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BRAIN STORMING ACTIVITY

Name some computer types and peripherals you know. Mention some of the uses you know comput-
ers are for.
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Discussion
Look at the recipes in the pictures bellow and compare them with each other.

Circle the answers to the following questions:

Which is easier to read? A B
Which is easier to reproduce? A B
Which is easier to store? A B

Do you type or write your recipes (or notes) Write Type
The keyboard

A computer keyboard is an input device used to enter characters and functions into the computer sys-
tem by pressing buttons, or keys. It is the primary device used to enter text. The keys on a keyboard
can be divided into groups depending on their function:
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e Typing keys. These keys include the same letter, number, punctuation, and symbol keys found
on a traditional typewriter. (white)

e Control keys. (grey)

e Function keys. (blue)

e Navigation keys. (yellow)
e Numeric keypad. (black)
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Language change
The keyboard can be used to input text in more than one languages based on the computer settings.

How do | switch languages on my keyboard?. To switch between key-
% board layouts, press (left)
_ - = Alt+Shift. It shows that English is the language of the active keyboard

layout and which other languages are available.
| cen J D ]

EL Greek (Greece)
v EN English (United States)

Click on the task bar near where the clock is, and then click the lan-
guage that you want to use.

Show the Language bar

With the help of the teacher, type your full name and country in the
word processor. Type in both your host language and language of
origin.

Basic text formatting Calibri :'113 *|A A |Aa- | B =
When typing text in order to draw the reader's attention to = Theme Fonts =
specific parts of a document, make a point or emphasize on Calibri Light (eadings)
important information, it's good to use formatting options Calibri Body)
such as specific font types, font sizes and color, A Tonts

O igency B

O ALGERIAN

O Arial EAMGOQ

O Arial Black EAAGd

Other options available are Bold, Italics or
Underlined text.

There are also punctuation and paragraph alignment options such as:

Centre Right
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Adding illustrations to a document can make it F L—| L—ﬁ ™ ,
NS i
more interesting (. & "V = | I ©+

Pictures Online Shapes SmartArt Chart Screenshot
Pictures ~ v

Illustrations

Typed documents can be saved for further use or
reproduction.

Saved documents can be opened again to be edited
or altered.

If there is a printer available, documents can also be
printed.

Conclusion

Digital literacy is an essential skill in today's world. Being digitally literate means having the skills one
needs to live, learn, and work in a society where communication and access to information is in-
creasingly through digital technologies. It may seem difficult at times but it is a great asset.
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Exercises.

1. Match the keys with the key function.

a) Line feed

b) Erase a character

c) Space between words
d) Capital letters ON/OFF
e) Start Menu

f) Right click Menu

2. In the word processor, type the answers :

Name

Last name
Residence
Date of birth
Birth Day

/

Backspace
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3. Match the component with the correct term

SD Memory card

Mouse

Smartphone

USB Flash Memory Stick

Laptop

Desktop Tower

Keyboard

Monitor

0. A
L O
2L

~
o
%

A

4. In the word processor, type exactly what you see in the first column, in the second column.

Table

Chair

Bed

Bookcase

Desk

Sofa

Well donell!!

S‘t ars *kkkkk

Earth & Sky

Five (5)

100%

george@sde.gr

Spring!!

1234567890




LEARNING UNIT 1 - | Love PC

5. Type the following text:

What A Wonderful World
| see trees of green

Red roses too

| see them bloom

For me and you

And | think to myself
What a wonderful world!

Mark the text and format it, Bold, Italics and Underline ® & U ~

6. Type the following letter :

Dear Cousin

I'm happy to let you know that | have found a job and that I'm doing very well. | go to school

every day and my language skills are improving. | can :

a) READ
b) WRITE
c) USE A COMPUTER.

I'm attaching a photo of my school. Write back soon with your news.

Best wishes
John

Use the following formatting:
Bold, Italics and Underline,

Left, Center, Right alignment

Insert picture

|£] Cover Page =

] Blank Page
¥= Page Braak
Pages

=

Picture

Clip  Shapes SmartArt Chart
Art s

Hustrations

Insert Picture from File |

Insert a picture from a file.

HE

&) Press F1 for more help.

O 2 gl

-

Page Layout References Mailings

L]
A
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DISCUSSION

-0 e .—.;‘._,u-—-.&
i 2= b b B Bt 39

With the help of the Math teacher, perform calculations by hand. Name methods and ways you usual-
ly use to calculate every day.

Name the following
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Let's party!!!

Write a list of supplies for a party. How much does each item cost? What is the total cost? Do you
have enough money for the party? For the rest of the month?

ltems Price

Total:

My money:.




LEARNING UNIT 1 - I Love PC

Spreadsheets

A spreadsheet is a piece of paper or a computer program used for ac-
counting and recording data using rows and columns into which infor-
mation can be entered. Data in a spreadsheet can be numeric values, as
well as text, formulas, references and functions. You can use spread-
sheets to enter data, calculate equations and create charts and graphs.

@ @9-=0E 8 Bookl - Microsoft Excel L= B e
“ Home Insert Page Layout Formulas Data Reven View Developer a @ o@ B
2 X Calibri <111 - W o oasl 5F  General A 3™ Insert ~ b )}r J"&
L B I U- AN EXEE DN By, P Delete- - *
Paste 3 = Styles .. : _ Sort& Find &
5 EHel &-A- EE P P £ =) Format 2" s Seic
Chpboard 1 Font s Abgnment Number Cells Edting
K21 - i v
A B C D E F G I ) e
i re.
2
3
a "
5
6
7
= =
9
10
11
12 ;
12 ) Bl
n 4 » M| Sheetl /Sheet2 ~‘Sheet3 %2 < I
| Ready | O BB B 100% (- L ()

Formulas & Functions in spreadsheets

Formulas

In a spreadsheet, a formula is an expression that operates on values in a range of cells or a cell. The
four basic mathematical operations are addition, subtraction, multiplication, and division. These opera-
tions can be performed by using the appropriate symbol with the cells of the spreadsheet. The con-

tents of a cell can be calculated as followed:

Addition: B3=B1+B2
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Subtraction: B3=B1-B2

Multiplication: B3= B1*B2

Division: B3=B1/B2

Functions
Functions are predefined formulas in a NETWORK... = X « £ || -AVERAGE(B1:B9)
spreadsheet. Some very popular func-
tions are: A 2 ¢ b | E
1 1
2 | 4
3 5
Equals sign 4 | 6
I 5 | B8
=SUM(A1:A20) 5 2
\.__y_) —e s 7 3
Function name Argument —
8 | 5
g 6
10 =AVERAGE(B1:B9)
11

COUNrr( ) Counts the number of cells that contain numbers.

Returns the sum of values supplied. These values can be

S l i M numbers, cell references, ranges, arrays, and constants, in any
combination.

Returns the average (arithmetic mean) of the arguments. Ar-

A‘ ¥ I'ERAGE guments can either be numbers or names, ranges, or cell ref-
erences that contain numbers.
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Other features — AutoFill

Instead of entering all data manually, you can use the AutoFill feature to fill cells with data that follows
a pattern or that is based on data in other cells. Essentially, lets you create spreadsheets more effi-
ciently, allowing you to quickly fill cells with a series of data.

A B C D E F G H 1
Friday
Saturday
Sunday
Monday
Tuesday

YO = R ¥, R R TR S R ]

Conclusion

Knowing how to use spreadsheets can help you get your work done faster, give yourself more hiring
options, create a calendar or schedule for managing bill payments, homework, favorite sport team's
games, and many more. Using software can make it easy to filter, search, organize and simplify your
work.
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Exercises.

1. Match the numbered desktop area with the appropriate function (write the correct answer in the
box).

Ntina DEH.pdf  VODAFOMN..

= H

Vodafone_F... CYTA.pdf

EYTEMIAEL..

PO = - B ¢ @ ® ™ d)E F NG 195
1
2
a. Switch between languages
b. Start Menu
c. Search
d. System Time/Settings
e. Network Access

2. In the spreadsheet application type the following:

A2 v fx Monday
A B C D E F G H

|Monday _|

January
4 5 10

(3% ]

w

un

(=)

(ns]

. O

Use the Fill handle to fill the days of the week, the months, and numbers up to 100.
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3. Perform the calculations for the following shopping list:

A B C D
1 Shopping List
2 PRODUCT PRICE QUANTITY COST
3 | Chocolate 1,5
4 | Cereal 2,6
5 | Toilet Paper 0,8 10
6 | Milk 0,89
7 | Shampoo 4,2
8 | TOTAL:
Use * to multiply and SUM() to add the total cost.
4. Perform the necessary calculations and formatting.
A | B | C | D E
1 Payroll
Hourly Hours , Amount
2 Name Wage Worked Tax Withheld Payed
3| George P. 15€ 10
4 | Susana A. 8€ 24
5 | Daniel B. 5€ 13
6 | Karim J. 11€ 19
7| Alexa W. 18€ 22
8| Chris L. 16€ 31
Total:

Estimate a 5% Tax for each employee.
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DISCUSSION
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Music, pictures, documents, movies, applications and much more can be stored on digital devices.
There are a lot of storage devices we use every day. Write down the ones you know and use.

Name the following

DIGITAL MP3 PLAYER

MP3/WMA/WAY
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What's data?
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Data is defined as information that's stored in or used by a
computer. It can be a set of numbers or characters and are

stored on a computer using a hard drive or another storage de-
vice.

i A bit is a binary digit and it can hold only one of two val-
1lol1l12lolo]1]1 ues: 0 or 1. Eight bits form a Byte.
A Byte contains enough information to store a single
Byte character, like "A". A Byte is very small so we usually use
the following multiple measurement units for data infor-
mation:
Unit Equivalent
1 kilobyte (KB) 1,024 bytes
1 megabyte (MB) 1,048,576 bytes
1 gigabyte (GB) 1,073,741,824 bytes
1 terabyte (TB) 1,099,511,627,776 bytes
What's afile?
ol Phaipseen: — A data file is a collection of data or information. Almost all infor-
e irntalleee mation stored in a computer must be in a file. There are many
2 different types of files: data files, text files, program files, direc-
2 tory files, and so on.
-5- Some common file types are listed below:
printzip virtualbox-6.0_6.

IMG_20180913_10

0838.jpg

|

W

I

World
Peace.DOC

0.18-136238~Ubu
ntu~bionic_amd
64.deb

L

IMG_20191003_17
3039.jpg

o

i-like-me-better-
official-audic.mp
3

zoom_amd6d.de
b

IMG_20191102_17
0040.jpg

night-changes-ly
rics-pictures.mp3
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Extension

Content

exe  .com

Executable program

.doc .odt .docx .pdf

FormatedText

Xls .ods xlsx

Spread sheet

mMp3 .0gg .wma .wav

L3

Sound

mpg flv _mov

Video

Jpg bmp gif tiff

Picture - Image

\E

htm  php Webpage .
Ixt ni inf Simple text ——
Zip .rar Compressed ES

File attributes

File attributes are pieces of information associated with every file that includes additional data about

the file itself or its contents.

Following are some of the attributes of a file:

e Name: the filename (MY_CV.docx)

e Type (the conten, text, sound, etc)).

e Size (in KB, MB, etc)).

e Time, date of creation or modification.

Let’s have fun!l!

Form small groups. Each group picks one of the envelopes the
teacher is holding. Each envelope contains documents, pic-
tures, a musical cd, and more envelopes, one of which is emp-
ty. Show the contents of your envelope, read its label and the
labels of its contents if it has any. The labels have the item's
name, size, a date and a category that refers to the item'’s type
(e.g text, photo, sound etc.). Write the answers on the white
board. Put all the envelopes into a dossier.

Dossier - Storage media (HDD, usb flash memory stick, SD
card, etc))

Envelopes — Folders

Answers on the whiteboard - Basic file attributes.
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the item'’s name, size, a date and a category that refers to the item’s type (e.g text, photo, sound etc.).
Write the answers on the white board. Put all the envelopes into a dossier.
Dossier - Storage media (HDD, usb flash memory stick, SD card, etc))

Envelopes — Folders

Answers on the whiteboard - Basic file attributes.

File & Folder management

Copy or Ctrl + C: Is the button or key combination you use when you want to
create a copy of files or folders on another location or another storage device.

Cut or Ctrl+ X: Is the button or key combination you use when you want to
move files or folders to another location or another storage device.

Paste or Ctrl+ V: Is the button or key combination you use when you want to

finalize moving or copying files or folders to another location or another stor-
age device.

Copying Files: Moving Files:
1. Copy 1. Cut
2. Paste 2. Paste

Search File Explorer: |s the application that can be used to select a location on
a storage media to find files, by typing their name or one of their attributes.
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Conclusion

Information is very valuable and being able to manage it is a necessary skill in the digital era. It may
seem complicated but it's worth the effort. Knowing how to organize your files, back them up and rec-
ognize their attributes will help make you work with ease and efficiency.

Exercises

1. Mark TRUE (T) or FALSE (F) the following sentences:
a.  Afile’ssizeis a file attribute.
b.  Afolder can contain other folders.
c.  The .GIF extension refers to music files
d.

The .TXT extension always refers to a text file

2. Fill in the blanks, using some of the following words:
(a) extension, (b) type, (c) name
* The file name in Windows consists of the ... oo and the

+ Usually the extension of a file indicates itS" ...
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3. Use the "Search’ function and find all the MP3 music files on your computer. Do the same for all
the pictures JPG type.

pe) hype here to search

4. Match the extension with the file type:

.dog, .txt application
sound
.bmp, .jpg
text
.mp3
video
.exe, .com
picture
5. Match the attribute with the correct term:
Jpg size
extension

Easter_2015
Date (Modify or Create)

name
2,852 KB
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6.

In the 'Documents” folder create the following folders and files:

v N > ThisPC > Documents > MYFOLDER >
MYFOLDER )

MYFOOD e 1
MYMUSIC

MYPICTURES

my-stuff MOUSAKA
Scanned Documents

MYFOOD

i) Copy the folder “"MYFOLDER" to a USB Memory Stick.
i) Create a shortcut on the Desktop for “MYFOLDER”.
i) Delete the shortcut.

iv)  Restore it from the “Recycle Bin".
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Life in the E-world
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BRAIN STORMING ACTIVITY

Write how you usually shop, arrange your travel plans and interact with Social Services.

Did you mention any of the following?

Watching movies & videos
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Name what you use the Internet for:

Group Activity.
Form two groups A and B. Both groups must look for the meaning of the word “citizen” and find the
city you are in on the map.

Tools

dickin ranscy

.. re
. speaking oy “lhie
&o_ dico :ulg_ :;ﬁ‘hm'n
: ®

Group B

i
s t\.“

E-dictionary

Mark the following sentences with true (T) or false (F).

The online map is easier to use. |:|
The use of the e-dictionary takes more time. |:|
Only the dictionary book is portable. ]
]
]

The paper map provides instructions for the destination.

ok w N

The electronic devices can be used unlimited.




LEARNING UNIT 2 - Life in the E-World

Internet Services

e PN
X

O fﬂ‘ﬂi

The Internet is a computer network. It connects millions of computers together globally. Any comput-

er can communicate with any other computer as long as they are both connected to the Internet via

an ISP (Internet Service Provider).

It provides many services which are used for business, download files, interactions, marketing, etc.
Some of the basic services are:

1. World Wide web (WWW) m
2. Telnet ff
R el ien

4. Electronic Mail

Social Media, Chat services, News Groups and others are now accessed from within the WWW.
World Wide Web

The World Wide Web, or just "the Web," is a subset of the Internet. It consists of pages that can be ac-
cessed using a specific program called a Web browser. Some popular browsers are: Firefox (Mozilla),
Chrome (Google), Internet Explorer & Edge (Microsoft), Opera (Opera Software), Safari (Apple).

e
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There are millions of webpages with all sorts of context. A web page may contain graphics, text, and
links to other pages and files. It is often used to provide information to viewers, including pictures or
videos to help illustrate important topics. A web page may also be used as a method to sell products
Or services to viewers.

How do we find pages? By using Search Engines!

A Search Engine is a web-based tool that enables users to locate information on the World Wide Web.

Popular Search Engines

Cod)!  YaEOO! b Bing

JI.YCOS \\),f(/ . Aol.

Google, Yahoo, Bing, DuckDuckGo, Lycos, Excite, Aol, Ask etc.

How do we use a Search Engine?

To perform a search, you'll need to navigate to a search engine in your web browser, type one or
more keywords—also known as search terms—then press Enter on your keyboard. The more relevant
the key words, the better the results.

To refine your search, you can use quotation marks (), hyphens (), AND and OR operators, or you can
perform Content-specific searches. Your teacher will show you how it's done.

Saving images from webpages.

If you come across an image you want to save, rigt click on it and the left click on the "Save image as...”
option. In the dialog that appears choose the destination where you want to save the image file. Bear
in mind that some images might be subject to copyright laws.

Open bk i mew 135

Open ok in mew window » <« layouts » browsing v | B Search browsing

:“- g Organize New folder s @
(Great Sphinx of Giza Open ek in worlapace
MOMIMENT, GZA, EGYFT Copy lnk addvesd layouts = &i| abstract-art-blur-bright-373343.jpg

Save lemioed comtent a1 ~ [ Desitop & 2cljpg

Great Sphinx of Giza, colossal limestone s & apps-blur-button-close-up-267350,pg

& arrows-2029164_1920pg

ink 10 boskemarks OneDrive

located in Giza, Egypt, that likely dates from | _ -

Oyeen gt i o taly » & iordanis X
1 i i & ask-logojpg
2465 BCE) and depicts his face. It is one of Eg - ad| 5 [ This PC = blact o s
i : Copy image v ] P o P o
is arguably the best-known example of sphin: ,m' S ~ [ Libraries | book-3294950_1920,pg
- » [ CameraRoll EJ dictionary-390035_1920,jpg
= » [ Documents & e dictionairyjpg
> Music v < 5
File name: [ Great-Sphin-Giza-Egypt pg v
Save as fype: JPEG Image (" jpg) -

Practice: Search for a monument from your country and save an image on your hard drive.
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Information and Fake News (False Information)

False information is news, stories or hoaxes created to deliberately misinform or deceive read-

ers. Fake news have many forms, the most common are: ClickBait, Propaganda, Sloppy journalism,
Satire/Parody, Misleading headlines, Biased/Slanted news.

How to avoid Fake news

Consider the source

Check the author

Check the date

Read beyond the headlines
Check your biases

Check supporting sources

Conclusion

The Internet is a digital world where we can work, have fun, communicate, get educated and find a lot
of information. Remember: As in the real world, we have to be careful in order to be safe than sorry.

Metacognitive phase: Search about the topic: “Flat earth”. Let's discuss our findings.
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Exercises

1. Which of the following are Internet services? (Put a tick in the box)
Word Processor
World Wide Web
Paint Brush
Youtube
Google Search
Instagram

Powerpoint

L1000 00 08 OO

Email

2. Match the application with the appropriate category.

CaCuU

Email

Instant Messaging

Malware Protection R

. 4 [

Social Media yahoo!
(Y N C)

© 0

Web browsing

Antivirus

<4
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3

4.

Use Google Search to search for “The Acropolis Museum” and “The Eiffel Tower".
Fill in the information in the following box:

Acropolis Museum

Number of Search Results: Time:
Eiffel Tower
Number of Search Results: Time:

Which of the following are criteria for reliable information on the Internet? (Put a tick in the box)

Number of pages
The domain name
Author

Date Published
Number of hits
Credentials
Original content
Source

Commercial Site

O oond

Use Google or Bing and search using the keyword “Diet”. How many results appear? Follow two
links. In the boxes bellow state two criteria why they are/aren't credible
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1.
Credible Not Credible
2.
Credible Not Credible
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DISCUSSION

Ways we communicate.

Are they cheap?

Are they easy?
Are they fast?

What if we need to communicate with more than one people at
the same time?

Write a short description for the following pictures.

"".’"""

y
_—
f
f
g

- Y

AIR MAIL
PARAVION |

“““

A B 5 s
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Write what you use now and what you used to use.

Motivational Step

You have written a short story called: "My adventure, Life in my new home”. You want friends and fami-
ly to read it and tell you what they think.

What can you do?

a) Send it to a newspaper
Send it to your friends and family by mail
Send it to your friends and family by e-mail
Post it on a blog
Post it on Social Media

O O O

)
)
)
)

D

Put the options from a to e in order of:

Ease

Cost

Publicity

Feedback

A Blog is a discussion or a website with information published on the World Wide Web. Its content is
often informal diary-style text entries (posts).
There are a lot of free bloggin sites such as:

WordPress (Self-Hosted) Blogger
Wix Ghost

WordPress.com Tumblr
Weebly Joomla

Medium Yola
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Social media is computer and internet-based technology that facilitates the sharing of ideas, thoughts,
and information through the building of virtual networks and communities. Different Types Of Social
Media are - Social networking (Facebook, LinkedIn, Google+). Microblogging (Twitter, Tumblr). Photo
sharing (Instagram, Snapchat, Pinterest). Video sharing (YouTube, Facebook Live, Periscope, Vimeo).
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Other applications in the wider “family” of social
media used for instant messaging, sharing pho-
tos, videos, audio recording and group chats are:
Facebook Messenger, WhatsApp, Viber and
Hangouts.

How to use Social media?

1 Figure out what you want to get out of social media
That will help you choose the media that will suit your purposes.

2. Create your profiles
Choose carefully your profile name, your avatar and the details you let others know about you.
This is how you will interact with others over the Internet. Determine your privacy settings. Make
sure your profile(s) are private and use restrictions as to who can access what you post.

3. Learn the community rules
Each community digital or real life, has rules. Learn them. They might help you avoid trouble.

4 Protect yourself
Unfortunately, people are not always who or what they say they are. Be careful who you interact
with, just like you would in the real world.

Some useful guidelines

Do not post photos or videos that could damage you or your reputation.
Do not post personal information or location details.

Do not trash-talk other people.

Turn on your privacy settings.

Be careful who you interact with “ I/ %‘5

Protect your privacy and that of others. -
Think before you post. & NO

Choose strong passwords and change them regularly.

@ N oo~

Netiquette is short for "Internet etiquette.” It is a code of good behavior on the Internet. There is no offi-
cial list of netiquette rules or guidelines, the general idea is to respect others online.

Some basic netiquette rules

1. Eventhough it's done digitally, you're dealing with people. Your written words are read by real
people, all deserving of respectful communication.

2. Behave online as you would offline. Do your best to act within the laws and ethical manners of
society when you are in cyberspace.

3. Know where you are in cyberspace. What you text to a friend may not be appropriate in a com-
munication to a classmate or colleague.




LEARNING UNIT 2 - Life in the E-World

4 Respect other people's time. Make your written communication meaningful and to the point.

5. Make yourself look good online. If you wouldn't show it in public, then you shouldn't share it
online.

6. Respect other people's privacy. Be careful what you discuss and with whom.

7. Don't abuse your power. Knowing more than others do does not give you the right to take ad-

vantage of anyone.
8. Respect diversity. Make sure what you post doesn't insult other cultures.

What are Fake Profiles?

A fake profile is the representation of a
person, organization or company that
does not truly exist, on social media.
Anyone can use a fake profile. Compa-
nies, kiddie hackers and professional
online criminals.

Be cautious and avoid to interact with
people you don't know, don't have any-
thing in common or common friends.

Never meet in person with people you
have met over the interet and don't
know.

Role playing game: The teacher finds a public profile of a social media user and creates a false one in
order to trick that person into meeting him. Assign the roles of the two users to students. See if based
on the public information it's easy to be tricked.

Safety

Aside from the privacy rules mentioned, all
devices used to connect to the Internet
should have updated antivirus and antimal-
ware software to protect you from cyber
attacks.
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Copyright

Digital content (pictures, video, sound, text etc.) can be subject to
copyright laws. Downloading and distributing such content is ille-
gal and may be punished. There is content that can be copied

from the Internet but within limits and for personal non-profit use.

Conclusion

Communicating and sharing content via the Internet gives users a great level of freedom and flexibil-
ity. Nevertheless, all of us users must bear in mind that with great freedom comes great responsibility.
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Exercises.
1. Mark the following as TRUE (T) or FALSE (F)

N7
4\

N7
oN
N7
A\

N7
4\

N7
oN
N7
A\

N7
4\

N7
oN
N7
A\

N7
4\

Username and Password should be the same.

Have the browser save your Password.

Never reveal your Password to others.

Communicate freely with everyone on the Internet.

Have personal information Public.

Never lend your mobile phone unsupervised.

Downloading is completely safe.

There are free anti-virus programs.

Never use passwords and private information on public networks
Using the internet can be addictive.

2. Match the numbered area with the appropriate function (write the correct answer in the box).

4 3 5.

Py

rauppacn Google W English to French

. Eyoheio AciTepng Eukaipiag Home Create

Create Post i Maria Prokopeu's birthday Is today
Your Page
\-L'q Iyoheio AelTepng Eukaipia.
PhotoiVideo Tag Friends Check in LLL
& Markotplace (23] && a0 @ ; | ' Messages
P @ Notifications (200
Shortcuts )
Stories See All

-ﬁ:?‘ Ixoheio AelTepng ... 20+ ——

Q@ .
-~ |
Explore =+ :.®m\umv. .
-

7] (G e &

o Publish Photo Live Invite

8 Groups
N Likes Views Posts
B pages Xopat
Events 241
@ Bl 1 new like this weet
undraisers.
4 k ; é
. Gaming Video Nikos @

Add to Story Papavasiliou Anna Papadaki

Georgiou
~ See More .

Claim your €5 Credit
We're giving you €5 off to boost

s P, Dimitris Bakoulis el
February 22 at 11:20 PM - & P ¥ ge. Pag

admins boosted similar posts...

O kaBévag £xel TO TIPOCWTTIKG TOU Dpdpd.... m

-
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Message

o o

Start Page

Search

o o

Settings

Help

@

f. Notifications

3 Match the numbered area with the appropriate function (write the correct answer in the box).

. Change password

=
o o

. Profile name

|

| Security and Login

- Language settings

Infarmation

G O>—3

[=3 Timeline and Tagging e. Comments and Reminders

[D Stories
Location

© Dlociies 4
e Language and Region ——_*
e "

&% Notifications

Mobile
Public Posts

d. Who can see your friend list

ﬂ Apps and Websites
(=) Instant Games

[ Business Integrations
[ Ads

Payments

@ Support Inbox

BZE Videos

4. Mark the following as TRUE (T) or FALSE (F)

VW YW YW Y\ VW7 Y\ 7 7
2N\ N\ 2\ I\ 2\ 7\ 2\ 7\

Mobile phones don't need virus protection programs
You can download antivirus software for free

You can download antimalware software for free

Scan your computer once a year

Scan your device automatically and regularly

You can use an alias to make fun of someone on Twitter
Uploading photos without permission is not allowed
Sharing a video with strangers is safe.
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5. Match the numbered area with the appropriate function (write the correct answer in the box).

File Edit View Tools Help

P Konstanting Pista €0
.

I~IR0 Heather Revelis

e henrietta1 112

L

i %ef(ens U:fe:ad-s )
Energizer Bunny :

™
me  melwdos_22
me melwdos_23

s

51 Savvoulidis lordanis

Skype Translator

Skype

Federico

® active now

i Gallery Find

Fe
Hi Konstantina!

Fe
Are you there?

o o

o

Start video call
Write a message
Contact list
Send photo
Send file
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DISCUSSION

_—
I/\/ DA,

Everyday needs.

. Shopping
. Civil services

o Travel information

Write a short description for the following pictures.
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Write how you usually shop, arrange your travel plans and interact with Social Services.

Motivational Step

You need to go to the municipal to take care of a personal matter. Search the Internet for the address,
the Public service hours and which public means of transportation can be used to go there.

Address

Hours

Transportation

Pros:

Availability

Speed of access
Wide availability
Easy accessibility
International reach
Cost-effective

E-commerce, also known as electronic
commerce or internet commerce, refers
to the buying and selling of goods or
services using the internet, and the
transfer of money and data to execute
these transactions. Ecommerce is often
used to refer to the sale of physical
products online, but it can also describe
any kind of commercial transaction that
is facilitated through the internet.

Pros & Cons of e-commerce

Cons:

Security.
Lack of privacy.
Tax issue

Fear.

Product suitability.
Cultural obstacles.
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Terminology of on-line shopping

Shopping cart on an on-line shop is software that facilitates the purchase of
a product or service. It accepts the customer's payment and organizes the

distribution of that information to the merchant, payment processor and

other parties.

é Currency used to pay for the transaction. A good idea is to use local cur-
rency.

Payment methods:
> Credit Cards.
> Bank Transfers.
> E-wallets.Prepaid Cards.
> Direct Deposit.
> Cash.

Shipping cost is the cost used to ship items to a buyer. The
cost depends on the way the items are delivered (courier ser-
vice, post office, international shipping), if there are additional
fees for payment on delivery and if the items have to go
through customs.

Precautions when shopping on-line.

v

AN N N N AN

Protect your devices.

Password-protect.

Beware of fake websites.

If a deal seems too good to be true, it likely is.
Don't use public Wi-Fi.

Save the evidence, then log out.

Clear your browsers from marketing cookies.
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On-line transactions with Public Services

Interacting online with public services when possible, can
save lots of time, money and also benefit the environ-
ment. Simple tasks can be done efficiently with more
convenience to individuals, reduce paperwork, and make
government information more easily accessible citizens.

Conclusion

Globalization and the Internet have transformed the way we shop, communicate, work and interact
with public services. There are a lot of benefits but there are also a lot to consider in order to minimize
the possible risks.

Metacognitive phase: Search the Internet market for a certain smartphone. Prices, availability, ship-
ping, possible scams. Let's discuss our findings.
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Exercises.

1. Match the numbered area with the appropriate function (write the correct answer in the box).

@ & hitps//oestaliexpress.com/Ttmlog=best_original_61818&af=93759680n =68 148.cv=08&dp=102dBd567924712263c6775d0f07 a4 Baff_request_id= - &2 9

¥ Merappaon Google Wi English to French, Ital...

| reaime realme 5i World Premiere Shop & see a new dawn of phone powe

prtinuing to use AliExpress you acceps our use of cookies (view more on our Privacy Policy). You can adjust your Cookie Preferences at the bomom of this page.

AAliExpress e . © Xv, t‘f;i“q,glf-.';ni;l

supreme hoodie | bang wig human hair | lace | nail decals  laser engraver  gaming chair

EGORIES: SceAll > SUPER VALUE DEALS Big Discounts Select Coupons Home Tech Beaut2 4

women's Clothing

Men's Clathing :

: NEW USER
Phones & Accessories /) % { GIFTS
Camputer, Office. Security % # .

a.  Shopping cart
b. Currency settings
c. Category search

d. Language settings

e. Account

2. Look at the following picture and fill the blanks:

T My AliExpress : Manage Orders X

alme 5i World Premiere Shop & see a new dawn of phone power!

cart @ wishist & Hi, KONSTA..

Wish List My Favorite Stores Account Settings

Currency used

[tems in the cart

Shipping country

Language used
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3. Browse the link www.kep.gov.gr, the Citizen’s Guide site. Write at least two services that you can
request on-line.

- x + - 8 =

€ © @ Notsecure | kepavtiporalipage/portalien &« 0 :
4

e pe——— oo = _ "B
ranslated

EAAHNIKH AHMOEPATLA
Trougyeio douruixdg MeToppdbmong Hrom ereping
et Hewpoisys AumuBpmans

Citieen's Gilds | KEP  Newa B Anssundsmasts | Viw

ﬂ £ Mnwtpoloyriore e v ovalifmon

4. Use Google or Bing to search for means of Transportation from the town you live to the capital
city (e.g from Corinth to Athens).
a)  Mark the means you found in the following box:

Bus

Boat

Airplane

Train

b)  Complete the ticket price you found

Bus

Boat

Airplane

Train
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5. Use “skyscanner.com”to search for a one way flight from Athens to Paris for the following week-
end. Write the two airlines you found with the cheapest fairs, and the ticket prices:
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Correspondence in the
digital world
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BRAIN STORMING ACTIVITY
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Email

Electronic mail (email or e-mail) is a method
of exchanging messages (‘mail’) between
people using electronic devices such as the
smartphone, laptop, tablet, desktop, etc.
Email operates across the Internet. Email
systems are based on a store-and-forward
model. Email servers accept, forward, deliver, ‘
and store messages. Neither the users nor
their computers are required to be online
simultaneously; they need to connect only
briefly, typically to a mail server or a webmail
interface for as long as it takes to send or re-
ceive messages.

Mail

The mail or post is a system for physically
transporting postcards, letters, and parcels. A
postal service can be private or public with a fee
on the article prepaid. Proof of payment is often
in the form of postage stamps. Modern private
postal systems are typically distinguished from
national postal agencies by the names "courier’
or "delivery service".

Postcards Physical Mailbox
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- rg}b

| &~ 5 -
S |/

N\

7

The Internet is a computer network. It connects millions of computers together globally. Any comput-
er can communicate with any other computer as long as they are both connected to the Internet via
an ISP (Internet Service Provider).

It provides many services which are used for business, download files, interactions, marketing, etc.
The services are:

oWy

6.

Web Services
Communication Services
World Wide web (WWW)
Video conferencing
Electronic Mail

Chat Rooms, etc

Email: is a desktop program that allows users to access their emails on their device without having to
log in via the web. It is a paid for service. Microsoft Outlook is an example.

Webmail is an email system that can be accessed via any web browser (Firefox, Opera, etc) when con-
nected to the Internet. It is free but it has limited storage room. Most popular webmails are GMail (by
Google) and Yahoo Mail (by Yahoo).
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Google Google

Sign in with your Google Account Welcome

@(eyca.leamer@gmaﬂ.com ~

{ Enter your password

keyco.learner@gmail.com x

Find my account
Forgot password?

Create account

One Google Account for everything Google
GmMmRODGL * > €@

v

Deciding on a username and password is very important. The usernames are public and part of the
email address. Passwords are private. The two combined are your "key” to login (open-enter) your ac-
count. There are rules that should be followed especially for the password. You must use, latin charac-
ters, case sensitive (capital is different from lowercase) , special characters like * # I and numbers . If
you are using a public device, remember:

e Never let the browser save your password.

e Always logout of your account before closing the browser.
Login and logout a few times in order to get used to the process. The English language teacher can
help with the alphabet and the typing of the usernames and passwords.

: .ss
Gmail Images HH o

(O]
Key Co

keyco.learner@gmail.com

Manage your Google Account

&+ Add another account

Sign out

Privacy Policy « Terms of Service
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[J Inbox 2

w Starred

How to write a new email message:

In the Google environment, there is always a multicolor plus sign (cross), in order to do something
new. In the image above you see where to click in order to write an email message. An email has sec-
tions recipients, cc, bce, subject, main message. Your classmates that already have experience using
webmail can help you. The English language teacher can help with the alphabet and the typing of the
email addresses.

New Message

| Recipients

- Subject
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M Gmail

| compose

Inbox
Stared
Snoozed
Sent
Drafts

mine

c PV e »QO

More

Meet

B Start o meeting
B Joina meeting

Chat

8 oy
==

Q . 1 .
c

O Primary 2% Socis R Promcthun £
Google Sacurity slert - New davice signed in 10 Niyco Jearr " A

Google Security alert - Hec

Konstantina P Fwd: Forwarded message
Konstantina P Fwd: Mbvo yia 2 npépes axdpn! Tafibeye oty EAhaba and €191
Konstantina P Fwd: NEec 1bEec oag nepip&vouy eas [
Konstantins P Fwd: TYNAYAIA Teov Bawv Trg dakiag Manay
E opioa-.ipg m Iuvauio.docx
O + Konstantina P Welcome - Welcome to digital mail!

= =1 m
¥ 10:23PM Q
Mar 26
1 5 MOAITIEMOY. <kepa
o§F & ©

To view all messages you've received, click Inbox in the navigation sidebar.

All unread messages are displayed in bold against a white background. Messages you've read are dis-
played in non bold type against a shaded background. All messages in your inbox show the sender’'s
name, a message subject, a short snippet of message text, and the date on which the message was

sent.

To read a message, follow these steps:

1. Select the message you want to read and click anywhere on that message's message line.
2. The full text of the message is displayed. You can now reply to, forward, or delete the message.

3. Toreturn to the inbox, click the Back to Inbox button above the message.

™1 Gmail
Compose

Inbox
Starred
Snoozed
Senl
Drafts

mine

c g @BV e 0O -

More

Maat
B Start a meseting

E Join a meeting

Chat

8 ke
-

Star a naw one

Q,  Search mail -
« B 0 § 2 o € [+

We stand against racism insex =

Kenstantina P

coursera

We stand against racism.

We stand for social justice.

We believe learning is a force for positive change.

= e
5 B
3 b~ S N
% Reply
»  Forward

Filter messages like this

Print

Add Kenstantina P to Contacts list
Delete this message

Block "Konstantina P*

Repaort apam

Repart phishing

Show original

Translate message

Download message

Mark as unread
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Conclusions
In this lesson we learned that there are new ways of communicating via the Internet. The webmail ser-
vice is a fast, cheap and flexible tool for sending digital messages. It takes a little time to learn how to

use it, but its ease is worth it.

Meta-cognitive phase: Write a brief message and see if you can send it to all your classmates at the
same time. What would you have to do if you wanted to send the same message to all of them with
the traditional mail service?
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Exercises.

1. In the following image, where do you have to click to sign in your Google account? (write the correct

number(s))

G
6 I'm Feeling Lucky
7
Google offered in: EAAnvixd
2. If your email account is
keyco.learner@gmail.com, Googe

what should you type in the
highlighted box:
a) @gmail.com

b) keyco.
¢) learner@gmail.com
d) keyco.learner

Sign in
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Which one of the following sentences are correct:

a) Your password is :

b) Typing your password in upper case letters or in lower case is exactly the same.
¢) You can see if you typed your password correctly by clicking the highlighted icon.
d) A password is public

e) A password is private

Google

Welcome

o keyco.learner@gmail.com v

)

D
==

Forgot password?

In the following image, which of the sentences are true for the indications in the red circles:

a) There are 2 messages in the Inbox

b) There are 2 unread messages in the Inbox
¢) There are 50 messages in the Inbox

d) There are 1.007 messages in the Inbox

= ] Gmail Q,  Searchr -
=2 a & & [~ - e =
[ Primary 25 Boclsl g Tomenes EED
— (© - :
= dagman, me Moo yu 3 ppepas axspyl Taluboge o Elbaba ans (1 - Dpyoessie Talibogre eankigre Hinchag 100 L
0 oo O tr Seogh Sncurity sher - Mew Seace wigred in Io prsioane@gmad com Yoer Google Aoc bty s B W
ol naenly I MPOTEAHEH EXAHATEFE ENSASEPONTIRE INET] - Niopamoaie AEiTE 1o cromosmise Eygpopa | Pani
|
B srowedwi paf
B doyln
- IR ragoai,me & FIPE AESAIMA - Alnkn pivan, Gnain peTe a o4 REp
B B89 @icken Pabed - Avass O - Erasabery auTd T3 emadl By LW 1 OTEaTE 0, dyes 1o DO B O AVEENE D 06 SO0,
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5.

In order to send a new message, which one of the numbered parts should you click:

[N

20 30

40

= ] Gmail

PRQOEIL mE &

Ehcien Paiel - Avaad

Mewn a3 nEepes amsps! Tadudoms v ERala ang {18 - Opyaeas e Talibeg s dmenkig e Dinshar M 1

Fpoprity shert - Mew Cevior sigred i pistsloerab @l coam Yoer Doogle Ao Brwiare B tiviy & n i ]

2 NPOIEAMEH ECAHANEFE ERALASEPONTRE INET - Noposaio A5 TE T STsesm 1 Eyepogn  Persic
B sroikkai par

MIPOE ABEAIHA - fiinkn gy, Gnoin B o0 nee0n =0y S ealeopcens O i ot 12 087w oyl 80 08 nepi

2020 - i Hsn) QU T Sl fary GRv1 SEOTRO0EI0, 05t S0 N T BORGN TOU AVBAE WEHHDE 06 Mg
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DISCUSSION
How do you send photos and documents via post?

Is it easy”?

Is it cheap?

Does it take time?

e What if you have to send the same items to a lot of people?

Name the objects in the following pictures.
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Write the necessary steps to send a letter using the items above.

Look at the following pictures.

Hand written note

0 &
. s

James Bopq

InteBipence Spetialist | Seqyr B Survedlance

EXPERIENCE

British Secret Service, London— Inteligence Operative
Jan 2004 - Present

Protecting the UK and her alkies {rom nefarious mastenmind b
around the wotld

Uaksing s around the world inchud

i | permae astacks inc
of Fort Knax and the destrociien ‘of the woekd by varkiu mesni.

Royal Navy, Portsmouth, UK, — Commander
Jan 1590 Do 2000

special intelligente Mmﬂl
threats 1o nationsal security

of Rayal Navy, aaked wit h ey

it of BiEH ey g i B
lmlmsl":’:::si,mdwmun.w Alricaand Ml £
thealres

EDUCATION = Mosters
= Geneva™ o
< of Genevd
niversity
sept 1982 Eig n
french and Ger™ yLevels
; i
Jlege, Winds? §
{0

o secing sk S
s painid pperatives
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oyl Al Mt

it
sk et a8
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Computer edited CV
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Mark the following sentences with true (T) or false (F).

1.

The hand written note is easier to reproduce.

The hand written note is not easy read.

The printed CV can't be edited.

The hand written note can be sent easily by email

oW

The printed CV can be sent easily by email and to a lot of recipients.

OOOoc

Email Attachment

An email attachment is a computer file sent along
with an email message. One or more files can be
attached to any email message, and be sent along
with it to one or many recipients. This is typically
used as a simple method to share documents, imag-
es, short videos or sound files. A paper clip icon is
the standard indicator for an attachment in an email
client. Mail servers have size limitations and that is
why it's not possible to send large files through the
Internet using the email service'. A message and all
its attachments are encapsulated in a single multi-
part message.

Usual attachments

James Bong

e
WKy
v
:

-

b T

B WP S L) o v e

Documents

"There are other services for sharing large files

Spreadsheets
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Sound

How to attach files to an email message

Photos

Login to your webmail account by typing your username and password in the login dialog.

Google
Signin
to continue to Gmail

Il

[ Keyco.leamel] - gf—

Fargct email?

Mot your computer? Use a private browsing window 1o sign

in, Learn more

Creale account

Google

Welcome

@ keycolearneri@gmailcom

Forgot password?

Once you have entered your inbox, COmpose a new message.

= M Gmail

l— Compose '\

[J Inbox 2

% Starred

After entering the recipient(s), the subject and the main
message, click the paperclip icon to attach the files you

want.

sitlechacuEsch gr [
My document and phobo

Hallo

Tm sesnding you he dsumant you asied ke about Jur school trip alomg with cur grocp phete
Hopa yousnjoy 1l

Higaras

®E amb”

I
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anize ~ New folder =S -

KEYCO o) Name
e & group.jpg

XP Q'] SCHOOL TRIP.docx
i CondFormat01.zip

i DataValBlankSelect.zip
[%] Documents
¥ Downloads
b Music
| My Web Sites on MSN
| Pictures
B Videos v <

File name: | "group.jpg” “SCHOOL TRIP.docx” V| All Files (*.%)

™ @| In the "Open” dialog, choose the
batemodifil folder that contains the files you
2mrz0201 want to attach. The folder can be
SIOEEN ocated on your Hard drive, a

USB memory stick or a cloud

folder. Once you have the select-
ed the file(s) you want, click on
the “Open’ button.

=

Cancel

sdelechaiou@sch.gr w®

My document and photo

Hello
I'm sending you the document you asked for about our school trip, along with our growp photo
Hope you enjoy it!

The files will be attached to message's
body, you will see a process bar. Once
the process is complete, you will see a
list of the attached files and their sizes.
Click on the “Send” button to send the
email with its attachments.

Regards

group.jpg (446K) — X

SCHOOL TRIPdock (12K) (— x
EW:c-cone. .

group.jpg (446K)

SCHOOL TRIPdocx (12K)

Receiving email with attachments

When logged in your inbox, if you have received files that contain attachments, they will have the pa-

per clip icon or thumbnails of the attached files.

O Primary &% Social LY Promotions I

O Inbox 2
+ Starred D Konstantina P The docs you wanted - Hello, I'm sending you the document you asked for. Contact me if you have questio 3:05 PM
© snoozed [ cvdocx | [ Advertismentd
= Sent - i

DonationCoder.com ve received your request for a permanent free license key - We have received your request for a free Jul 20
B Orafts 1
» Google Key, got a new device? Review sign-in from Microsoft Edge on Windows - Hi Key, You have just signed in Jul 20

ming

v More Konstantina P Fwd: We stand against racism - The critical need to confront racism and stand for social justice ... We sta Juné
Meet Google Security alert - New device signed in to keyco.learer@gmail.com Your Google Account was just signed in Juné




LEARNING UNIT 3 - Correspondence in the Digital World

To open the message, double click
on it. Click on the file thumbnail to
view the attached file, or click on e s o
the “Download” icon to download i s s W v

the file to your Hard drive, USB i

memory stick or cloud folder.

The docs you wanted  inbox

]

2 Attachments

[ Advertisment.docx

e Qro
B o _i] DownlBad

In case you want to send a message you have received
to another recipient, click on the “Forward” option. If the

P 3:05 PM (21 minutes ago) Yy : 4
message has attachments, they will be forwarded too. « Reply
» Forwar
Filter messages like this E
Print

Delete this message
Block "Konstantina P’

Report spam

Report phishing

SPAM & Malware

Spam

Unwanted email that gets sent out in bulk. Spam is a huge waste of time and re-
sources and is a serious security concern as it can be used to deliver Trojan hors-
es, viruses, worms, spyware, and targeted phishing attacks.

Software intentionally designed to cause damage to a computer, server,
client, or computer network. A wide variety of types of malware exist, in-
cluding computer viruses, worms, Trojan horses, ransomware, spyware,
adware
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Tips for Email Safety
e Dont open emails from someone
you don't know or trust.

e Avoid sending any sensitive infor-
mation over email.

e Never open an attachment within
an email from a company or person
you don't know.

e Never reply to or click on links inside spam emails.

e Usea spam filter.

General Issues
Hate mail

Is abusive mail. It is a form of harassment, and in some cases, the re-
cipient might have grounds for a lawsuit.

Don't: Do:
Reply Respect
Accuse Be careful of what you say
Forward Be careful with irony

Photos, songs, poems, literature, etc. are protected by copyright laws. They
are not free to send without consent.

Feel free to discuss these matters with the Social Sciences teacher.
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Conclusions

In this lesson we learned how fast, costless and easy it is to send information and all sorts of different
file types to one or more recipients. It is a very useful skill for our everyday needs and transactions.
Nevertheless, there are issues that must be kept in mind in order to enjoy this skill with safety and re-
spect to those whom we communicate with.

Meta-cognitive phase: Write a brief message and see if you can send it to your classmates and your
teacher. Try to attach at least three files. What would you have to do if you wanted to send the same
message with the attached files if you used the traditional mail service?
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Exercises.

1. Match the following texts with the correct

position in the following image:
a. Aboutour trip
b. Hello,

I have bought the tickets. All is ready.

Regards
George
c. keyco.learner@gmail.com

T

El:cc0cmb7

2. Match the following texts with the correct position in the following image:

a. Attach files

b. Delete draft mes-
sage

c. Send new mes-
sage

ol

d. Insert emoji

3. Which one of the numbered areas do you have to click when you want to leave the Gmail program:

Ml

™M™ Gmail Q. Searchma
2

'— Compose 1 o- ¢

J Prmary

Inbox 1

Starred Konstantina P

Sent i
DonationCoder.com

Drafts 1

Q
*
© snoozed
-
et
»

Google
mine

Konstantina P

~  More
Meet Google
B Start a meeting Google

Join a meetin:
= 9 Konstantina P

Chat Konstantina P

Promotons [EXIR)

- Socid L Y

The docs you wanted - Hello, I'm sending you the document you asked for. Conl

[ cv.docx

[ Advertisment.d

we have received your request for a permanent free license key - We have recel
Key, got anew device? Review sign-in from Microsoft Edge on Windows - Hi K¢
Fwd: We stand against racism - Many of us are hurt and outraged by the tragic |
Security alert - New device signed in tokeyco learner@gmail.comYour Google A
Security alert - Recovery email was changed forkeyco.learner@gmail.comThe i
Fwd: Forwarded message From: Konstantina P <pistakonst@gmi

Fwd: Movo yia 2 npépec akopn! TaEibeys otnv EAMBG and €191 - ———— Forw

4o ¢ = @

¢

Key Co
keyco learmner@gmail com

Manage your Google Account

Konstantina P Signed ouf
plstakonst@gmail.com v

Add another account

Sign eut 3

¥ + Terms of Service




LEARNING UNIT 3 - Correspondence in the Digital World

4. Do the following exercise:
a) Logout of your account
b) Login to your account

5. Compose the following email message and send it to keyco.learner@gmail.com:
Our trip to Athens
Dear Key Co
I'm ready for our programmed trip to Athens.
Regards
Konstantina*

* Put your name
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