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Seniors Technology Training Program

"About the Training Program’

This eight week training program is funded by the Atlantic City
Municipal Alliance and the City of Atlantic City.
In-kind services and completion of program by:
T.Byrd Computers.

This is our sixth year completing this program. It is one of our most
exciting training events because of the fact that we work with our
Senior Citizens offering an opportunity that they more than likely

would not ever be exposed to.

We cover the following topics:
Pc Literacy, Ms Word, Ms Excel, Ms Power Point, Ms Publisher,
Drug Prevention research using, the Internet.

We also complete a Final Project of all subjects taught.




Seniors Technology
!j Training Program gy

Each Training Session - ﬁ
goes as follows:

9:30 am to 10am — Typing Tutor
10am — 11am — Lecture and Presentation
11am —ten minute continental breakfast break
11:15-12:00 Exercises
12:00 — 12:30 Weekly Project




Pc Literacy — Week 1 KoppoardBaics - e

ENTER or RETURH - Maves the sursar down ane line and to the left margin. Enter aba proosss
cammands zuch 2= choasing an aptian in adisleg (mesmags) bavss and submitting & farm.

DEL or DELETE - Dieietes the character at oursor and/or characters to the right of the oursor and
all hightighted (or selected) text.

T BYI"d TRAINING CENTER BKSP or BACKSPALE - Del=tes the charscter ta the left of oursor and all highlighted text.
. SPACE BAR - Moves the cursar ane speos st a time ta the right
SHIFT KEY - Us= the sfift keys to type cagital letters and ta typs the upper character ankeys with

Pc: Mot hoardin el
CAPS LOCK - Locks the keyboard 30 it types capital letters (2 light goss on when oaps look & an)

TAB - Mawes the cursar five spaoes to the right [number of spaces areususlly adjustabls). Tab
. . maves to the next fisld in a form or table (Shift-Tab for previous fisid).
Pc Literacy Basics ESC or ESCAPE - Canosls a mem ar diskag bax

Whether vou realioe # or mod, comgrien ARROW KEYS - Moves the cursor around dooument without changing text

frani a_di.-we_ds.:dmhe_g.?u
e Ap—; . dass

Tzing the Ward Lizt below jdgpyify the compenents of 2 basic perssmal compmter:
MOUSE Basics - Tha mouss 18 wesd TOr Many PUrPCess when welng your pe.

+ The Mouss has to bunons, J=ft and sight + The mouse aiso basa sorol device in e came
Femember torees your hand ever e mome. Do not Eft your fingers or hend while moving the memse.

Symemaci  Screen Momie  Spraker Heyboasd MmN

A moriced bucticn relazna
Hagpmaraz g lover
e

e
Exsrche #3 - Typing Tutar

Usirsg the: Word List
below to identify
components of the
MOUSE

- Duaprass the Jaft mosse bomon twice i sapd I
# #A, 10 0pta 9P 3 program on the desinog, 0 opena s
FEAARR B 0pen P 3 prog P 10 o SCR0LLEUTTON ; T. Byn:l Trammg Center
LEFT CLICK 5015, New Road, Pleasantrille 11
609484 9356 fax: 434 i v thvrdcomputers mmnnmg\emnmm
Computer Basics for Beginners Exercise #1

. You havea budgerof $2000.00. You mustpurchse a lgpmp compuser, primer, digiz] camers, memory st
=Dras and Drop - To move a0 object _— _— and supplies needed o e s: oular provided by vour Inswuctor, o a1 yowr s sction and
203z, press domm on the Jef o right momse buzon and Ppasta to pEper providsd to you. Fill in =1 information sequested on i1 workshest

el B obiraiio 3 oo location. Thesrelsase e ot Taptop Computer Printer or All in One

3o ting Text - looms are images fatcan be fomod on the
Gevipgg. o« walbar. Clicking e icon oo te desioop Wil sedect

MOQUSE Lab

Exercize:

1. Turnonyour
computer and
Select” Start”
Select Programs
or Games and
start Solitaire
Play the game to
practice your
mouse skills

Digital Camera Stick or Flash Drive




Ms WORD

Week 2

1 B

L. Bvr

ir. Byrd Training CEN1
Ms Word Seminar WORH

DATE: |

Ms Word Seminar - Exerd
Keyboard Basics

EMTER or RETURM - Moves The cursor down of bine and 1o the befit
commands S0 a5 odsing am option @ dalog |messREe ] DS &
DEL or DELETE - Delatas tha characier at curgor and/ or dharactars 3
all mightightad |or selectad] taxt.

e Left of corsor an

EREP or BADMEPACE - Delatas the Charactar to

SPA0E EAR - Moves the OMS0r O SPEcE &t & T o the Hignt
SHIFT MEY - Use the shift keys to Typs capital letbers and to Typs: thd
D hEractaTs on them
CAPS. LD, - Locks the keyboand so ft typss capital letters (a Hght g

e of Spacs ar
t-Tal for prasviows Tie

TAS - Morves the corsor ThE SPaces 1o
movES o The: Pt Tield in a3

s g
Torm or table (5N

ESC or ESCAPE - Camoads @ manid oF caliog Boo
ARROW KEYS. - Moves the cursor around doosmsnt without danging

Tor ingerting & keyboard graphic.

iT. Byrd Training CENTER
Ms Word Seminar WORKBOOK ﬂ-

DATE:

HAME: \ “‘.

DHrection<: U=ing the weord ox bolow,. identiy the amas s
on the Miorocoft Word maln form by entering the number
ascoclated with the line In 2ach cincke (:jb-nlm.u'

A B
\om Bociotamt

d Training CENTER
Seminar WORKBOOK

DATE:

pinar - Exercise #2

bo click the monse with the l=ft monse botion

ket odject an the sreen. Pushdoen the [gtmouse bursn and relazse
[licking. Om the Inemet, your mose paimer will 3 ££ asaplover
Jt o another document iG2lf will show npinano

s2 button willbring up 2 sub-menn . The sub-meno providesa
pions

Jhution twice in apid successionto open up a progam on the

p 2 fila Diouhble-clicking will apen a program, directary of fils
0t initiate the opening

an be fonnd on the deskotap or toolbar. Clicking the icon onthe
0 {tum it blne)

Eraphic.




Ms EXCEL — Week 3

“l -T.Byrd Training Center

13005, New Read, Pleazaniville NJ 08232
GRARIBIZE  fax: 4B4ETTT
| -{ v thvrdeompoters.oom  thvrdE@veriton net

- EXCEL Workhoo

Diate:

Monthly Budget — Exercise #1

Procedure: Enter three months, amounts for each month and budz
beelow that vou may pay a5 & monthly expense. You can use real a
make up an amount. Upon completing this written evercse, we wil
dats into Excel and create totals for each month.

0 T Byrd Training Center

15015 NewRoad, Fleasantville NJ 03232
.xg 609 4549356 fax: 45438777
£ i thvrdcomputers com thvrd @verizon net

NAME: DATE:

Check Register in EXCEL — Exercise #2

Instructions:
1. GStarting with the current month, enter the amount for the check items listed
below. Do not enter a balance.
2. Creste s spreadsheet entering the headings below
3. Enter the formuls to give vou an on-going balance &3 instructed by vour
Instructor

Budget Item

RentMortgaze

Gax

Electric

Telephone

Cable

Car Payment

Grand Tata).- do not
mdd this amount

Monthly Budget — Exercise #1.2
1. Start Excel and Createthe Bodget above,
1. Add two pictures to your worksheet
3, Save your workshest

T. Byrd Training CENTER
15045, Yo Raad, Poamandk X1 83232
G09.4549356  fam: 4347

Ms EXCEL WORKBOOK

DATE:

Sleema

Instroctions: wsing the numbered words beow, identify the
components of the mam mem of Excel

0 ow s

Save document as: Budzet Exercises
Print your spreads heet

Check # Check Item Balance

DEP Deepesit - Memihly Incoms $3,000.00

RentMortzage

Gas.

Electric

Telephone
Cable

Car Payment

heck Register in EXCEL — Exercise#2.1

ions:
INSERT THREE FICTURES INTO YOUR SPREADSHEET
SAVE and Print spresdsheet as instructed by vour Instructor

T.Byrd Training l::enter

bRz Mlemamndlle NTEHY GHABMESH B 843777 werwatboord

Check Register in EXCEL - Exercise #1.2
: Complete the fellowing checks for eachitem in entered inte vour budset in the previem
swarcie. Enper checkmumber starting with 101

BT

Ta e Tnans




Personal

Ms Power Point — Week 4 = %atie

FParsomnal
Infiorm ation

’} -T.Byrd Training Center

13003, New Foad, Pleamamnlle T 05232
4 6094548356 fax: 4E4ETTT About ME
g a2l Mool aald Mo Sal i i Coeaiolele O B intie” AlSalal el

wuwitvrdeompoters.oom  ihvrdEverion net

NAME: DATE:

Power Point WORKBOOK — Exercise #2

Instructions: using the numbered words below, identify the
components of the main menu of Power Point by number,

0 o als

S sl e A et Faelly Bdeniaed

Click 1o add ritle

Ky Maost lmpor=nt
Acoomplis hments inmy Life




INTERNET — Week 5

T.Byrd Training Center

13018, New Road, Pleasantville NJ 06232 www.tbyrdcenter.com G0S-4B4-9356

Internet 101 Workbook

o beat - Mcromelt lnbernet Bxploner
Fle ER Vew Fovorkes Tooks Hep

Qe - BIE LAY
fdﬂ'&%lﬁjlr: | emeer Hryr Scrrguder v o

1501 5, New Road, Pleasantville Mew Jersey 08232

The Non Profit Technology Services Center  Technelegy Education Foundation TBC Sty
Propodals and Community Development TBC Educational Advisory Board T.Byrd Sery

Dowmsioed or Lakd O Business Resource Canter Tha T.Eyrd Nany

Customized Databases and Support Training Classes Ihe Business

T.Byrd Training Center

1307, Harw Mowed, T W DETIT  wrerertbyrdcester.com IS8

Internet Exercize #2 (8

1. Write your name:

2. Logonto the INTERNET (23

3. Click onGOOGLE ~ —o08le

4. Search Google for your name and complete the
following:

A. Enter the total number of hits for your name
Angd click on them for more
i "

. Type inthe following:
Whatwas going on the year you were harn

Example: whatwas going onin year 1357
List below the most popularevents:

Identify where the arrows are pointing on the Internet main mem below,
1.

Word List

Title Bar
MenuBar
Toolbar
Webpage
AddreszBar

E_"— = I'I'.Byrd Training Center

E-Mail Account Information

E-mail Addrass:

Uzer Mame:

Paszword:




Prescription Drug Prevention - Week 6

Microsoft Access - [main menu : Form] E]E]

i-2] File Edt ‘iew Insert Formab  Records  Tools  Window  Help Type aqueskion for help = = & =

1 RN BN NrNg = t=N=RANCN
>

T.Byrd

Computers | | ; Maill
1y Menu

My Doctors

E;iﬁ e MY Prescriptions:
MY Medical
Information

Database - A Copyright TBC 8/30/2000
—— updated 7/2006

Quit Program

Record: [14] [ 1 [»1]

Farm View

g' Fundraising Warksho. .. & Scniors Program 2006 2 Microsoft OFfice &... - ‘iﬂ O 343 PM




Ms Publisher — Week 7

Your Name HERE

YOUR
PICTURE

Technology

iNni Seniors
Fraél.l.n.l.n.g....P.tog.rt? m Teahmology

Training Program
Final PROJECT

Graduation

£
LOCTICINolly : e Group ;
§ " . / PICTURE |

To Attend the:
“Seniors Technology
Training Program?”
Graduation CEREMONY




FINAL PROJECT — Week 8

2009 STUDENTS

Pauline Benjamin
Arnaita Minesy
Edith Brass

Alma Johnson
Gloria MeAlliger
Lenora McFadden
Mary Wilson

Dioris Williams-Parks

At The i

T.Byrd Training

CENTER v

1501 S, New Road S

Pleasantwille, NJ 0B232
600-4B4-0356

Fax: 484-8777 i

www.tbyrdcenter.com ::

tbyrd@verizon.net !

Seniors
Technology

Training Program
Final PROJECT




2009 Graduating CLASS
g




Certificate of Completion

- CERTIFICATE
QOF COMPLETION




Special NOTE:

This Is a program that is needed year
round. Any help you can provide
would be greatly appreciated.

2009 Graduates and
T.Byrd Computers

TRAIMN{} CENTER




Graduation
Ceremony




Seniors marching in to Pomp and Circumstance Music

COMPUTEKS INC.
N R




Seniors and Technology Training Program Class of 2009




Nick White and Trina Byrd present Graduates with their Certificates




Trina Byrd presents

Graduates with a special Gift Bag from the T.Byrd Center

————— 548 __l -~




Nick White, Chairmen of T.Byrd Computers Advisory Board presents
Seniors with gifts from the Family Service Association where he is the
Community Program Developer.




Seniors presented Trina with a Gift Certificate thanking her for the
program.




Seniors enjoying their Graduation Meal: Rotisserie Chicken, Baked
Potato, Fresh String Beans, Rolls and Butter, Beverage and Cake for
Dessert.




T.Byrd Center can
create your next
Community

Educational Event

Call us for a free quote: 609.484.9356
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