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About this Instructor’s Manual
Welcome to the Microsoft® Digital Literacy Instructor’s Manual. As an instructor, you play an important role in customizing the course to meet local requirements and effectively help your learners develop the skills they need to use computer technology at work and at home. Both first-time and experienced instructors will find valuable information and materials for planning, customizing, and conducting the course in the following pages.

This Instructor’s Manual is for users of the Windows 10 operating system utilizing the Microsoft Digital Literacy Course. In the world of computers and technology, things change very quickly, and it is important to instruct learners on the most current technologies and computer advances. The good news is, as operating systems become more intuitive, understanding digital technology becomes easier. 

How to use this manual
New instructors should read completely through each chapter, making full use of the planning and instructional materials as they are presented. Experienced instructors should focus their attention on Chapters One and Three. They explain how the Digital Literacy course is organized, its objectives, and how to effectively meet the needs of learners. If you have instruction and course design experience, you may only need to skim the material on how to prepare for and instruct the course.

· Chapter 1 provides an overview of the Digital Literacy course with a focus on the role of the instructor. 
· Chapter 2 presents effective instructional techniques that you can use to enhance learners’ abilities to learn, and to create a comfortable and effective learning environment.

· Chapter 3 focuses on utilizing Digital Literacy Lesson plans and customizing these plans to meet your learners’ needs.
Chapter 1: The Microsoft Digital Literacy course and the role of the instructor
Digital technology, from e-mail and the Internet to cell phones and ATMs, is a constant part of daily life. Employers increasingly expect people entering the workforce to have basic computer and software skills. Individuals lacking such skills, and a way to obtain them, are at an increasing disadvantage in both the local and global economy. 
The free Microsoft Digital Literacy course provides the opportunity to learn those skills, and to obtain certificates recognizing the accomplishment. The only prerequisite for taking the program is the ability to read a newspaper. 

It is possible to complete the course without an instructor by following the Learning paths available on the Microsoft web site. Although the online course reaches a lot of people, it limits the program in two ways. First, it is difficult for someone with little or no computer experience to use a computer to complete the Learning paths without, at least, a minimal amount of assistance. Second, there is no way to offer custom instruction adapted to local conditions to meet the specific needs of learners in a particular area. 

Both of these limitations are removed with one important addition—you, the instructor. Instructors must possess the same basic reading ability and be willing to dedicate their time and efforts to help others learn. Before administering the Digital Literacy course, you should be familiar with the course materials and the information and resources provided in this manual.

As an instructor, you will play a key role in helping learners meet their computer learning goals and lead more fulfilling lives. Your presence as a tutor and facilitator ensures the learners’ success. Over one million people have taken the Digital Literacy course. It is currently available in English with additional language versions under development. By reading this manual, you are taking the first step in becoming part of a global community of Digital Literacy instructors making a difference in people’s lives.
The Digital Literacy course

The Digital Literacy course includes six Learning paths, corresponding modules and assessments. Each Learning path includes video demonstrations, animations, simulations, and hands-on labs allowing for a rich learning environment to thoroughly explore each topic. After successful completion of the modules within each Learning path, learners receive a customizable printable certificate to recognize course achievement.
Learning paths
The course is divided into six Learning paths, and each of the six Learning paths is divided into modules. Each module has its own set of topics that serve as the foundation for your instruction, to which you may add custom content to help your learners master the material. Upon successful completion of the modules in each Learning path learners can receive a certificate. The following briefly describes the Learning paths. 

· Work with Computers 

This learning path will introduce you to the different parts and types of the computer and their functions. You will also learn the difference between operating systems and applications and their functions. Peripherals and portable storage devices will be discussed as well. 

· Access Information Online

In this learning path, you will become familiar with the concept of the internet and how to access it. You will also be introduced to the World Wide Web and how to access it using a web browser. In addition to that, search engines will be covered, including how to use them effectively and how to evaluate the results.

· Communicate Online
This learning path will show you how to communicate online effectively using email. You will be introduced to web applications that are used for instant messaging including voice and video calls.

· Participate Safely and Responsibly Online

In this learning path, you will be introduced to the safety risks you can face while using the internet. You will learn about online scams and how to avoid them. You will also learn about best practices for sharing information online. In addition, you will be introduced to cyberbullying.

· Create Digital Content

In this learning path, you will be introduced to Microsoft Office. You will learn how to perform the basic functions in Microsoft Word. You will learn how to interact with text, pictures, lists and other types of objects. You will also deal with PDF files.

· Collaborate and Manage Content Digitally

In this learning path, you will be introduced to cloud services like OneDrive and how to apply their basic functions. You will also learn how to collaborate with others on Word documents. In addition, you will learn how to use Microsoft Outlook to manage your tasks, time and contacts.

The instructor’s role

Now that you know more about the Digital Literacy course, it is time to focus on your role as an instructor. Although the Digital Literacy course can be completed through online self-study, instructors offer an extra dimension of guidance and support that improves the ability of learners to succeed and take full advantage of what they have learned. This section provides the information you need to effectively customize the course to local conditions and effectively lead the course.
Basic requirements

You do not need to be a computer expert to administer the Digital Literacy course. The fundamental requirements for success with your learners are reading ability, basic computer skills, and a willingness to help them learn. 

Of course, the more you develop your knowledge of the course and instructional skills, the more the learners will benefit. Start with the Digital Literacy course itself. You should familiarize yourself with the Learning paths and modules covered in the course. The best way to prepare is by taking the course on your own. 

Take your time to become familiar with navigating through the modules. The Digital Literacy Lesson plan overview provides a good starting point. View the content in each module and complete the knowledge check. Even if you know all of the material, intentionally miss a few questions to see how the knowledge check operates.

The familiarity that you gain by practicing with the modules, reviewing course content and experiencing the knowledge checks will bolster your confidence when assisting your learners. 

Knowing your learners
Although you will usually not know your learners before the first session, it is easy to predict from the study of the types of people likely to enroll. For the Digital Literacy course, your learners will be those who lack basic computer skills and seek to improve on basic abilities.

Think for a moment how broad a category of people that encompasses. Some of your learners will be adults. While some instructional settings, such as those at a seniors’ center or a job training program center, may consist of a group of similar learners, most will not. Expect diversity—in age, ability, education, life experiences, and cultural background. It may seem that such a diverse group of learners will be difficult to please, but all of these people are coming to learn more about using digital technology. 

When instructing, there are two useful ways to categorize your learners when considering how to help them learn, no matter what general differences there may be in the group. One way is by using criteria such as their ages, social factors, and cultural backgrounds. Another way is to categorize based on what they hope to achieve through taking the course. 

Effective instructors use both types of information to motivate the learners as a group, and to make the material relevant to the learners’ lifestyles and their reasons for discovering more about digital technology. Typically, your learners’ reasons for taking the course will fall into one of several categories. For example:

· Learners who have never used a computer and want to discover basic computer skills. These learners may seek this knowledge to get a better job, or for personal reasons. This type of learner will benefit from taking the entire course.

· Learners with some level of basic computing skills who want to enhance their knowledge and obtain a certificate to validate the achievement. 

· Learners with good basic computing skills who want to gain more ability in a specific area. For example, some learners may want to understand how to use the Internet for communication or research. You can help these learners study one or more specific topics, and suggest methods of going beyond the course, based on their long-term objectives. 

· Learners who want to take the course out of general interest. Here, the task of the instructor is to engage their interests and help them explore the areas they find more rewarding.

· The organization that is sponsoring Microsoft Digital Literacy in your area may be reaching out to help a specific group of potential learners. For example, a senior citizen center may offer a program focused on skills of interest to that particular group. Or an employment center might target this course to young mothers entering the workforce for the first time. This situation allows you and the sponsor to focus on the areas that best meet the needs of the group.

Keep in mind that regardless of the personal objectives for enrolling, all your learners are there to learn. Each one is interested in successfully completing the course. You can keep them engaged in learning by using comments and activities in instruction that relate to their lives and aspirations.

The instructor as manager: customizing your course
One of the primary advantages of an instructor-led program over self-study is that you can customize the course to match individual learner needs. The Digital Literacy course is designed to be flexible. 

Digital Literacy can be taught in virtually any setting from a fully-equipped computer lab in a school to a living room with a few interested friends and a laptop. It is just as flexible in the way that you can focus on certain content or adapt it to different time constraints.

Some learners might find a topic more interesting than others in the course. The group as a whole may find certain topics more challenging than expected and require additional instruction to master the objectives. You are the person who can ensure that both types of learners reach their full potential by customizing their experience. The learners who want more information, or more of a challenge, can be given supplemental exercises while the rest of the participants are working on the course. You can help those having difficulty in understanding the subject with a combination of encouragement, tutoring, and suggesting the appropriate tasks to practice.

The basic time required to cover the entire course is estimated at 1.5 hours per module, or 9 hours total to complete the full course. The hosting organization will probably set the meeting times based on the available facilities. Since the course is flexible, instruction times can vary and be offered in many different formats.
The course can be conveniently offered as a two-day seminar or weekend format to complete in its entirety. However, if there is less time for instruction, a one-day format would be advantageous to offer specific Learning paths to learners. For example, jobs may be available for those with basic word processing skills. As the instructor, you could combine the Create Digital Content and the Collaborate and Manage Content Digitally Learning paths to prepare learners for a Word 2019 experience. 

Some locations offer to meet several times a week for two or three months. When you have more time to cover the Learning paths, you can enhance the learning experience by adding additional exercises and activities from the Digital Literacy Learning path Lesson plans. As the instructor, you will need to plan a schedule that allows for covering the required content in the time allotted for the course. 
Chapter 2: Effective instructional methods 
Good instructional methods are the keys to successful learning. As the instructor, you are in control of the learning environment. You set the instructional pace of the lessons and guide the learners through their studies. This chapter shows how to incorporate simple, yet proven, instructional methods that will help you to plan lessons and conduct the Digital Literacy course in a way that is beneficial and pleasant for you and your learners. 

Preparing for instruction
You do not need to have prior instructional experience or be an advanced computer user to administer the Digital Literacy course. You will be more comfortable (and effective) when conducting instruction if you are familiar with the Digital Literacy course content and can demonstrate skills as they are covered in each Learning path. 

Therefore, first become familiar with the module content for each Learning path before presenting it to your learners. If the information is new to you, your learning experience will be valuable in preparing instruction. Also, take the time to become familiar with the terms defined in the Glossary because learners may inquire on the meaning of words during instruction.
If you have already acquired the knowledge and mastered the skills needed in a Learning path to print your certificate, you should have no problem discussing a module objective and helping learners when they have a question about a concept or difficulty in performing a task.
Creating a comfortable learning environment

Conducting instruction usually happens in a formal learning environment. However, it needs to be informal enough so that learners feel comfortable in seeking assistance and to allow friendly (yet appropriate) interaction between learners. How you accomplish this depends on local traditions, your background, and the cultural backgrounds of your learners. 
The following list offers some general guidelines to set the right environment in the course: 
· Smile when appropriate, and do not remain behind a computer or a podium. Stand in a location where you are clearly visible to every learner and move around the room during practice sessions. 

· Use real-life examples when you instruct on concepts, and whenever possible, relate them to your learners’ interests and hobbies. This makes it easier to get them actively involved in activities and discussions.

· Be sure to avoid favoritism and encourage all learners to ask questions and offer opinions. When learners know that their opinions are valued, they will be more engaged in the learning process.

· Avoid criticism during instructional time. If you need to speak with a learner regarding his or her disruptive behavior or learning problems, schedule a meeting before or after instruction.

· Use simple questions to evaluate how well learners understand the material. This will keep your learners alert and give you valuable feedback on their progress.

· Positive reinforcement supports learning and knowledge retention. When learners have problems learning a skill, provide assistance and offer encouragement. 

· Provide constructive feedback by directing learners to the correct answers.

Allocating computer resources

You may be fortunate to have enough computers to allow each learner full-time access. If not, adjust your instructional strategy. One possibility is to split the learners in two groups, and have groups take turns using computers. When one group is using the computers, you can engage the other group in a discussion or instructional activity that does not require a computer. Another approach is to divide the learners into small groups so each group can take turns using the computers, while the others can help, watch, or take part in a learning activity that does not require a computer.

Course scheduling

Ensure that all details about the Digital Literacy course and additional computer access, if any, are prominently indicated to your participants. Make sure your learners are aware of course schedules, and remind them with a gentle “See you here again at …” type of reminder. Also, include a suggestion that they take advantage of any additional computer access that is available and any special arrangements they need to make to use the computer lab. 

Attendance policy

All participants of the Digital Literacy course are part of the learning environment, and you should clearly state the attendance requirements. Let the learners know what steps they should take if they miss a session to make up the work for that period. 
Instructional pace and managing breaks

Regardless of whether you schedule regular formal breaks, you always need to be aware of your learners’ attention spans and general comfort. It is a good idea to change instructional activities at least every 45 minutes. Most adults will only effectively focus on one activity for about that length of time. After that point, the ability to learn diminishes. 

The Digital Literacy course materials make it possible to let learners review topics and work at their own pace. During practice periods, consider letting learners take breaks when they are ready.

Administering the content

Your learners begin the course with varying levels of knowledge, experience, and learning abilities. Consider the following tips for working with your learners.

· If most of the learners have no computer experience, begin by reviewing the  Learning paths, ask questions to test their understanding and review the material as appropriate. 

· If there is a mix of learners with no computer experience and others with basic knowledge, consider asking the more advanced learners to assist the others.

· In groups with varying ages, consider blending the population, rather than letting them group themselves by age. This tends to keep all participants more actively involved.

· At the end of instruction, encourage learners to ask questions about the material and review the areas that need more attention. If learners do not ask questions, consider questioning them for engagement and understanding. This will provide feedback and encourage the learners thinking.

· When administering long-term instruction, consider creating hand-outs from the transcripts and ask the learners to read them at home. When assigning self-study, ensure that you select easy topics so that learners understand what they read and can easily relate to the concept.
· Use a voice level that all learners can hear, but not one that is too loud. Vary your volume when you want to emphasize, maintain or retain the attention of the learners. 

· Ensure that you include pauses to provide the learners time to think about the content and ask questions.

Conducting effective group activities

You will be spending some of your time leading group discussions and activities with the participants as a whole—and some time working with small groups. There are opportunities to refine instruction in each setting. Discussions, large and small, offer learners the ability to share questions and explore a topic in ways that self-study and activities do not provide. 
When working with the entire group, you have a larger pool of participants, and do not have to divide your attention between several groups. This setting allows for broader coverage of a topic and the ability to address issues that apply to all the learners.

Small groups are suitable for working on specific issues that do not apply to the entire group. You can divide the groups to allow learners with similar skill levels to work together on activities. This approach is also good way to arrange the participants so that shy learners are placed in a team that gives them more of a chance to take an active role.

Large group discussions

A large group discussion is different from a lecture, where the communication is one-way—from instructor to learner. In this type of discussion, you need to control the group, but you must also guide or facilitate the discussion and encourage participation from many learners. Part of encouraging participation is to make learners comfortable with you and the instructional atmosphere, so that they are willing to speak out in front of others. Another challenge is to keep the smartest or most verbal learners from taking over group discussions, while still keeping them interested and involved. You can achieve this by recognizing speakers (calling on each by name), and by indicating that you want to hear from those learners who have not yet contributed to the discussion.

Large group discussions are a way of quickly moving through course material, but may limit comments and questions from some of the learners due to the time factor involved. Large group discussions may also favor the more verbal learners. For these reasons, if you have the time, you should include opportunities for small group discussions as well.

Small group discussions

For small group discussions, assign learners to small groups and allow them to interact with one another within that small group. This gives every learner an opportunity to speak and to listen to the other group members. Usually, a group member is appointed as the representative for the group, and he or she then reports the substance of the group’s discussion to the larger group. 

After the small group discussion, summarize the points discussed by all the groups and provide some time for questions and comments from the learners.
Discussion tips

When conducting discussion sessions:

· Ensure that the learners understand that the discussions are open-ended and clearly understand the topic and objectives of the session.

· Start the discussion with a question. If learners do not initiate the discussion, ask a learner to answer one question, and then ask the group to build upon the answer that the learner gives. 

· Ensure that discussions do not stray away from the topic. If the discussion is proceeding along a different line other than that of the topic, interrupt and ask questions to help the learners get back to the topic. If you find that the learners are discussing something off topic for that discussion activity, but is related to the content and is important to them, consider noting that for a future discussion. If the learners know that they will get an opportunity to continue that discussion later, they might be more willing to continue the current discussion. 

· Do not abruptly end any discussion. Instead, ask questions that will lead to a logical end of the discussion. You will need to monitor the time to be sure to allow participants time to conclude the conversation and prepare for the summaries.

· If certain learners are shy, encourage them into the discussion by asking them questions. At all times, remember not to criticize the learners.

· If the discussions are stretching to more than the time allotted for the discussion, and they are reducing the time that you have put aside for instruction consider providing a print version of the transcript for learners to read at home.

Handling questions and concerns

Even expert instructors find that their learners can raise questions and concerns that they may not be able to answer. Experienced instructors will tell you that it is always better to admit that you do not know or do not remember something than to bluff the learners with an incorrect or unintelligible response. 

The best approach is to admit when you give an incomplete response and tell the learner that you will obtain more information for them. Learners respect that you will make the effort. If they think an instructor is not telling the truth, they lose confidence in the value of the course. 

Consider involving the learner (or even the whole group) in finding the answer. You might lead them in an impromptu fact-finding session on the Internet. Have each learner suggest a search term and see what produces the best results. This encourages and helps them to learn how to find answers on their own.

Learners do not necessarily constrain themselves to asking about course-related topics. It is a good practice to limit questions only to those concerning the learning materials and the host institution. Avoid, and do not answer or encourage, questions about your personal life, politics, religion, and other off-topic matters. 

Summary

The role of instructor carries rewards in the way of personal satisfaction as you watch learners succeed both in the learning environment and in their lives with what they have learned in the course. Instruction is a skill that can be studied, and the material in this manual offers a solid foundation for leading the Digital Literacy course. It is also an art that is developed with experience and learning from your learners. The challenges and questions they offer will help you enhance your ability to help their successors.
Chapter 3: Practical Lesson Planning
Instructors know that although the course materials for a course stay the same, each group of learners is unique. It is impossible to know how quickly learners will master objectives, or which instructional methods will work best with a group, until you start your instructional delivery. Your success (as well as the success of learners) depends on how well you tailor the activities of each session to meet the needs of your learners while adjusting the pace of instruction. 

As you know, the content in the Digital Literacy course is divided into Learning paths consisting of related topics. Each of the six Learning paths have a corresponding Lesson plan that provides a guide to help you organize and present the important components of the path along with ideas to prepare for and engage effective learning experiences for this course.
Learning path lesson plans
The Microsoft Digital Literacy Lesson plans are supplemental instructional resources for delivery of the six Learning paths within the Digital Literacy course. 
Each Lesson plan includes:

· Lesson notes of instructional delivery ideas to support hands-on demonstration, discussion and collaboration. These notes include warm-ups for introducing topics, activities for engaging learners and reinforcing learning, wrap-ups for summarizing activities and validating completion. 

· Glossary of terms with common terms and definitions.
· Knowledge check assessment with answer key.
· Resources of links to videos, downloadable transcripts, and related content.
· Customizable Microsoft PowerPoint with Knowledge check answer key and summary of module topics.
· Customizable printable certificates to recognize course completion.
When using Digital Literacy course Lesson plans, it is recommended to begin by reviewing the learning path, module resources and the glossary to become familiar with the topics covered. The module PowerPoint can be used as an instructional aid to introduce learners to the Learning path and module summary. 

Incorporate the Module warm up to introduce learners to the module objectives and increase interest. In addition to using the warm up, instructors can use the engaging learners activities to make the topics relevant and encourage the learners to explore further. Occasionally, the warm up and engaging learners activities will lead to group discussions. The goal is to involve all learners and get them to think deeper about the topic.
Next, learners will have time to work through the Digital Literacy module. This independent study time gives the learners a chance to focus on the skills they need to practice. The modules are designed to have both presentation of information and hands-on activities to build skills. This is a good time to observe how well the learners perform the tasks and which skills the learners choose to study. Offer individual support with learners having difficulty. In some cases, it is obvious that the learner needs more practice or additional information. As you get to know individual learners and their learning habits, use that knowledge to present additional instruction on a topic. Make a mental note of how well the learners are progressing on the topic and use your observations in planning the next lesson.

After learners have had time to complete Learning path online modules, consider adding secondary activities from reinforcing learning or extending learning to aid the learners in mastery of the topics. These can include activities for learners who might need additional help to master the topic and also for learners who master the material more quickly than others. These activities help to ensure that all your learners are actively engaged in learning and can be easily implemented as is or modified to suit your learners needs.
Before learners leave, summarize the material covered by encouraging them to complete the wrap up. Also, consider reviewing the knowledge check answer key as a group using the module PowerPoint. Knowledge checks evaluate how well a learner has mastered the required information and skills. Remind learners to ask questions about any information or skills that they still do not understand and take time to check for understanding.
After learners leave, take a few minutes to consider how successfully they mastered the day’s Lesson plan. Are there items that need review or reinforcement? Was there enough time to handle all the activities? Do you need to change the pace of instruction? Should more (or less) time be allocated to a module? You may want to make notes to revise the Lesson plan for the next time that you deliver it. After learning more about the individual goals, learning styles and speeds, and abilities of the learners in your course, you can adapt lesson plans to meet any special needs. 

When learners complete all modules in a Learning path, they then are able to complete the Print your certificate module. Learners should type their name as they would like for it to appear on their certificate and then select View certificate.   ‘
Additional lesson plan components
Some instructors will use the Digital Literacy Lesson plans provided in the course; others will customize the lesson plans to their own personal style. The following list provides additional lesson plan components and ideas to tailor your Digital Literacy lesson plan to your learning environment. 

· Today’s Topic: Introduce the topic of learning for the day. 

· Opening Remarks: Greet learners at the beginning of each session, to make them feel welcomed. Resolve any old business from previous sessions, including queries raised by learners. Make relevant announcements. 

· Connection to previous and future classes: Indicate to learners how this instruction connects with the instruction from the previous and the future sessions, thereby, providing a sense of continuity. 

· Identifying resources: List the resources needed for the Lesson plan. You must arrange to have these resources beforehand, or adjust the plan as required. For example, if there are handouts—such as the transcript—that you need to distribute to the learners, ensure that you have enough copies.

· Optional activities: Plan tasks that learners will perform before all the learners are present and the session “officially” begins. This should be something fun that encourages learners to arrive early for the next sessions. 

· Practice Sessions: Plan activities in which the learners get to work individually on the computer. Here, each learner can learn at his or her own pace. The modules include content that favors each learning style. 

· Challenge: Plan activities that provide learners with the ability to develop a new skill or understanding by the end of the session.
· Critical thinking skills: Plan activities that give learners opportunities to analyze and reflect on what they have learned when considering a problem. The activities in which the learners need to expand their critical thinking skills will help them continue working successfully with computers after the completion of the course. 

· Collaborative activities: Although a group activity does not need to be included in every session, planning activities in which the learners work together to achieve an objective help enhance learning. Many learners retain more through working in groups, teaching and learning from one another. 
· Informal evaluation: Evaluate the learners’ progress at the end of instruction. Consider how well the group has mastered skills, gained understanding of key concepts, and note any areas that need a review or expanded attention. This evaluation will help you revise your lesson plan, if needed, to adapt to the needs of your learners.
The Digital Literacy course may be the first technology instruction your learners have ever experienced. This may also be your first time in the role of an instructor. As you gain more experience, the amount of time it takes to perfect a lesson plan will shorten dramatically. The lessons you learn by properly planning and evaluating your course, will make the experience easier.

A final note

This Instructor’s Manual will help you create a comfortable instructional environment, manage learners, accommodate different learning paces among learners, and keep them interested and involved in the learning process.  

Being an instructor is a process more than an occupation. The Digital Literacy Instructor’s Manual is created to assist you in your instructional delivery. You as the instructor will also learn how to instruct from the learners, just as much as the learners gain knowledge and skills from their time in the course. No two learners, or courses, will be the same. Each opportunity will present you with new chances to improve the way the material is presented, and to improve your ability as an instructor to meet the needs of the learners. 
