Technology 


Module Name: 	Technology 

Purpose:	Being able to understand and apply workplace technology is an part of being able to work in the manufacturing environment. It is not only the ability to use the technology, but to use it in a way that fosters collaboration and teamwork.

Logistics: 		9 spots 
2 hours each

Facilitator: 		Member of the WEM Facilitation Team  

Special Instructions:  It is important to understand the workplace partner’s technology needs prior to the start of the LIFT to Work Program. In addition to that we would want to understand how the technology is being applied on the job.  If possible it would be great to have sample screen shots of the technology in action.

Transferability to the Workplace 

The participants would be able to use the technology within the manufacturing plant and, therefore, communicate effectively with other members of the team.

Examples of workplace technology:
· Email
· Outlook
· Excel
· Texting/Messaging

Learning Objective
 
By the end of the session the participants will be able to:
· Demonstrate the task outlined in Appendix A 

Assessment(s):

· Comments and ideas shared throughout the sessions.
· Data will be collected through the weekly feedback form.
· Demonstrate they can perform the activities found in Appendix A. 
· Note: The list provided is a starting point of the participants needs and not a complete list.

Program Overview – Lesson Plan 

This information would be designed and provided by the technology facilitator(s) based on the workplace and industry needs.


APPENDIX

Appendix A 
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Learning Objectives

Start the computer

Log in to the computer

Understand the different parts of the screen

Open a text

Reply to a text message

Attach a photo to a text message

Add a greeting to a text message. Example: Hi Sam,
Add a signature to a text message. Example: Norma
Adding a contact number into your contacts
Search your text messages

Add a persons name to a phone directory

Other
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Microsoft Word Learning Objectives
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Start the computer

Log in to the computer

Launch Microsoft Word

Understand the different parts of the screen
Create a document

Format a document

Add a header and footer to the document
Add a graphic to a document

Use the Spelling and Grammer Checker
Use Microsoft Help

Manipulate documents using functions such as find and replace

Manipulate documents using functions such as cut, copy and replace

Save the document

Preview and print the document
Open and retrienve the document
Email the document as an affachment
Others
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Learning Objectives

Start the computer

Log in to the computer

Launch Microsoft Word

Understand the different parts of the screen

Create a worksheet

Name the worksheet

Enter data into the worksheet

Manipulate documents using functions such as cut, copy and replace
Format worksheet such as SUM

Format worksheet cells such as wraparound and column width
Preview and print the worksheet

Use the Excel help function

Open and retrieve the worksheet

Email the worksheet as an attachment

Others
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Outlook Learning Objectives

Start the computer

Log in to the computer

Understand the different parts of the screen

Open an email in the Inbox

Read an email in the Inbox

Identify who sent the email

Identify who the email has been CC to

Explain the purpose of the TO, CC and BCC line

Close an email in the Inbox

Reply to an email in the Inbox

Reply to an email and add another person to the CC line
Reply to an email and add another person to the TO line
Start a new email

Write an email that includes a Yes/No response

Write an email that includes one reason why you cannot attend...
Write an email that shares 2 pieces of information regarding...
Delete an email in the Inbox

Find an email in the sent file

Open an email in the Junk folder

Send an email with a TO and CC with one attachment

Send an email with a TO and attach a picture

Other
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