsa 11%
41.Name 5 of the most reliable cars 42.Name 5 of the most unreliable cars
Honda 43% said... Land Rover 38% said...
Toyota 28% BMW 20%
Lexus 12% Porsche 18%
Suzuki 11% Volvo 15%
Subaru 6% Mercedes 9%

Lesson 3 - Online Reputation

43.Name 5 past

and present Top Gear

44.Name the most popular (past and present)

presenters Top Gear presenter
Chris Evans 43% said... Jeremy Clarkson 38% said...
Jeremy Clarkson 28% James May 20%
Richard Hammond 12% Chris Evans 18%
James May 11% Richard Hammond 15%
Matt Le Blanc 6% Matt Le Blanc 9%
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Top Gear presenter

45.Name the oldest (past and present)

Gear presenter

46.Name the youngest (past and present) Top

Jeremy Clarkson (55) 41% said... Richard Hammond (46) 43% said...
James May (53) 17% Matt Le Blanc (48) 28%

Chris Evans (49) 16% Chris Evans (49) 12%

Matt Le Blanc (48) 15% James May (53) 11%
Richard Hammond (46) 11% Jeremy Clarkson (55) 6%

47.Name 5 of their most favourite cars
48.Name 5 supercars
featured on Top Gear so far

Audi 41% said... Bugatti 38% said...
Lamborghini 17% Ferrari 20%
Ferrari 16% Aston Martin 18%

BMW 15% Lamborghini 15%

Alfa Romeo 11% Porsche 9%

Lesson 6 - Microsoft Excel

motorbikes

49.Name 5 of the top selling

50.Name 5 major motorbike race circuits in the UK

Yamaha MT-09 Tracer
Honda CBF 125 M
BMWR 1200 S

BMW S1000 RR
Honda CBR 125 R

38% said...
20%

18%

15%

9%

Brands Hatch (South West)
Silverstone (East Midlands)
Oulton Park (North West)
Donnington Park (East Midlands)
Anglesey (North Wales)

41% said...
17%
16%
15%
11%

51.Name 5 common reasons for
motorbike accidents in the UK

52.Name 5 of the most famous motorcycle racing

World Champions

Bends on country roads
Collisions at junctions
Collisions while overtaking
Loss of control

Road surface conditions

43% said...
28%

12%

11%

6%

Valentino Rossi
Jorge Lorenzo
Marc Marquez
Danni Pedrosa
Bradley Smith

38% said...
20%

18%

15%

9%

53.Name 5 commonly replaced
motorbike parts - due to wear and

54.Name 5 commonly modified motorbike parts

tear
Tyres 38% said... Exhausts 41% said...
Brake Pads 20% Brake pads 17%
Oil filters 18% Mirrors 16%
Air filters 15% Wind screens 15%
Bulbs 9% Crash protection 11%
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55.Name 5 job roles related to motorbikes 56.Name 5 popular motorbike colours.
Service OR Parts adviser 43% said... | Black 38% said...
Motorcycle technician 28% Silver 20%
Motorcycle sales executive 12% Blue 18%
Ignition component engineer 11% Red 15%
Mechanical / Restoration engineer | 6% White 9%

Lesson 7 - Microsoft Excel

57.Name 4 cars from TV programmes 58.Name 5 films featuring cars
. . Transformers 41% said...
Bgtmot?lle . 38% said... The Fast and the Furious 17%
Kit (Knight Rider) 22% 3 )
. Chitty Chitty Bang Bang 16%
The Mystery Machine 21% Mad M . o
Transformers 19% ad Max / Gone in 60 secs | 15%
Italian Job 11%
59.Name 5 commonly misspelt car 60.Name 5 car manufacturers that often
names advertise on TV
Lamborghini 43% said... BMW 38% said...
Ferrari 28% Toyota 20%
Subaru 12% Volkswagen 18%
Porsche 11% Seat 15%
Mitsubishi 6% Skoda 9%
61.Name 5 car manufacturers 62.Name 5 companies offering car insurance
BMW 41% said... Direct Line 38% said...
Ford 17% Aviva 20%
Toyota 16% Tesco 18%
Audi 15% RAC 15%
Vauxhall 11% AA 9%

Lesson 8 - Microsoft Outlook

63.Name 5 of the most expensive cars 64.Name 5 manufacturers beginning with the
in the world letter ‘m’

Ferrari 41% said... Maserati 43% said...
Bugatti 17% Mercedes-Benz 28%

Mercedes Benz 16% Mazda 12%

Pagani 15% Mini 11%

Aston Martin 11% Mitsubishi 6%
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65.Name 5 car manufacturers
beginning with the letter ‘s’

66.Name 5 German car manufacturers

Saab
Subaru
Skoda
Seat
Smart

38% said...
20%

18%

15%

9%

Audi
Mercedes-Benz
BMW
Volkswagen
Porsche

41% said...
17%
16%
15%
11%

featuring animals

67.Name 5 car manufacturer’s logos

68.Name 5 completely silver car logos

Ferrari 43% said... Audi 38% said...
Porsche 28% Mercedes-Benz 20%
Lamborghini 12% Renault 18%
Jaguar 11% Toyota 15%
Alfa Romeo 6% Honda 9%
Lesson 11 - Microsoft PowerPoint Further
69.Name 5 car tyre brands 70.Name 5 petrol brands visible on the roads
Continental 38% said... Shell 43% said...
Michelin 20% BP 28%
Goodyear 18% Esso 12%
Pirelli 15% Texaco 11%
Bridgestone 9% Total 6%
71.Name 5 different kinds of lights that a 72.Name 5 safety features designed to protect
car has passengers
Headlight 41% said... Seat belts 38% said...
Indicator 17% Airbags 20%
Fog light 16% Anti-lock braking system | 18%
Full beam 15% Traction control 15%
Reverse light 11% Safety cage 9%
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We hope you have enjoyed using the ICT Lesson Plans.

If you have any feedback please get in touch with
careers@theimi.org.uk
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