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About Gateway/Al-Bawaba Internet Classes
at your San Diego County Library

In the San Diego County Library Strategic Plan Summary of Community Needs
"more adult programming [to include] programming tailored to [the] community"
and "more computer instruction/training. . .training on Internet, software programs,
search engines" is specifically requested. (p.3). Our Iraqi population in San Diego
County is a target for increasing service and outreach by the County Library.
"According to the Organization for Migration, about 25,000 of San Diego County's
Iraqis are Chaldean Catholics. An additional 6,000 are Kurds, and an estimated
3,000 are Shiite Muslims. With an estimated 350,000 Iraqis in the United States,
San Diego County's population accounts for nearly 10 percent of the country's Iraqi
population."-North County Times '"The Californian San Diego Iraqis head to the
polls' (dated 1/29/05).

Residents of San Diego County that are Chaldean, Iraqi, Kurdish or Arab need
computer instruction and training on how to access and use the Internet and the
electronic library resources at the San Diego County Library. The need was
determined largely from these key sources: a community needs assessment
performed in April/May 2005, interviews with community leaders working in
organizations that we consider stakeholders, and input from staff wishing to
improve services to these community stakeholders.

A competitive federal grant program administered in California by the State
Librarian was awarded in the fiscal year of 2006-2007. Known as Library Services
and Technology Act (LSTA), this grant helped to bring the community learning
project to life. Fourteen qualified native-language speakers were hired as
instructors. Free classes were organized in the branch libraries of Casa de Oro, El
Cajon, and Rancho San Diego. The project was named Gateway/ Al-Bawaba
because in Arabic it refers to the big grand entrance. Staff pictured the Middle
Eastern community not just entering in a grand way but returning again and again
through this gateway/portal to the world of learning.

In 2007-2008, the County Library was again awarded the LSTA grant and
implemented the second year of successful classes, which included programming
geared toward the Middle Eastern customers and their families.

San Diego County Library was honored by the American Library Association for
innovative development and implementation of patron training programs about
information technology in a library setting. Gateway/Al-Bawaba received the
Library of the Futures American Libraries Association (ALA) Award in 2008.
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Special thanks to Director José A. Aponte for all his support. We are grateful to
all staff members who were involved in Gateway/Al-Bawaba and recognize:
Safa Arabo, Jacqueline Ayala, Socorro Azar-Aziz, J.P. Baker, Bonnie Beczak,
Hari Bhalla, Dave Bright, Amber Butler, Polly Cipparrone, Michael Clayton,
Cheryl Doty, Liz Hildreth, Kathleen Honeysett, Bertha Huertero Linda
Kearnaghan, Haley Kwon, Kristen Lowrey, Farzaneh Mazhari, Erica Miller, Teri
Omahen,Brenna Ring, Fred Rosen, Kevin Vigil, Zack Vineyard, Betty Waznis,
Janice Wilhelm, Jeremy Williams, and June Zhou.

Instructors:
Mohammed Alasady Ibtisam Mikah
Nawal Alkatib Basman Musa
Samia Bashira Mohammad Naseem
Nadia Hana Dhamya Oraha
Lenda Hanna Taghrid Sitto
Talal Hanna Ghanim Sitto

lTham Hermiz Hadi Ziadé
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Beginning Level






TABLE OF CONTENTS
Beginning Level

WEEK 1:

Day 1:

» Welcome, attendance sign-in sheet, complete contact sheet and pre-survey

» Gateway program brief orientation, Library overview / how to make a PC reservation,
apply and obtain a library card.

Day 2:

» Learn computer hardware & software, all computer hardware parts (mouse, printer,
Keyboard, CD, USB, etc.).

» Learn how to turn the computer on/off, explore the desktop (the icons) and the
differences between Library public PC and home PC.

WEEK 2:
Day 1:
» Learn how to explore the Internet, select an Internet homepage, view different browsers,
go to the Library Web site, use Library catalog — request materials, use a search engine:

Google and Yahoo.
» Learn how to use Google as a tool for translation. Area of interest: Arabic Web sites.
Day 2:
» EXERCISE: Library Catalog — Order and/or search for materials (books, CDs, DVDs).
WEEK 3:
Day 1:

» Learn basic information about Microsoft Word, explore the toolbar and explain/show
the function of each one. Area of interest: print Arabic.
Day 2:
» Each student will set up an email account.
» Learn how to use the email toolbar and write an email message.
» EXERCISE: send and receive emails. (SDCOUNTYLIBRARY @GMAIL.COM)

WEEK 4:
Day 1:
» Introduction to Yahoo messenger or any messenger for chatting with family member in
other countries.
Day 2:
» Learn how to download/upload pictures, Word documents, music to the buffer folder,
and other files.

WEEK 3:

Day 1:

» Learn how to burn a CD using Roxio software, Nero software, or other burning software.

» EXERCISE: Download music or picture to CD and to an email, then send to generic
email account SDCOUNTYLIBRARY@GMAIL.COM.

Day 2:

» EXERCISE: Choose a travel destination or driving directions and use one of the travel
or map Web sites or search engines to research

» Complete post-survey.
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Arabic Keyboard
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Practice Typing in English Online

www.freetypinggame.net

http://sense-lang.org/typing/

http://www.powertyping.com/gwerty/lessonsqg.html
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To view the available programs on any computer follow the instructions below:
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o Left Click (Start).
e Point the mouse at (Programs).
e The list you see is a collection of application programs available in your computer.
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How can I turn off my computer?
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1. Click the "start" button on the lower right of the computer screen. "l " Lzl
2. Click "Turn Off Computer".  “ s Sl Akl 4;9 pREIN
3. Click “Turn Off” in the confirmation window. Sl 838U 8" ;g <1 k)" Jazaal
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How can I Open a program?
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Click the "start" button on the lower right of the screen. " u/ " e Jaaca)
. Click "All Programs". " z=l_all JS " 4alS el
3. Click on the program you wish to open. 4ai & 55 53 galill ol o Lzl

N —

=

mpaE=r

sSrarr

Step 1. ¥ 55kal

Microsoft Access

—
= I CukeFTF

b
T « 2020

L
Microsoft PowveerPoin

Inspiration 7.5
Microsoft Publisher

Microsoft Excel

aAll Programs

FMicrosoft Excel

Microsoft Ouktlook

Microsoft PowerPoint

Microsoft Word

M5 Explorer

Cutlook Express

Remoke Assistance

windows Media Player

Windows Messenger

Aadobe >

uickTime »

Adobe Photoshop album 2.0 Starter Edition
AceReader Pro *
” ar

r—

] 3 k)

LIS S g S

BOEOOGOT BARERARMI

>

* | cuteFTR Microsoft Access
Microsoft Excel
ba b
Pl ekl Microsoft Cuklook
e

(5] Microsoft PowserPoink

Microsoft PoverPoinh S

Inspiration 7.5

Microsoft Waord

MSHM Explorer

Jgklook Express
Remote Assistance
Windows Media Plaver
wWindows Messenger

Adobe

CuickTime
Adobe Photoshop album 2.0
AceReader Pro

CAST

R 5 gl

4BBEEEKOL B4




Library Public PC Desktop

Session Information (click and drag ko move)
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Home PC Desktop
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How to Connect to the Internet

Cu iy ASudy Jhail) 4ds

1. Dial up connection, e.g. AOL, MSN, and Net Zero. ID & password required
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e Start up your computer, turn the modem on, and open the access software
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e Type the Screen name and the password of the account holder
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Select Screen Hame:
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Enter Password:

Select Location:
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N SETUP [l ACCESS NUMEERS HELP |
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e Click “Sign On” and you will be online in seconds
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2. High Speed Broadband or DSL for subscripers to AT&T or COX
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e User name & password are required.
e Open Internet Explore. You are Online
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Some of the Web browsers available for “personal computers”

Internet Explorer

Fid

=

Netscape

o

Safari
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Library Web site
How to use the Internet in the Library

SDCL Web Page: www.sdcl.org

/3 San Diego County Library - Microsoft Internet Explorer
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http://www.sdcl.org/

SDCL Online Library Catalog
How to get to the Library Catalog and My Library Account

a San Diego County Library - Microsoft Internet Explorer
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Library Account
How to create a PIN for your Library card

San Diego County Library
Access Sarvices & Training Division

Creating Your PIN

1. Enter your library barcode
number here.

2. Click the *Submit’ button

4. Click the "Submit’ button.

- 3. Enter your FIN exactly the
R same in both boxes.
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Library Account / Catalog
How to reserve materials

a San Diego County Library - Microsoft Internet Explorer
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Modifying Input Language to Search and type in Arabic

Requirement:
1. Windows XP operating system or newer
2. The operating system CD

For Arabic keyboard go to:

http:// www.moonl15.vom/vb/key/

http://www.islamweb.net/php/php arabic/keyboard/keyvboard.htm

http:// www.muftah-alhuruf.com/

http://arabic.speak7.com/arabic keyboard.html

http://216.176.51.23/php/php arabic/kevboard/keyboard.htm

http://www.wikiraqgi.com/ArabicKeyboard.htm

http://www.listenarabic.com/arabic-keyboard.php
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Arabic Google

http://www.google.com/intl/ar/

Type in English or Arabic

pddress |@ http:f feeae . google, comjintlfary v| Go
Y’ - | @ - |Web Search| @ Bookmarks= [ Settings = @ Messenger L7 Mail = ‘ MySpace E News ~
dssall o | [Google Gmail ol degane Josll jpe g

Google

o | ||

sl Gl [ bs iy pa H Google <= ]

Lapell casiall 8 il O cay @ anll @&

Google.com in English - bs Google ge 4 wmi b J5 - sty peds pll

Google 2008

Set up for Home Computer:
1. Using control panel, open regional & language option.
2. Click on “Languages”, and check the box “Install files for complex scripts including right to
left languages”, then ok.
3. Click the advance tab, and scroll through to select Arabic (Iraq)
4. Click Apply. You will be asked to insert the operating system CD that came with your
computer system.
Insert the CD, and after the installation, restart your system.
6. In the Language tab, click Details. Then click Add, in the input language box, select Arabic
(Iraq)-Arabic 101, Then click apply.
7. Now, using (Alt + Shift), you can switch your typing preference from Arabic to English or
vise versa.
8. Here is the Arabic layout of your keyboard keys equivalence in Arabic.

hd

9. As an exercise:
e Search for 4x adl dally jLal
° Lz;\_};'d\ e.&l_'\
See Chapter 4, “How to Use Computer for the First Time”, pgs. 39-74
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Translate from English to Arabic Translate from Arabic to English
With Google

S8l doall ) A e cugiy) Gilabea
pasaill  das )

http://www.google.com/translate _t

2 Google Translate - Microsoft Internet Explorer E]E]
! File Edit “iew Favorites Tools  Help 1".’
H - — M - _ A >
@ Back - \_/'l |ﬂ @ { ﬂ P ) Search “E;\.If’ Favorites @ Media e} " &
G’D‘EJEIE G W | Go qu”‘fy E‘ - ﬂ Bookmarks + |gﬁ Popups Dkﬂ';.-'|}} Settings~r
! Address |@ hitkp: f sy, google, comytranslate_t?langpair=en|ar V| Go
YT | ':{'|WE|:' Search < [gpBookmarks~™ [ Settings ~ | (g Messerger~ >
A
Help
GO L)S[e J Text and Web | Translated Search Dictionary Tools
Translate
Translate Text
Crriginal text:

Automatically translated text:

what 13 your natne [ R T R

|Eng|ish to Arabic v ” Translate ] suggest a better translation

—a

1. www.google.com/Translate 3l <&l
2. Type the words or copy/paste them — iea s 2 €8 Al sl ah)
3. Choose Arabic To English or vise versa ~ Wally e daaill 5 A clll ks
4. Click on Translate “ aa 8¢ 4als o ladl
ATTENTION !! soAE Jaall Aaail odet A8kl aadiul

e You can use copy / paste to move a large size document for translation

You can translate a full web page by typing its address below the “translate a web page
box” and then clicking translate.

e Some word may not be understood when combined in sentences
EXERCISE:

e Translate ( a5 )the web page http://CNN.com
e Translate a word document that you created.
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Microsoft Word

Ieq[00) pIEpUR)S

Title Bar —» E_i_:{ Documents - Microsoft Word 12| x|
° Fle Edit View Insert Format  Tools  Table  Window Help  Adobe PDF Acrobat Comments Type a question for help ~ X
— - TNEHRIEATHI A BAS 90 0FORHS ST - @ wre
enu bar 3 .
{44 Mormal « Arial -12v|BIH|§ = i= ._|-E',‘_’?7Av!
Formatting

toolbar
_‘ L

sIeq [[0I0S

E

¥
=n(E|=6 4| »
Fage 1 Sec 1 14 Ab 1Y Ln 1 Col 1 REC TRE EXT 0OWR Englih[U.5

;gsmt”J ;

4 @ 510 > | (O] ] cf s B 2 Ee [[Fp. [SAG@LAZSIET  zeem
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Using Microsoft Word
The most commonly used items from the File, Edit, View, Insert and Format
menus.JiS& s &) SR cBand o jlaa) A1 g gl 3 YLaxiud SSY) 3l

File menu 5_luay) daild

New - Opens a new document. If
you use the keyboard
combination indicated on the
right a blank document opens
immediately. Selecting the New
menu item with your cursor gives
the opportunity to open a large
number of types of documents.

Basaa (i 5) Andua Uil i wdl
Loy

Open - Opens a previously saved

w?
"Ll Ala ghaa A g W e 0R2
| File Edit view Insert  document.

1O New...  Cerl+N Close - Closes the active . s <&
1= . "Llla da gidal) AR5 o) glad:
& Open... Ctrl+0 document but does not quit the - 5l g "95;
Close . .
application.
[ save  Ctrl+s . e
T cave As.. Sz.we' Saves the active document b A griall A o) il Jadas » )Y YN
cave as HTML with its current file name, - . ‘ ) s i
versions... location and format. Sl g pu¥) iy ¢
EFSI0NS...
Page Setup... nge As - nges by opening a bial et Baall oda 3 & PEYIN
[&, Print Preview window thh gives the Lt G 5 pe Y A )
& print... Ctrl+P opportunity to change the file - ‘ e > e w‘*
name, location or format. el OB SRR
Send To 3 .
Properties Page Setup - Sets margins, paper
- size, orientation and other layout
= options.

Print Preview - Shows how the 4ds Wl ok :& M\ ‘_SS-CE
file will look when you print it. Lgadas Laie 485 glf (IS4

Print - Prints the active file, also P sk .
. ) 25 dua g aall Al 4l @h ;&L
gives the opportunity to change AL

print options

Exit - Closes Microsoft Word. @uﬁ.‘}w :GJJA
29 S8 g g Sulal)
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Edit menu

Edit Yiew Insert Format

7 Undo Cut Ctrl+Z |
1) Repeat Cut Ctrl+Y I
X cut Ctrl+%
Undo ... - The actual entry of this item will - B2 Copy Ctel+C
depend on what you did last. In my example I~ _E2 paste Ctrl+¥
had cut text, so that was displayed. This | Paste Special..
selection can be repeated several times. Paste as yperiink
Clear Delete
a3 1Al elall Lgia eludl Bac Wl Jguss 32l m;c\.ﬂ\ Select All - Ctrl+A
el gl Bac clalY Ol e Bac Lgale Jaaiall Sy g LeliS @ Find... Ctel+F
Replace.. Ctrl+H
Go To... Ctrl+G
Links...
Dbject

Repeat ...- After an action has been undone, it can be

reinstated in the document. el a3 (31 e Ll :)‘)S;‘
M

Cut - Removes the selection from the active document and

places it on the clipboard.s_tia) ai 3l adaiall i ;2

Copy - Copies the selection to the clipboard Fiius C—*-“—‘
e sSU 58I b Laming s lidall adaiall

Paste - Inserts the contents of the clipboard at the insertion
point (cursor) or whatever is selected. JUaalll adaiall Guali ; Gual
G Sl & i gaa KI5 SID L sinall 5"l Lgiani ) Lgakad 3 (53
\A‘)\;&.\

Clear - Deletes the selected object or text, but does not
place it on the clipboard.

Select All - Selects all text and graphics in the active
window.

Find - Searches for specified text in the active document

Replace - Searches for and replaces specified text and
formatting.
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View menu

¥Yiew Insert Format Too
E Mormal
B Online Layout
E Page Layout
Outline

' |:| Master Document

Toolbars »

IT Ruler

m Document Map

Header and Footer
Footnotes
L] Comments

Full Screen

Z00M...

Normal - The default document view for most
word processing tasks.

Page Layout - An editing view that displays
your document as it will look when printed. This

| view takes more system memory and scrolling
may be slow.

Toolbars - Displays or hides toolbars. The right

[ pointing arrow indicates a list of toolbars. To add
- one slide down to the name of the toolbar and

click to select.

Ruler - Displays or hides horizontal and vertical
rulers at the top and left side of the document.

Header and Footer - Adds or changes the text
that is displayed at the top or bottom of every
page of the document

Full Screen - Hides most screen elements so you
can see more of your document

Zoom - Controls how large, or small, the current
document appears on the screen.
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Insert menu

Insert Format Tools Tab

Break...
Page Mumbers...
Date and Time...
AutoText 4
Field...
Symbol...

ﬁ Comment

Footnote...
Caption...
Cross-reference...

Index and Tables...

Picture L4
Text Box

File...

Object...

Bookmark...

% Hyperlink... Ctrl+K

Page Break - Use this command to send your cursor
to the top of the next page even though the text does
not extend to the bottom of the previous page

Date and Time - Choose from seventeen formats
for displaying date, time, or date and time.

Auto Text - Insert any of several pre-set text lines, or
create your own.

Symbol - Insert a symbol from each of your symbol
fonts, or any standard font, which includes symbols.
There are more than you might think!

Footnote - Place a footnote at the bottom of the page
or the end of the document.

Picture - Insert pictures from clip art or a file. You
can also insert auto shapes, word art, or a chart.

Text Box (Frame) - Use this to place captions near
tables or drawings, or to set off text at the beginning of
a page. Click and draw the box after making this
selection.

File - Insert a saved document into the active
document at the cursor.

Object - Insert an object such as clip art, word art, an
equation or much more.

Hyperlink - An interesting use of hyperlinks is to
place a link to any document stored on your computer.
You can later open that document by clicking on the
link. Neat?
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Format menu Format Tools Table Window

| A Font...
Font - Change font style, size, color and a large number | =T Paragraph...
of other features. You can also change the spacing i= Bullets and Numbeting...
between letters here. Borders and Shading...
Paragraph - Indent a paragraph using either margin or ES Columns...
place some chosen amount of space before or after the Tabs...
paragraph. Drop Cap...

A - ;
Bullets and Numbering - As promised in the Insert I} vet Divection..

menu, if you wish to change the bullet, it can be done Change Case...

here. Your bullets can be literally any symbol you wish #2 AutoFormat...
them to be Style Gallery...
Border - Create borders around blocks of text, or around Style...
@ Background... k

the entire document. On the Page Border tab, under the
Art pull down menu you can find a huge selection of Insert Text Box

graphic borders; hearts, stars, planets and much more.

Drop Cap - Make the first letter of a paragraph or
chapter large enough to span several lines.

Style - If you prefer not to use the Formatting toolbar,
document style can be changed here.

Background - Another task which can be handled in the
Formatting toolbar, you can choose the color to highlight
selected text in your document.

Change Case - DO YOU EVER FORGET THE CAPS
LOCK? If so, some to this sub-menu and change the case
of the highlighted text. This is a cool feature!

Bold, Italic, Underline - Format selected text; Bold,
Italic, or Underlined.

Object - Make changes to any selected object; image,
word art, auto shape or any other object inserted into the
document.

EXERCISE:
e Type a document in word processor.
e Search for 4u =l 4l LAl
o kb
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How to Create a New Email Account

New Email Account
Ulas

Yahoo.com
)l

Sign up

Free
Jaz)

Type User Name
anY) LAl

Choose a Password
FPALS J\:\:\

Type It Twice
bl

Question

Secret answer
sl gl

Your Information
Jaa

First Name, Last Name

Gender, Birth Year
Jaa

Country / Region
il

State

Zip Code

Type Characters
ikl

Accept Agreement

Your ID
Ol s

s ASIY) 3 pall aladsi

TSl laral
4 Al cﬁ\jl\ eh.u.\n s

Toma68 Ji asladiul 4 e 5 gl

oS o) sy Gl
e el adls

Jsadl  Jis G epadl ALY
sl 1wl 4@ e s
ipasdl) e glae

Al ol Jad Y
N, A s s

The United States

California: )‘}i\
92020, 92019, 92021 : x )l okl
Shel dosall A bl LS cagall

I Accept : e bl
4al G aYl@yahool.com ;o
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How to Create a New Yahoo! Account

Yahoo! - Microsoft Internet Explorer

J File Edit View Favaorites Tools Help

=151 x]
=

J GBack - = - (D i ‘ Qsearch  [FFavorites GfMedia 4 | EN- S ) - £

J Address I@ htkp: f e, ywahoo . com/?rs=1

= e |JLinks ”|J@ -

Get ¥l Toolbar | Make ¥! your home page

Will you see 3 bigger tax rebate? Find out at ¥ahoo! Finance

Answers Hotlobs
Autos Maps
Finance Mobile web
Games Movies
Groups Music

Yideo vroaTen

YaHoO!

Web | Images | Video | Local | Shopping | more

|| | Web Search |

War 19, 2008
ign up for n
Personals  Travel Check your mail status: SignIn Free S £n up 1or new
Real Estate T¥ Yahoo account
Shopping Yellow Pages E Mail @Messenger @ Radio |
Sports ¥! International

Tech

& Weather | ﬁg Local | Q Huruscupes'
= T T T T T T T T T E T TTE T
More Yahoo! Services

Inthe News World

| Local | Finance

It ART HAS FOUND

Az of 12:46 porn. PDT

= Democrats rail against lrag war as Bush defends it | protests

= FBI interviews: Saddarn on his capture, sons' deaths and WhiDs
= Obarna belittles McCain for confusing lragi extremists | ‘08 race

= B Storm's fury blows roof off Texas gymnasiom | 2 killed

» Madeleine McCann's parents accept papers' apologies | S8 'somy’
= Anderson Cooper returns to CHIN after skin cancer surgery

_ AN ENTIRELY new medium.
v E3 EXPERIENCE AT BUICK.COM

=

]
iastart”J & 3 (o] >

| s She| G [Bin] s Hhe B By lfErr. [S8E@aLISIE

Complete for new
Yahoo account

SR Y a—

12:47 PM

43 Yahoo! Registration - Microsoft Internet Explorer _[&] x|

J File Edit Wiew Fawvorites Tools  Help i

J GBack - = - (D it | Qhsearch [GFavorkes GMedia L4 | - S v - i

Jnddress I@ httpsffedit.yahoo.comjregistration? intl=us&new=18. done=http%:38 fmail yahoocom. src=ym j P |JLinks »“ & -
a
Hoo' Yahoo! - Help
YA %
b . Alrescdy have an 1D or Mail address?
, Hi there! _
z e Sign In |
We'll get you set up on Yahoo! in three easy steps! Just

anzwer a few simple questions, select an 1D and password, Forget your password or Vahoo! ID?
l and you'll be all set.

| prefer cortent from | ¥ahoo! LS. in English Ea|
1. Tell us about yourself...
by Mame | | e
—_ Gender lm
Birthday |- Select Month - =] | |
| live in IUnited States j

FPostal Code I

2. Select an ID and password

Yahoo! ID and Ernail | @ yahoo.com Checkl

Password I Fasaward Strength

Re-type Password | hd|

[Eoone B B
s 1 @ 1 0] 7| (o] Fe| ] [En] 5] 20 @0 @By [SSQELATSTMS 1z
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How to Open, Read, Send Email type in the address bar: Yahoo.com
Step by step opening your Email (s ASIY1 & ) A J gaall &l glad

Click on € Icon to connect to the internet

1 ]
(R (WT
: B! 5

'
E

R GR
a8 -
1': o

png : 256x258

lntﬁm Exmr ico : 128x128

Ikiiic
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1-Click here” in the address bar” and type the address:
www.yahoo.com
zeiliall da 1 8 252 slENTER Uil e Jaslal o

www.yahoo.com
then press ENTER key

) San Diego County Library - Mozilla Firefox

Fle Edt Vew Hstory Bockmarks Yhoo! Toos Hel®

N T [+[b) G
i F

5 — -
Services ;win_g Working 'Visiting = Government San Dlego

SAN DIEGO

prcic el $an [iego County Library

My Account | Keyword [+[ Ask A Librarian

home help se

Adult Literacy
Calendar of Events b @ 5D County Libraries closed on Mon. Jan 21stin observance of Martin Luther King Jr. holiday

Catalog ’
Databases

Locations & Hours

My Library Account }
Programs & Servicesh

Recommended
‘Websites

Recursos En Espafiol
SD Circuit

3 45 67 8 9 10 HNext

Online Community p Features
Kids Corner
Scholarships available from San

Diego Foundation
Won, 07 Jan 2008 17:05:00 PST

The San Diego Foundation i accepting
scholarship applications unti Januar...

Teen Lounge %

About

A Book Club Lincoln Acres Community Planning

Jobs Forum and Design Charrette
Wed, 02 1zn 2008 17:05:00 PST
News

The Lincoln Acres community i invited to
Site Map { attend & public forum to develop

Support the Library b January Bilingual Storyiimes
Contact Us Wed, 02 Jan 2008 17.05:00 PST
anr o

Done

T4 Documentt =002

2-Click on Mail

Wb | images | Video | Local | Shogong | mane -

[“rvene R 0 | oo ¥

Ertetanmen

Check you mal status: Signfm  Free mai Sign Up

=] ail (@ nessenaes | ) nade
[ oo | F ot | @ orererm

3 keys to mesting womi
Far susestshl ansoumteen lellsa o,
semghe slews b Commanicatng wi

A mans

& Mobile web
& rovies

& s

4p Personals
) sl Extate

BUCKET LIST

Py Backiet Lt Coatoat - 24 Fuadtac

1 @ Bamar Bargain lioame leyor
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http://www.yahoo.com/
http://www.yahoo.com/

3- Click here
Sign in box or pre
Uil e bkl 25 5

and type your yahoo ID then click the Tab key and type your pass word then click on
nter on the keyboard

3 gl Tab zlial) Ao go N &1 a0 1 J850 13 2y g0 5l lans) el 5 Ui sl
Signin J! e &l ol Enter

Sign
10 Yahoa!

Vahoo! I sy i1

utaunnu. MAT FANATIC
Frimnt

Forgat you 1D or passwornd? | Halp
BEABETIER ol e
Sond umdaies o friends cn Don't have a Yahos! 107
s up 43 wany
sian up

BE A DETTER 1 1
et Al Wiviivavar and Wivaravsr V0L WARE DA YENr OBES Shona;

O Yahoot 10. %o mach et
Laarm Rhares Pl Yutnmt Miatl - M 010 - Mt So mntetn

4 - - 2 |1 e/ 1902 mad. yahon.confymAogn st iy it 103 [=li] lIG]=] I
fatmai | Mexanes el | Iutced | Mem v Pake YEvour heme sese Waliome. matmmarA®O) Lan Cwt AL s Mail nels

WREIOO! maIL Amareh e Seae

Hosopad

[T contacts | Cotomtar

Buich anchunirs Welcome, Mol
el T
Feates Eade - ) Inbox{d)
Eﬁ:lwon ) un.....-..- i e v i il Buy stucl(s $ 4
b voxe mad

£ Sam

3 Bt Iameee] el
O Tramn P * Ho Minimums

ST Ci.ci v - |
[ —" = invest Any Amount

ING B DIRECT | oicsunper

.y Phates
18y Anachmants

Bae gt rmia
srora - fewe

(O =
B3 Setaren e,

sime b graduste.
P ]

| cnoct et [ comeees | smarch s I semrch iiewen 1|

) gl AaSle ) agaad) 5 5L3 Jgati Loie Aol & sun sa (S0 e i

EE T T T
¢-»-CO0 a0 =1#) i
e

sewmct [ | et

I B"le:ksfurs'[l R —

ING S DIRECT | hoecmmoer

{ialt £ gu Maiie - (sl Vpgracies - Opiions

Vi Jam B9, 7000 30

Vit um 2, 7000 30

Ve Jan 89, 2008 30
o 3 Mt Sk coving Ved Joa 09, 7008 3
o B o W FE Gatemsy Seasn 2 Fiyse Mo o 07, 2000 3560
S O £ et - Ve v 08, 2000 0
Wy Artscarem = A =
Rt % et dbmaiem P -
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You can reply it by clicking on Reply e il L

You can forward it by clicking on Forward

A Jl\ @Lﬁuﬂ
FrFCUR R PRER:

fle Edt View Hstory Sookmarks Eio

@@

(3 sign out

Google

f scarch - | % A% ockmarkse (@b Send to-

/u} us.fsgs.man vahﬁcnm{ym{shnwLa(ter?Msg[d=64\273276Bj420722457822209}!;}57113476073 | -‘ [>] -v| |\|

Q) settings~

m Contacts adffendar | HNotep. Mail For Mobile - Mail Upgrades - Option: L
Check Mail e — / \ \ Search Mail Search the wab |
o1 Unlirmited callst = | next | § 5 G Call or BM Instant Messace khabier2
o
Delete || Reply -| Forward =

Folders [Add - Edit]
EBInbox

(& Draft

C3 Sent

(& Bulk [Empty]
(g Trash [Empty]
My Folders [Hide]

O Gateway 2 class
(1 Gateway 3 class
(3 Gateway 4 class

Search Shortcuts
My Photos
&My Attachments

=

% yahoo! Mal - gatewa...

printable View

ov=, "Ghanim Sitti"

cc: "Moh Nas" <gatewayl361@yahoo.com>

Hi everybody

this is a presentation made to help students understand computer hardware and components. | thought It would be helpful to other
instructors. Thank you

IMehammad Naseem
4/9/08

Do You Yaheo!?
Tired of spam? Yahoo! Mail has the best spam protection around
http-//mail yahoo com

Attachments

i3l steps to open EMAL -.. EN S Bl T &) iram

B Catreay work irackng B e e o EMAL ...

< R R 050 Ak
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Click on Browse /e il caldl 55 suall e daall
After that click om\ Attach Files e &l iy axy

= (4] %] |

Piewih = b Cororvara D smiey Cooenl Micereres Frncon
| G- B W e - (e -
Uz v Make ¥l vsar heme page Wrabem, galemarl®9 fian o | AlDn Sl Hels

Bt

Attach Files
Chck “Browse™ 10 siect 5 e You o
File 1:
File =
File X
File &
File &

Atrach Mosw Files

PC users: Select “All Fibes™ foe “Files of Type™. ¥ you dont see 3 Brawse™ butten, your brawser doesn suppon attachments

e | ]

Continue to Message

* Doctoral Pregrams
» MBA Programs
* Mastars Programs

= CRE—

[ L 5 I £

B e Y Ll TR [ e - D
W |wies e sy e oo B-E Wi G "
fam Maiems Mel Lawss Wen Y Mahe Yl bemsasss e S T E PR p——

YrHOO! MalL L o saaech

Fromm: | prtamny 155 1@yabe com ] Akt Ut Aecoumt |

Boost sdimasng | A € - kb 822
| T Yy T —— T e ——
Subject tent

Py —

P |

b S I T R B R LR

H
s el wevad

@ trer S -
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After you done click on Sig 1. Out @‘Q )9-'\ A PRE Y RTY

{= Yahoo! Mail - gateway1961@yahoo.com - Windows Internet Explorer

6@ - |Y.' http: ffus. f533.mail, yahoo,com ym Compose?YY =766 548y Sbeta =yes&ySbeta=yes V||‘_f| |i| | y Wel

mywebsearch ~ I Psearch - }Cursor Mania @Smiley Central @Screensavers @ Fun Cards

,in‘; & [Y‘l Yahoo! Mail - gateway 196 1@yahoo.com ] l @ A @ Page - @Tools -
Yahoo! | My Yshoo! | Mail | Tutorials | More w Make ¥! your home page Welcome, gatews IQB Sign Out | All-New Mail |Help #
YAHOO! MAIL

Search: I Web Search
Classic

(\ETTB Contacts | Calendar @ Motepad

INail For Mobile - Mail Upgrades - Options

| oot || searhthewen |

Message Sent ’ ADVERTISEMENT

.
ONLINE DEGREES
& khabier2@yahoo_com |a

[ Click here for
Back to Inbox Top Online Schools

i

Wipe out viruses.

Yahoo! Mail automatically scans messages to help stop viruses, worms, and
other menaces that can harm your computer.

Choose From: vl

& & Internet #100% v
7

1s Start i3l steps to open EMAL -... /= vahoo! Mail - gate
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Information about E-mail s Ay ) e il slas

Go to Www.yah00.COM M-mmmmmmm e Sl
Click on Mail €= Lo sl
Enter your yahoo ID -m-mm-mm e BES
Enter your password ®=--=-=---mmmmme oo BES
Click 0on Sign in @emmmmmmmmm e e il

Click on Inbox to see the messages d----- Jil )l 45 ) Inbox (e @l

Click on the subject of each message to open it and read it

Click on Delete to delete the message 4l il aal delete e LA
Click on Reply to reply on the message b))l Je 2 U Reply e s

Click on Forward to forward the message to others
——————————————————————————————————————— Ay Al Jue )Y Forward e sl

To send message, Do the followings: ------------ t hbe sl Al Jla )Y
1. Click on Compose----=--==========m-mmmmmmmmme- Composete Jail ()
2. Type your friend’s E-mail address <laaal 55 58V o) giall J2a0 (Y
3. Type the subject of the message -------------- Al & sim 90 aadal (¥

4. Type your MeSSaZE ------=-=-=-=m=m=mmmmmmmmmmmmmmmmmmm Sl ) aokal (€
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5. Click on Attachment to attach picture , music or file

------------ il ) 8 Cale 5l S ge 5l 3 50m (38 53 Attachmen e il (©
6 .Click on Browser to search the picture, music or file
------------------ alall o) R gal 513 puall G Gl Browser e sl (1
7. Double click on the picture or music file or the file to attach
___________ Al I 4 1 Calall ol B sall Cale 13 saaall e (i pe 80 (V
8. Click on Continue to message ®----------=--=-n=nmmnmm-- Sle il (A

9. Click on Send to send the message 4l il Jlu ,¥ Send e Ll (9

Skip steps 5-8 if no attachment needed —ale (3la,¥ cliala axe yie Aol gladll Cadal

Click on Add to Address Book to adc} E-mail address of a friend
Sinal g iKY ) siall il Add to Address Book e &

Type First and Last name of your friend clinal JalSl) o) aolal
Click on Add to Address Book -----------m-mmmmmeeee Sle Ll

Click on Sign out when you finish reading the messages
Jibs ) 361 8 (e elgiY) die Sign out (e il
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Yahoo! Messenger Installation

Go to www.yahoo.com

STEP-1

Check your mail status: Sign In Free mail: Sign Up

=1 mail ) J@ Radio |

g Ei'j Weather ﬁ Local Q Horoscopes

STEP-

| Y
noE P TR . T N <ER . LF - § -1
cpraill gh Tageall g gl Al ol 13 8 RSN palsniig 168 e

i v =} .7 1 - L T P o PR .
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S15a plas LS
NN _1_'.._ L | _;___-_a..'__"_" -\'_-\_a._:.nuj ;'-_I_; g g "’-_.n_*-_._.__' et LR w1 PY -:’-j._ﬁ--\_._a_—- ] _a'_g

S mmall vl ol & e Llmaah o e ilalall € tmw » o e Sale Lo
. e = s A - R = e

STEP-3

Click Get Started to start downloading and instaling Yahoo! Messenger

Gat Started |

Yahoo! Messenger (8.1)

Download Now
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http://www.yahoo.com/

Fo s smemill B om0 e (e B ™

Jre by i o gt T o

e L LT T

[FLE Do

Cancel

") Installing Yahoo! Messenger

Welcome!

Thanks for choosing Yjhoo! Messenger. You're on your way to the best IM
experience on the netlha includes easy-to-use voice senices, photo and file
sharing, music, video and{more.

This handy wizard will guide you through the installation of Yahoo! Messenger
and let you install other related Yahoo! products:

+ Yahoo! Toolbar with Anti-Spy & one-click access to Messenger
* Yahoo! Browser Services

Step 20T 6

Choose the Products to Install

Typical Install | Custom Install

Yahoo! Messenger

Keep in touch with people who matter with free worldwide PC-to-PC calls, affordable
PC-to-phone calls, and even phone-to-PC calls. Also enjoy drag & drop photo sharing. Plus
share real-time instant messages with friends on Yahoo! Messenger and Windows Live
Messenger.

‘Yahoo! Toolbar with Anti-Spy & one-click access to Messenger

See if your friends are online & changs your status right from your browser. Plus, know the
instant new Y'ahoo! Mail arrives no matter where you are online.

Yahoo! Browser Services

Get quick, easy access to Yahoo! services (ke Messenger and Sign In) from Internet
Explorer, faster downloads of ¥ahoo! software, shortcuts and bookmarks, and more.

[ Make Yahoo! my default search engine far Intemet Explarer.

Kote: If another application has disabled your default search sefting in Intemet Explarer, we:
will attempt ta fix it

¥ Make wins yahos. com my Intemet Explorer home page

27.38 MB of dick space will be temporarly used

Tnstalling Yahoo! Messenger

Step30f 6

Cancel

License Agreement and Terms

) Installing Yahoo! Messenger

*You must agree to the agreement(s) below that govern your use of Yahoo! Messenger, Yahoo!
Toolbar, Yahoo! Browser Services, and Yahoo! Search Protection, as applicable. If you elsct to
use any free or promotional offers for Phone Qut services provided by a Yahoo!
Communications affiiate, you also agree to the Phone Out Terms of Service below

MO 911 OR EMERGENCY SERVICE. You acknowledge and understand
that Yahoo! does MOT currently allow you to access any 911 or similar
emergency senices (no traditional 911, E911, or similar access to
emergency services). You should always have an alternative means of
accessing 911 or similar emergency senices. Please inform others who use
'your Yahoo! Messenger and devices used to access Yahoo! Messenger that
thev must access these numbers through a traditional landline or mobile

Phone Out by Yahoo! Voice Terms of Service

TERMS AND CONDITIONS ARE APPLIED TO PHONE OUT BY YAHOO!
VOICE ("PHONE OUT"). PHONE QUT IS PURCHASED ON A PREPAID
BASIS ("PREPAID AMOUNTS"). PREPAID AMOUNTS EXPIRE 180
DAYS FROM THE DATE OF PURCHASE OR YOUR LAST DAY OF USE
OF PHONE QUT, WHICHEVER IS LATER, EXCEPT WHERE PROHIBITED
BY LAW. Prepaid Amounts for Phone Out must be redeemed through

v Hes, | accept the License Agresment terms above, and the Yahoo! Termgg
httpeffdocs.yahoo.comjinfo,terms/

Cancel

Step5of &

Confirm Choices

You have chosen to download and install the following
Yahoo! Messenger
Yahoo! Toolbar with Pop-up Blocker
Yahoo! Browser Services

You have chosen to setthe fallowing
Internet Explorer Home Page to www.yahoo.com
Internet Explorer Default Search Engine to Yahoo!

To make changes, use the Back button to return to the Install Options step. To
continue with the installation of these products, click the Install button.

Total download size: 122 MB
Estimated Download Time:
DSLiCable (512 Kb)

56 Ko modem

=) Installing Yahoo! Messenger

Step 6of 6

Installation Is Complete

c The of Yahoo!

products you selected — is complete.

5 hitp: thhelp yahoo comhelplusimessenger voics!
N

For further assistance using any ¥ahoo! products, visit ¥ahoo! help at

— and any other Yahoo!

Finish
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STEP-5

MAail

= ==
Firvcl: Clear

rMame . == N =

Mo comntacts to display. CTlick the Sodd
EBEuttorn to add a mewvw comtact.

S0 .00 — Phome Out

B e P oo — Brmes = >

Yahoo! Music LAaLIMNCHCcast - Liste=m
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Saving files from a source to your computer

i) & i ga o ) aleadd) e clildll 3

There are different types of files that you can save to your computer

SismasSU LA o) Lebant (Sadl) (e il UL (e ) 530 llin

1. Text pages that can be from an Internet source should be saved as follows:
Y L A A ALalS il Gladia ) adalis

Highlight the desired text using the mouse/ actual practice needed
Llaa) A jlaall o las -l gall aladialy 53 A3 jaal) Ul

e Press {Ctrl} and the letter {C} from keyboard at the same time
ol ildall e gl puds 8 ozl

e Open a blank word document or processor from the programs list

e Place the pointer in the position you want insert the text
@Sﬁ)sﬂ\bayk_\c).\ggﬂ\ u&j\‘sﬁ)uj»ﬁj‘c&.d

e Press {Ctrl} and the letter {V} from keyboard at the same time
o) i) Ao gl puds 8 Jaz il

2. Media files, such as music or video or picture should be saved as follow:
FYS LR pem - gl

e Right click the interactive icon of the file to see many options

Sigall b el 53 le Juil

e Leftclick “ Save Target As “ in the list of options

" Jie Cangdl (Al " e okl

e Select destination using the save in box on the top of the window, then click “Save”
"R A e haial o ad paadl) gl Ane V) R e i Al IS s
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How to Burn A Music CD in Roxio CD Creator
CD G.A.AAM U"Jﬂ‘ L_,,J.c LF\\.CY\ J.\Lu.\j Roxio G’A‘J” e\AAim\ :\43_\5.
Building music CD (compact disc) in Roxio CD Creator is easy to do. The procedure should take
only 10-15 minutes to move mp3 files and burn the music to a blank CD. Tools required for
burning a blank CD will be a computer with Microsoft XP, a CD burner, a blank CD, and a folder
with mp3 files. By using Roxio CD Creator you will be able to build a CD with your favorite songs
and listen to them on a CD player.
Gt 4282 15-10 (00 5SY zUa3Y dlaall Man Algws dplee oS5 ) el pladinely (0 oud) o SV Jias
Qe e 5§ 5 (62 oo 5 X el s 35 30 5 saa S (o Agshhaall Clinall § 8 (53 ok ) 2 V) DU o ga
Lebimasty caad il Aliniall lile ) g i) SSl a5 ) gral g Jleivds . MP3 @ gl eI Jlas g2 o
oaidll (53 ) lgx

- gladl
1. Click on Start menu, scroll up to All Programs and find Roxio CD Creator.
Click on Creator Classic. This will bring you to Roxio CD Creator.
Gangl g gal gl onad Jlial A gl A gl e s Tl A g peis) ABLEDN i) (5 pead) g 30 3 D S e
(=S5l )l it 38 ) 5S3 13 Creator classic Gle sl & oS5 )l zal o o
2. Look in the upper left hand corner. Click on File and select New Project. This
will allow you to pick what format the CD will be created in. You will pick
Music CD.
R g ol (S8 he g sl SISl oS 13 L B B g pia Jlnl o5 Q8 e (s ) el 20 30
Music CD e 2
3. Under Select Source (shown in the figure below), scroll down to find where your
mp3’s (music files) are saved and double click on them. Your downloaded mp3’s
should now be listed in the folder you saved them to
i Jal) Nz e (slial 5 seall b sall) SElECE SOUrCE sdaall JLEAT o sie s
s ginall i jlaal I Ll il i YD O (4 e W il o Ledaiay cuad il e Y Qb ) Jss
OV el O
4. Once your mp3’s are shown in the folder, click and hold on the song you want on
the CD. Drag this song to the lower table on Roxio CD Creator as shown in the
figure below. To remove the song click it so it is highlighted and press the delete
~ button on your keyboard. ‘
o) 8 Lgali o e ) Aie ) e MU shime qaal) el we il ) 3 e ) (5 i Leie
Ll JSAN e ge s LaS S g 1 el 8 i) da gl ) Lgaad 3 60
5. Continue to put songs in the lower table until the blank CD is filled. Most CD’s
have 80 minutes worth of play. If you look on the bottom of Roxio CD creator
you should see how much time is left on the CD as show in the figure below.
A28y 80 el AV e i (53 i) £ g3l aaza & W g0 oud) "B s bl Aa Ml 8 Sl ) aia g dalee 2
8L 5 ) eall 8 e g 58 LaS oS 55l grali g i) ) ymilly £ (50 gudl) 8 530 (e i Lo 48 yaa GliSay
6. When all songs are ready and the right amount of time is correct, go to the upper
left corner and click on File and scroll down to Record Disc. This will bring up
a document called Record Setup.
Slo 5 ol A g 30 Cpa o stall el I a0 ad) s Jal il G e g o ala 2 Y AES () S5 Ladie
el Sl B eyl M i Aleal) odey g AN Jammaad ) Jaul) 1 e sall 7 a5 Jud
7. Open your CD drive and put a blank CD in. (return to the record setup)
i) Sl 3 ) sl s e & N @y s g (69 () Jamns DA e

Steps:
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8. Under Record Setup make sure the Write Speed is (24x MAX), the Record
Option is on (record) and the Record Methods is (disc at once) as show in the
figure below.
e 058 diaall a5 24 xMax 0585 Suny il de s (40 B Record setup o) sie <aa
. 5lia) pem g LaS Maaa) 55 e (53 o " e el A g g il
9. Once everything is set, click the OK button. This should start burning your
blank CD into a music CD.
&Ml el b Y Qs eyl asila L QK e il ) <l il (e slgii¥) die
10. Once the CD is done a pop up box will appear and click OK.

COK e il aslall Jle Gania el Jeaadll el xie
Congratulations you have just successfully burned a music CD in Roxio CD Creator. Now take the
blank CD out of the CD drive and stick it into your CD player. You should be listening to your
favorite tunes.

Aladall elle) g lavy aiaiul 5

-40-



How to Use Mapquest for Driving Directions

www.mapquest.com

lapQuest: Maps, Directions, Gas Prices & Business Directory - Microsolft Internet Explorer == ﬂ
J File Edit ‘Wiew Favorites Tools  Help |

J Back v = - D 7t ‘ Qisearch  [GFavorites (i Media @‘%v = MR X

| ddress [ hetp jmsms mapauest.com -] P “Links =l @y -
AOL | myAOL | Mail | Local [Searchthe wiek Search | =
MAPQWVEST ¢ g) @
) 2
Blog | Help | Settings | Business Solutions Search Mobile Gas Prices

Got a new Blackberry®?
GPS Navigation on your phone far only
$4.17 per month! Try i Free!

The MapQuest Toolbar
The easyway to quickly access maps,
directions, traffic, and mare! Get it now!

) Maps - Enter as much as you know

Find a Business foptional) e.g., Hiton or Hotel sa,ve l“k!
Send maps and directions
Look up Categary or Sirport to your mobile phone
Address or itersection Try it Now!
Saved iy
Frecent

City State  ZIP Code

MAPOUEST. -

MOBILE

&l

& ”-” l_l_l_lblntemet
]| 0 0 517 21 3 S 2 2 2 AU M S B S [S@WASSEATE 2o

1. Complete address driving from
(starting address)

2. Complete address driving to
(ending address)

3. Click Get Directions button

MapQuest: Driving Directions & Business Directory - Microsoft Internet Explorer

J File Edit View Favorites Tools Help

J SBack - = - ) 7t | Qsearch [GFavorites liMedia ¢4 ‘ -5 w -5 &8

Jnddress I&j http:f fuv . mapquest. comfdirections j @Go |J Links ** J @ -
Sponsored Links B
m Travel Insurance = Cruises = SummerYacations m London Yacations
= Rental Cars m LasVegas m Cheap Airline Tickets = hiotels
= GolfWacations = Hotel Rooms = DisneyYacations = ‘acation Packages

Got a new Blackberry®?
GPS Mavigation on your phone for anly $4.17 per
= monthl Try It Freel

The MapQuest Toolbar
The easy way to guickly access maps,
directions, traffic, and morel Get it nowl

& Directions - Enter as much as yal
Starting Location

Ending Location

Find a Business (optional) .g., Hiton or Hotel Find a Business (optional e.g., Hiton or Hatel

Look up Category or Airport

Address or Inmersection
Saved & ¥
Recent

ZIP Code

Look up Category or Sirport

Address or Intersection
Saved i v
Recent

ZIP Code

State State

Get Directions

|
Ml a—
| 0l 2 o o =) =) ) i = ) 98 [Se@aiE e OmE  2em

|@ Done
dstart||| 1] @ 54 (0] *
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J File Edit Wiew Favorites  Tools  Help

3 Driving Directions from El Cajon Library, 201 E Douglas Ave, El Cajon, CA to Rancho San Diego L - Micre

eI
= |

J dBack ~ = - @2 at | ‘Qsearch [GlFavorites fMedia o4 | By S v - a4

J Address Iﬁj http: v, mapquest, com/maps)EH-Cajon-+Library : US/Rancho+San+Diego-+Library: 5]

~| @eo HLinks > | & -

Directions

El Cajon Library 201 E Douglas Ave, El Cajon, CA 92020 - 619-588-3718
Wehsite |Search Mearky | Zoom fo Street |Send to Cell

¥ Directions from A to B:
EE  1: Startoutgoing EAST on E DOUGLAS AVE toward CLAYDELLE

AVE.

0.1 mi
@ 2: Turn RIGHT onto CLAYDELLE AVE.

0.1 mi
@ 3: Turn LEFT onto E LEXINGTON AVE.

0.1 mi
@ 4: Turn RIGHT onto AVOCADO AVE. 0.9 mi
@ 5: Turn LEFT onto E CHASE AVE. 24 mi
6: Turn RIGHT onto JAMACHA RDJ CA-54 8.

1.3 mi
@ 7: Turn RIGHT onto BRABHAM ST. 0.1 mi
@ 8 Turn LEFT onto V1A RANCHO SAM DIEGO.

0.1 mi

e

Edit
Remawe 3

fowe Down w

Map

Map | Avoid
Map | Avaid

Map | Avaid

Map | Avoid
Map | Avoid
Map| Avoid
Map | Avoid

Routing Options ;l

Hide: Rosting Reverse Route

Avoid Road Types:
[~ Highearays

[~ Toll Roads

[T Seazonally Closed Roads

Show Route By:
& Shortest Time

" Shortest Distance

Update Route

| o

(=]
dhstart| | 1] @ 3 (0] >

-42-

’_ l_ l_ | Internet

S i S = 0 00 15 O 0 ) JG3 [ISRE Y. WENE e |- [ R



riving Directions from El Cajon Library, 201 E Douglas Ave, El Cajon, CA to Rancho San Diego L - Micre
J File Edit Wiew Favorites  Tools  Help

=18 x|
J dBack ~ = - @2 at | ‘Qsearch [GlFavorites fMedia o4 | By S v - a4

J.ﬂ.ddress Iﬁj https fhwwan, mapgquest, commaps EH-Cajon+Library U5 R ARcho+3an+Diego+Library LSS j 6’ Go HLinks »
[FEWE |

| %
[

9 End at 11955 Via Ranchao San Diegao El Cajon, ©AS20149

Map
Estimated Time: 9 minutes  Estimated Distance: 4.79 miles

Rancho San Diego Library 11555 Via Rancho San Diego, El Cajon, CA 920158 - 619-660-5370
Wighsite |Search Mearky |Zoom to Street |Send to Cell

Edit Remowe 3
fdowe Up

Total Estimated Time: 9 minutes Total Estimated Distance: 4.75 miles

= Add Another Stop to Your Route
Find a Business (optional] 7
Enter Search Term

Location [Address, City, State andior ZIP) 7

M GO

Sponsored Links

Cajon Beid And Breakfast Breakfast El Cajon Hotels

Big on Music Gear & vour Official Travel Site. Search LA's Best Restaurants - Don'twaste timel Compare
accessories at Musician's Friend. Low rates at Bed and breakfast. Reviews, Menus, & More Online  prices

hiuzicianz Friend com wi Kayak comyBedand Breakfast Il o] fram top endines and book fast.

L FOmi . com BCajon. OneTime.com

Print  Send = Lirk to this Page: bt fhasssy mapguest comingd

I = 4 )
rﬂﬁ’ W Traffic “a/ Street Map Aerial Image
F Main SF
4

|@ (20 ikems remaining) Dovnloading pickure btkp: /fEle23, moodn, comyfmapyScale36000,4) 205,17 10, gif ...

dhstart| | 1] @ 3 (0] >

Sponsored Links -
| B

1| |4 intemet
1S e S o A PV I W [P YT W W = e e

3:00 PM
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riving Directions from El Cajon Library, 201 E Douglas Ave, El Cajon, CA to Rancho San Diego L - Microsof

: _|8]x]
J File Edit Wiew Favorites  Tools  Help i

J dBack ~ = - @2 at | ‘Qsearch [GlFavorites fMedia o4 | By S v - a4

J.ﬂ.ddress I@ https fhwwan, mapgquest, commaps EH-Cajon+Library U5 R ARcho+3an+Diego+Library LSS j 6’ Go HLinks »

Tv u-_l bkt bl T TTEmT ot -
’ —.l' 1 1T 1T

T AU TTUIET

m Schools in California _I
m ElCajonInsurance

= E| Cajon Real Estate

Car nsurance Quote
Free online auta insurance gquates.
Save up to $350 with A1,

Wi gisinsurance . com

El Cajon Properties
One Stop El Cajon Listings
In The Ertire =an Diego Region!

Dream Homes SanDiego.com

El Cajon CA Hotels
The Official California Hotel Site.
110% Best Rates Guarantesd

wun. CalifomiaHotels . comyB- Cajon

: a.w_o_pe'aba\v .

T

15 ONIIIRRRBAONENNNNO

go

-

=———
)

" . | _,lLI

|@ (20 ikems remaining) Dovnloading pickure btkp: /fEle23, moodn, comyfmapyScale36000,4) 205,17 10, gif ... ’_ l_l_ |a Internet
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Intermediate Level






TABLE OF CONTENTS

Intermediate Level

WEEK 1: Overview of the Basics

Day 1:

>
>

Welcome, Gateway program brief orientation. Take the pre-survey.
Apply and obtain library card, Library card Personal ID Number (PIN).

Day 2:

>

Review of how to explore the Internet, different browsers, search engine: Google and
Yahoo, using Google as a tool for translation. Area of interest: print Arabic, Arabic
websites, downloading/ uploading pictures, music, how to burn a CD using Roxio
software, or Nero software or other burning software.

Learn how to install Yahoo messenger or any messenger for chatting with

family member in other countries.

WEEK 2: Microsoft Word

Day 1:

>

Learn how to open and create a document, format document (font size and type, bold,
italic, underline, justification, spell and grammar check, save, save as, print) close
document, and close Word software program.

Day 2:

>

EXERCISE: Type a letter and format.

WEEK 3: Library Web Page (Subscription Web Resources / Databases)

Day 1:

>

Learn how to access and use of Library Subscription Web Resources / Databases
(automotive repair, health and medicine, investing, and magazines and newspapers)

Day 2:

>

WEEK 4:

EXERCISE: Choose a topic of interest to research using the Library Subscription
Web Resources.

Library Web Page (Cataloq)

Day 1:

>

Learn how to access and use the Library catalog.

Day 2:

>

WEEK 5:

EXERCISE: Order and/or search for materials (Books, CDs, DVDs, Arabic) by
branch

Project

Day 1:

>

PROJECT — Participants work on research of their choice to further a goal. This
will be summarized and presented as a written report to the instructor and library
staff on the last day of class.

Day 2:

>

>

PROJECT- Finish research of goal, summarize and present written report to the
instructor and library staff via email (sdcountylibrary@gmail.com)
Complete post-survey



mailto:sdcountylibrary@gmail.com

2. Goto

Programs,

Microsoft

Office,

Cth f Mew Office Document

Microsoft :
Open Office Document Arcessories

Ofﬁce Administrative Tools

Word Set Program Access and Defaulks Attachmate myEXTRA Erterprise
WinZip CO5D Chargeback System

Dell Wireless
Java Web

Documents

ahft Office Excel 2003
ahft Office OneMote 2003
ahft Office Outlook 2003
ahft Office PowerPoint 2003

Cracle ODBC32 For ROE
Outlook TZ Update M |7
Sonic D

-

Settings

Search 4

Startup
Help Symantec Client Security

5

5

I

5

I

5

o

R, EK' Adobe Acrobat 7.0 Standard
\’I’ Adobe Reader 7.0
&

]

-

©

5

&

Internet Explorer

1. Click Start |2 Hewrey..

Eject PC

Cutlook Express

PowerDVD

‘indows Media Player

Shut Down, .,
Hstar( | 1 @ %)) 7| o] e L @IBA SIS 1s9em
Docume osoft Word ==l x|

© Fle Edit Wiew Insert Format  Tools  Table  Window Help  adobe PDF  Acrobat Comments Type a question for help = X
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WinZip

Encryption Anywhere

New
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How to create a letter

E,T:"{'DucumentZ - Microsoft Word _ IEIEI

© File Edit Wew Insert Format  Tools  Table window Help  Adobe FDF  Acrobat Comments Type aquestion for help » X
NEEHRSSQAITE B S9-0- B EAREB| T - @ e i

: A4 mormal - Arial -12 - B I U|E| ,alp.é.!

"@ | Al Entries = | mew. . !

|

[ ate

MName
FAuddress
City, State Jp

Howu o Cre ate a Letter

Dear Sivhd adam,

Today you will leam hoveto fomat aletter Instruction will be given on how to change
the font stde and color, induding bold, italic and underline. oo will learn how to align
the text cut, copy, and paste text

Anotherimportant featurs iz "help” located an the menu toolbar, Instroction il be
taught on hovuto use this featurs.

Finally, wou will lzarn hom to spell che ok, zawe, print and exdtyvour document. T hen you
unill learn hoveto find the document wou created to open it

rarm regarnds,

“rour Hame

iDraw= i [ Amteshapese N w D O B [ A i G & | M- - A== @ ﬁ!
Pags 1 Sec 1 11 M 56 Ln25 Col 1 REC TRK EXT OWR Engish(U5 L

Mstert|| 1) @ 2 0] )| (O] 8 =) =] i ] W ] @l 2¢L@AATISTT  25iem
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How to format a letter

To change
font style
and size,
highlight
text, click
down area,
select font

type and
click. Then

areas are in a straight line) click justify on toolbar

Word_Test_Gateway.doc - Microsoft Word
Edit

H 2

File Wigws Imsert  Format Tools  Table

To change alignment of letter to justify (both margin

=181 x]

Twpe a question For help
- IQ) 4 Read !
AR !

- X

& T

0%

ik

click down
arrow,
select font
size and
click

Mame
Address

\j‘LWDrd Help

©| 6

Assisfanc:

Searchfar

/

N

&3 /T able of Contents
To change icrosoft Office On
font to bo]d, ow to formal & letter. Instruction will be given on how to align the ) ] To use
highlight text, QML zize/colar, bold, itadc and underling. Y ou will learn bowe to — E?wrl;rr::d to Microsoft Office “Help”
click B on Giet the latest news sboutu|  feature
toolbar mfenu toolkar.  Instruction will be twford click
Automaticaly update this i .
[ . the web Help on
' anl_:ﬁ exit your document. Then you Mare.. Menu Bar.
To change warm yerds Word Help
font to AN - @] Assistance Box will
italic, ;A Trainng appear.
highlight Your Mame @ g& Comrmunities Type
. T ﬁ_—] Diownloads .
text, click | To change D question or
on toolbar = n font color , L : — word in
M E= Rl B a b . . = .
ey e | sutoshapes N w [ O A Al <l 3 (8] (& highlight text, [ aa H whlte box,
%e 1 Sect 11 A3%  Lni6 Cd i REC TH click A on 5 Ox click green
o ; @ = 0] »|| (o] Zd] ] Sus| ] WM Sy toolbar L @LBACSI0@ s ;{fﬂowachck
O Cclose
1f1;11<11ter11ne “Help”
highlight
text, click
Uon
toolbar
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How to check the spelling and grammar in a document before saving and/or
printing.

[E Word_Test_Gateway.doc - Microsoft Word _&2| x|

© Fle Edit Miew Insert Table ‘Window Help  Adobe PDF  Acrobat Comments Type aquestion for help » X
DBEdR3 a8 .. PI&%@?M-F-I&JEE Bl & 5% - @) caresd B
A4 mormal + Justif + Arial ['%] t= -7 A v!

Tools

3
=

[T}
I
il

Spelling and Gran

L‘% | Al Entries * | Ble. . !

Click
ABC v to
] check the
grammar
and
e spelling of
City, State Zip document.
How to Create a Letter

Dear Sindadam,

Today you will leam how to format a letter.  Instruction will be given on how ta align the

text and change the fONT size, color, bold, #alic and underling. You will leam how to
align the texd, cut, copy, and paste text.

Another important feature is "help” located on the menu toalbar,  Instruction will he
taught on how to use this feature.

Finally, you will learn how to spell check, save, print, and exit your document. Then you
wiill learn how to find the document you created to open it
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How to save a document
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How to Create a Letter
Dear SirMadam,

Today you will leam how to fonmat a letter. Instruction will be given on how to align the
text and change the fORT size, color, bold, falc and undarling. You will leam how to
align the text, cut, copy, and paste text.

Another imporant feature is "help” located on the menu toaolbar.  Instruction will be
taught on how to use this feature.

Finally, you will learn how to spell check, save, print, and exit vour docurment. Then vou
will learn how to find the document yvou created to open it
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The difference between save and save as
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How to Create a Letter
Dear Sirtadarm,

Today yvou will leam how to format a letter. Instruction will be given on how to align the

text and change the fONT size, color, bold, jtaffc and underline. vou will leam how to
align the text, cut, copy, and paste text.

Another important feature is "help" located on the menu toolbar.  Instruction will be
taught on how to use this feature.

Finally, you will learn how to spell check, save, print, and exit your docurment. Then you
wiill learn howy to find the document you created to open it.

HoOow A

iDraw~ [p | Autoshapes~ N W 1 O a0 lE 4l 5 Bl & - - A-=z=2 @ i!
Page 1 Sec 1 14 A1 Ln 1 Col 1 REC TRK E®T 0OWE Englich(U.S [G&

lstare|| () @ 3 (O] || [l Fe.| San.| [En] Ss.] @ [FEw. X W P =1 [ e

LY word_Test_Gateway.doc - Microsoft Word = |

© File Edit ‘iew Insert Format  Tools  Table  Window Help  Adobe PDF  Acrobat Comments Type a question For help = 2
z 2 1 ] B ABD gma | ¥ " e Y - . - [ 1 e ey == Al e e | e

E i ead !
NEH R 2| x|

4_1 Mormal 4+ Justif

g all Enl

Save jn

FHle-o@ X o
Meeting room policies.doc
SDCL Back Country Profiles _

i = Tools-

My Recent - COC Space Questionnaire B=ERP Update Memo_121307
Documents WDrd_Test_Gateway.doc
(150 Req Eranch Rpt [E2shorteut bo Klowrey on 'Cosc

| ~grd_Test_Gatewsy.doc Ssbaraubtalibrary on 'cosd.c
2 applz (3).doc
2 applz.doc Change name

gﬁé{: Basic Waorkbook_031808.doc h]ghhghted in
| Basic Workbook_031808_2.doc .
(W] Basic Workbook_051808_5.doc blue» then click
W] Basic workbook_031808_4.dac save
W) Basic workbook_031808_5.doc

B Community Relations Principal Librarian. doc
M FsR Form.doc

7 4|
— File name: f st Gate 0 -
by Metwark ( ) J
e Save &3 type: |W =]

Anather impoartant feature is "help” located on the menu toolbar.  Instruction will he
taught on how to use this feature.
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Finally, you will learn how to spell check, save, print, and exit your document. Then you
wiill learn howe to find the document you created to apen it
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How to print a document
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How to Create a Letter
Dear SitiMadam,

Today you will leam how to format a letter. Instruction will be given an how to alion the
text and change the FONT size, color, bold, #talic and underling. You will leam how to
align the text, cut, copy, and paste text.

Anather important feature is "help” located on the menu toolbar.  Instruction will be
taught on haw to use this feature.

Finally, you will learn how ta spell check, sawe, print, and exit your document. Then you
will learn how to find the document you created to open it.
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How to Create a Letter

Dear Sirdadam,

Today you will leam how to format a letter. Instruction will be given on how to align the

text and chanoe the FONS size, color, bold, faic and underling, “rou will leam how to
align the texd, cut, copy, and paste text.

Another important feature is "help” located on the menu toalbar.  Instruction will be
taught on how to use this feature.
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Finally, you will learn how to spell check, sawe, print, and exit your document. Then you
wiill learn howe to find the document you created to open it.
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Finally, you will learn how to spell check, sawe, print, and exit your document. Then you
wiill learn howe to find the document you created to open it.
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How to close a Word document
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window. Word

City, State Zip
How to Create a Letter
Dear Siradarm,

Today you will leam how to format a letter. Instruction will be given on howto align the
text and change the FONT size, color, bold, j#afic and underling. You will leam how to
align the text, cut, copy, and paste text.

Anather important feature is "help” located on the menu toalbar.  Instruction will be
taught on how to use this feature.

Finally, you will learn how to spell check, save, print, and exit your docurment. Then you
will learn how ta find the document you created to open it.
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This is the screen appears when you have closed an open Word document.
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How to close Word program.
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How to Create a Letter

Dear Sindadam,

Today you will leam how to format a letter.  Instruction will be given on how ta align the

text and change the fONT size, color, bold, #alic and underling. You will leam how to

align the texd, cut, copy, and paste text.

Another important feature is "help” located on the menu toalbar,  Instruction will he -

taught on how to use this feature. :

Finally, you will learn howe to spell check, save, print, and exit your document. Then you @

wiill learn how to find the document you created to open it F
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EXERCISE:
To create your letter, follow the instructions below:

Type [Today’s Date], then hit the enter key 4 times

Type [Name of Recipient], then hit the enter key 1 time

Type [Address of Recipient], then hit the enter key 1 time

Type [City, State Zip Code of Recipient], then hit the enter key 2 times

Type [How to Create a Letter], then hit the enter key 2 times

Type [Dear Sir/Madam,], then hit the enter key 2 times

Type [Today you will learn how to format a letter. Instruction will be given on how to
change the font style and color, including bold, italic and underline. You will learn how to
align the text, cut, copy, and paste text.], then hit the enter key 2 times

Type [Another important feature is “help” located on the menu toolbar. Instruction will be
taught on how to use this feature.], then hit the enter key 2 times

Type [Finally, you will learn how to spell check, save, print, and exit your document. Then
you will learn how to find the document you created to open it.] then hit the enter key 2 times
Type [Warm regards,], then the enter key 4 times

Type [Your Name]

After you have completed typing your letter, format it by changing the font and justification.
Then spell check the document and save it.

-58-



Library Web Page (Subscription Web Resources / Databases):
How to use the Library Subscription Web Resources / Databases

SDCL Web Page: www.sdcl.org

“J 5an Diego County Library - Microsoft Internet Explorer

o Handwriting 27 Drawing Pad | @l - | =l=1 =l

File Edit Wiew Favortes  Tools  Help

mBack - = - Q) 7t | i@isearch [GalFavorikes EhMedia 9 | BN S8 o] - Eal

R =] @0 |unks| ] delicio.. ~ ac
- - ookmarks ol eck ~ %y Aubolink = o AuboF endbo~ ethings —

Google |G 1 }.@g | €% Bockmarks~ [&h ablacked | "2 check  Aukolink = | AUEoFil | e Send b () Setti

! = : m " - -

= 3 - ounty of )
.. Se:rvicras ng Working WVisiting Government San Dlego
Subscription . R home
Web Resources / 2ommy wisrary i \
Databases [Fewora =] [

Calendar of Events

G0

help search

] m Ry Account

talog

o ours

My Library Account

o & Seruices SDCL Genealogy Resources
Recommended Discover your roots

Wwebsites

INQELFSEE (Em EpaiiEl = . America’s Obituaries
Kids Web = o & Death Notices

Teen Lounge

‘ <] ancestry

About Us
FAQSs
News % Find the branch nearest you!

SDClL Radio Ads
- posted on htarch 13, 2007 01:00:00 am

Contact Us Listen to two of the newest San Diedo
County Library radio ads currently ai

Jearch cur many databases: Interested in Working for & Dynarnic

Oroanization?

postad on hiarch 13, 2007 01:00:00 am
San Diego Courty Library (SDCL) is
looking for customer-focused people

& [ [ [ [EE Localintranet
;astart”J ] & 5 Gi >>|J & windows...| sispeL .| [Hvolume ... | #poct do... | EcatEwa. .| [@]Microsef. . | [Slinbex - ... [[Esanbie..  |[@ G- FEI=  10:06 am

a San Diego County Library - Microsoft Internet Explorer ;Iil

J File Edit Wiews Faworites Tools Help

J dBack ~ = - &) “at | fQsearch [ Favorites  GfMedia o4 | By S ] ~ a4

J Address I@ hktp: e, sdel . orgfrefdbz. html
Services Living Working Visiting = Gowernment L LG || B B |(_.-‘:ju

home help search

SAN DIEGO

COUNTY LIBRARY DE'tElIJHSES

Adult Literacy Meed Help? Email SDCL Online staff at: cegpubsye@Esdcounty, ca.qow

Calendar of Events HNeed Reading Sugagestions? Subscribe to NextReads--SDCL's new newsletter!?

Catalog

Databases

NextReads

Locations & Hours

My Library Account p

Programs & Servicesp California Libraries Catalodg

Recommended

Websites ~
Auto Repair
Recursos En Espafiol

SD Circuit

Books

Health & Medicine
Online Community

Kids Corner Business & westing Homework Help

Teen Lounge

Careers & School

Magazines. Newspapers. & More

About Us en Espaiiol

FAls LI
F@ refdbz. htrnl I_ I_ ’_ Local intranet
Mstart| | 1) @ 50 (0] ~|| (O] Ehc] can] E1s | @ cus| Eis] @ (&Y. [ B @ Gl G CDEIE 1101 Am

-59-


http://www.sdcl.org/

Library Web Page (Catalog and SD Circuit):
How to use the Library Catalog and SD Circuit

2} San Diego County Library - Microsoft Internet Explorer =17 x|
J File Edit “iew Fawvoribes Tools  Help i
J GBack - = - 53 fat | Qhsearch [FFavorites  GliMedia £F | Eyv- S v - £

| Address [&] htp: . sdel.orgf x| @Ee |JLinks 2| & -

i

Services Llwng Working Vlsltlng Government San Dlego

SAN DIEGO

ool San [Jiego County Library

Library . My Account  |Heyword x| | e
Catalog Adult Literacy

home help search

talendar of Events

Catalog Catalog Classes

Databrases Renew Materials M Now

Locations & Hours Request Materials ewa Available

My Library Account My Library Account ¥ e
¥ ¥ |l L Download

SD Programs & Servicesp Course Info
Circuit CEEErE Internet Classes at the San Diego County Library HERE

A Suad s datalie 453€0 6 a3 <l ga

1 2 3 4 5 6 7 Next

Online Communit »
v Features

Kids Corner

Teen Lounge e o
|@ javascript:{window. open('http: ff'dbpeasdesgt. co. san-diego. ca. usfscreensopacrmenu. html', newmwindaw’, location=: B Local inkranet

start||| 14 @ %3 () ] [Oln] Be] Can] D5 Byn Cus Ble B0 (s, [SRCBATSIE 10

Searching the Catalog for Arabic Materials

2} San Diego County Library - Microsoft Internet Explorer == =]
J File Edit Wism Fawvorites Tools Help ﬁ
J d=Eack - = - @ ot | @Search G Favorites @Media @ | %' = = =
J Address I@ http:ffdbpcosdcsgt. co. san-diego. ca. usfscreens fopacmenu. bhktml vI e Go |J 'E -
sl ] - Didn"t Find What You Were Looking For? Need e
-
= T AsSK Us to Buy It! Help? qo.fdan
Catalog Home My, Account Databases Kids|Catalog

Change to
Call
Numbher

| “iew Entire Callection A(;l@ d;l::'r:ﬁ'ed

Boem Arvivels ———

= @ DATABASES

Then click

Didn't Find What You Aql{
Go Were Leoking For? The Circuit N W
ASK US to Buy It! San Disga Library Consariium

=l
oot || Gt @ 50 (0] #|| o] 2md o Ed @] Cud B 2] €165 (S S Gl S DRI 1150 v

-60-




/7] 5an Diego County Library /All Locations - Microsoft Internet Explorer

J File Edit ‘“iew Favorites Tools Help

J dBack ~ = - (D at | ‘Qhsearch (G Favorites EfMedia 4 | BE-S s 5L

Jnddress I@ http:,l',l'dbpcosclcsgt.co.san—diego.ca.us,l'search,l'a?searchtype=c&searcharg=Ara&SORT=D&searchsc0pe=38&submit.x=158ﬂ ?GD |J @ -

Catalog/Home My/Account

Databases

Kids|Catalag

Search in

ap

Limit/Sart Search SD Circuit

|(Search Histary)

[

CALL MO

j |Ara

|View Entire Colle

Su:urtl Search |

Pesult Page 1234567891011 ... 105 Nex

Sawve Marked Records | Sawve All On Page |

t

Mstart ||| 1A & 53 0] 7

| 1o Ed S B ] Sq 9] ] Enqfée

-61-

ctian j |System Sunedj

=l
L L@@ SOEE  izoerm




Searching the SD Circuit

J File Edit “iew Favarites Tools Help

/] The Circuit Web OPAC menu - Microsoft Internet Explorer

NEIE
= |

J Address I@ hittp: ffcircuit, sdsu. edu/f

J Back ~ = - (2 fat | Qysearch [GFavorites GMedia o4 | By & ol - =

| e |JLinks B

The Circuit

San Diego Library Consortium

Author Subject
Title “'%Tﬁ?,‘f,“'
Word Children's Books

by Subject

Other S5earches

Genre

Help

| & -

Circuit Member Libraries

€l

Circuit Webmaster

Hstart]|| 1 @ 153 (0] || [0l 34 S 2] By Sq e SR &

-62-

=l

l_ l_ l_ |4 mkernet

LL¢@AT >TME  1zosem



Gateway/Al-Bawaba Curriculum Project

Obijective: this project will require community class participants to use their skills and abilities
of searching the County Library research web resources, (http://www.sdcl.org/refdb2.html),
typing, creating a document, adding an attachment, and sending email.

Level: Intermediate

An essay usually includes a title and several paragraphs. The paragraph is composed of elements
which include the topic sentence (the main idea sentence), the support (sentences in the middle
that give more details about the topic) and the conclusion. Paragraphs may be of any length and
are written as a direct way of organizing ideas and information.

For this assignment, you are asked to write an informative essay. It will be about factual
information, real events or real people. Use the library web resources (databases) that you
learned about in this computer class to research your topic. You are also encouraged to use
materials in this Library and work with the librarian to complete your research. The essay should
be typed, double-spaced and sent as an attachment. Your instructor will provide you an email
address (or email addresses) and a deadline date by which your essay is due.

Choose any topic of interest to you. The instructor will not assign a topic.
You will not be graded on the intellectual level or complexity of your topic or on your English
writing or grammar ability. A sample of topics for your consideration has been provided:

Presidents (United States) Physical fitness
Meditation Parenting

drug and herb information Work life

Middle East history Arab world

U. S. dependency on oil Women in Politics
Guns Diet
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Jacqueline Ayala Page 1 May 8, 2008

Sample of essay (one paragraph)

Brazil’s Economic Problems

The economic situation in Brazil is getting worse each year. People have been losing
their jobs, inflation has been rising, and all the economic problems have been causing social and
political problems. If there is high inflation, an employee cannot buy the same things that he
bought the month before because prices have been rising three times faster than salaries. People
have begun to buy less, and they have started to buy only things they really need. Many children

have to quit school to find a job to help increase their families’ income.

Sample of essay (continuous page heading)

Jacqueline Ayala Page 2 May 8, 2008

-64-



Notes










	Gateway Workbook_Complete_051508_2.pdf
	Basic Workbook_051508_1st half_1-7.pdf
	 
	Computer Class Handbook
	Beginning to Intermediate Levels
	 
	 
	This project was funded in whole or in part by 
	Library Services and Technology Act (LSTA) grants, 
	awarded by the California State Librarian and 
	administered by the California State Library. 
	 
	About Gateway/Al-Bawaba Internet Classes 
	at your San Diego County Library 
	In the San Diego County Library Strategic Plan Summary of Community Needs "more adult programming [to include] programming tailored to [the] community" and "more computer instruction/training…training on Internet, software programs, search engines" is specifically requested. (p.3). Our Iraqi population in San Diego County is a target for increasing service and outreach by the County Library. "According to the Organization for Migration, about 25,000 of San Diego County's Iraqis are Chaldean Catholics. An additional 6,000 are Kurds, and an estimated 3,000 are Shiite Muslims. With an estimated 350,000 Iraqis in the United States, San Diego County's population accounts for nearly 10 percent of the country's Iraqi population."-North County Times 'The Californian San Diego Iraqis head to the polls' (dated 1/29/05). 
	Residents of San Diego County that are Chaldean, Iraqi, Kurdish or Arab need computer instruction and training on how to access and use the Internet and the electronic library resources at the San Diego County Library. The need was determined largely from these key sources: a community needs assessment performed in April/May 2005, interviews with community leaders working in organizations that we consider stakeholders, and input from staff wishing to improve services to these community stakeholders.
	A competitive federal grant program administered in California by the State Librarian was awarded in the fiscal year of 2006-2007.  Known as Library Services and Technology Act (LSTA), this grant helped to bring the community learning project to life. Fourteen qualified native-language speakers were hired as instructors. Free classes were organized in the branch libraries of Casa de Oro, El Cajon, and Rancho San Diego. The project was named Gateway/ Al-Bawaba because in Arabic it refers to the big grand entrance. Staff pictured the Middle Eastern community not just entering in a grand way but returning again and again through this gateway/portal to the world of learning.
	In 2007-2008, the County Library was again awarded the LSTA grant and implemented the second year of successful classes, which included programming geared toward the Middle Eastern customers and their families. 
	San Diego County Library was honored by the American Library Association for innovative development and implementation of patron training programs about information technology in a library setting. Gateway/Al-Bawaba received the Library of the Futures American Libraries Association (ALA) Award in 2008. 
	Special thanks to Director José A. Aponte for all his support.  We are grateful to all staff members who were involved in Gateway/Al-Bawaba and recognize:  Safa Arabo, Jacqueline Ayala, Socorro Azar-Aziz, J.P. Baker, Bonnie Beczak, Hari Bhalla, Dave Bright, Amber Butler, Polly Cipparrone, Michael Clayton, Cheryl Doty, Liz Hildreth, Kathleen Honeysett, Bertha Huertero Linda Kearnaghan, Haley Kwon, Kristen Lowrey, Farzaneh Mazhari, Erica Miller, Teri Omahen,Brenna Ring, Fred Rosen, Kevin Vigil, Zack Vineyard, Betty Waznis, Janice Wilhelm, Jeremy Williams, and June Zhou. 
	Instructors:
	  Mohammed Alasady   Ibtisam Mikah
	  Nawal Alkatib    Basman Musa
	  Samia Bashira    Mohammad Naseem
	  Nadia Hana     Dhamya Oraha
	  Lenda Hanna    Taghrid Sitto
	  Talal Hanna     Ghanim Sitto
	  llham Hermiz    Hadi Ziadé
	 
	Beginning Level
	 
	 TABLE OF CONTENTS
	Beginning Level
	Week 1:
	Day 1:  
	 Welcome, attendance sign-in sheet, complete contact sheet and pre-survey 
	 Gateway program brief orientation, Library overview / how to make a PC reservation, apply and obtain a library card.
	 Day 2:
	 Learn computer hardware & software, all computer hardware parts (mouse, printer, Keyboard, CD, USB, etc.).  
	 Learn how to turn the computer on/off, explore the desktop (the icons) and the differences between Library public PC and home PC.
	Week 2:
	Day 1:
	 Learn how to explore the Internet, select an Internet homepage, view different browsers, go to the Library Web site, use Library catalog – request materials, use a search engine:  Google and Yahoo.  
	 Learn how to use Google as a tool for translation.  Area of interest:  Arabic Web sites.
	Day 2:
	 EXERCISE: Library Catalog – Order and/or search for materials (books, CDs, DVDs).  
	Week 3:
	Day 1:
	 Learn basic information about Microsoft Word, explore the toolbar and explain/show the function of each one.   Area of interest:  print Arabic.
	Day 2:
	 Each student will set up an email account.  
	 Learn how to use the email toolbar and write an email message.  
	 EXERCISE: send and receive emails. (SDCOUNTYLIBRARY@GMAIL.COM)
	Week 4:
	Day 1:
	 Introduction to Yahoo messenger or any messenger for chatting with family member in other countries.
	Day 2:
	 Learn how to download/upload pictures, Word documents, music to the buffer folder, and other files. 
	Week 5:
	Day 1:
	 Learn how to burn a CD using Roxio software, Nero software, or other burning software.  
	 EXERCISE:  Download music or picture to CD and to an email, then send to generic email account  SDCOUNTYLIBRARY@GMAIL.COM.
	Day 2:
	 EXERCISE: Choose a travel destination or driving directions and use one of the travel or map Web sites or search engines to research
	 Complete post-survey.
	 
	Hardware Computer Components              مكونات مرﺋية في جهاز الحاسوب                                                      
	The computer case: It includes                                             يتضمن:  هيكل الحاسوب اﻠﺫي               
	Brain, Memory sticks, Storage devices,                             - العقل- اﻠﺫاكرة- اجهزة الخزن
	Cooling fan, Power supplier, etc.                                 مروحة التبريد – مولد الكهرباء - --الى اخره 
	 
	Arabic Keyboard
	The Keyboard   لوحة ألمفاتيح
	  
	     Computer Software                              البرامج المتوفرة في الكومبيوتر
	 Operating System / Windows- Mac                             نظام تشغيل الكومبيوتر                     
	 ِApplication Programs / Word, Nero البرامج التطبيقية – تصلح لاغراض معينة                                                   
	To view the available programs on any computer follow the instructions below:
	للاطلاع على البرامج المتوفرة في اي كومبيوتر- اتبع الخطوات المدرجة ادناه
	 Left Click (Start). 
	 Point the mouse at (Programs).
	 The list you see is a collection of application programs available in your computer. 
	 
	 How can I turn off my computer?
	ﻛﻴﻑ  ﺃﺴﺗﻁﻴﻊ ﺍﻂﻓﺎﺀ ﺠﻬﺍﺯ ﺍﻠﻛﻮﻤﺒﻴﻮﺗﺮ
	1. Click the "start" button on the lower right of the computer screen.  ﺍﺿﻐﻂ " ﺍﺒﺪﺍ"
	2.   Click "Turn Off Computer".      “ﺍﻟﻜﻭﻤﺒﻴﻭﺗﺮ ﺍﺿﻐﻂ ﻋﻟﻰ "ﺍﻁﻓﻰ
	 3.  Click “Turn Off” in the confirmation window. ﺍﺿﻐﻂ "ﺍﻁﻓﻰ ﺍﻟﻜﻭﻤﺒﻴﻭﺗﺮ" ﻓﻲ ﻧﺎﻓﺬﺓ ﺍﻟﺗﺄﻜﻴﺪ 
	  
	 
	Step 1.      ﺍﻟﺧﻄﻭﺓ ﺍﻻﻭﻟﻰ
	 
	Step 2.     ﺍﻟﺧﻄﻭﺓ ﺍﻟﺛﺎﻧﻴﺔ
	 
	 
	Step 3.    ﺍﻟﺧﻄﻭﺓ ﺍﻟﺛﺎﻟﺛﺔ
	 How can I Open a program?
	ﻛﻴﻑ ﺍﻓﺗﺢ ﺍﺤﺪ ﺍﻟﺒﺮﺍﻤﺞ ﺍﻟﻤﻭﺟﻭﺪﺓ ﻓﻲ ﺍﻟﻜﻭﻤﺒﻴﻭﺗﺮ
	      
	1.  Click the "start" button on the lower right of the screen.  ﺍﺿﻐﻄ ﻋﻟﻰ " ﺍﺒﺪﺃ "
	2.  Click "All Programs".      ﺍﺿﻐﻄ ﻋﻟﻰ ﻜﻟﻤﺔ " ﻜﻝ ﺍﻟﺒﺮﺍﻤﺞ "
	3.   Click on the program you wish to open.  ﺍﺿﻐﻄ ﻋﻟﻰ ﺍﺴﻡ ﺍﻟﺒﺮﻨﺍﻤﺞ ﺍﻟﺫﻱ ﺗﺮﻏﺐ ﺒﻓﺗﺤﻪ 
	 
	Step 1.     ﺍﻟﺧﻄﻭﺓ ﺍﻻﻭﻟﻰ
	 
	Step 2.     ﺍﻟﺧﻄﻭﺓ ﺍﻟﺜﺎﻨﻴﺔ
	 
	Step 3.     ﺍﻟﺧﻄﻭﺓ ﺍﻟﺜﺎﻟﺜﺔ

	Basic Workbook_051208_1st half_8-9doc.pdf
	Library Public PC Desktop
	  
	 Home PC Desktop
	 
	 

	Basic Workbook_051208_1st half_10.pdf
	How to Connect to the Internet
	ﻛﻴﻓﻴﺔ ﺍﻻﺗﺻﺍﻞ  ﺑﺷﺑﻛﺔ  ﺍﻻﻧﺗﺭﻧﺖ
	1.  Dial up connection, e.g. AOL, MSN, and Net Zero. ID & password required
	ﺍﻻﺗﺻﺍﻞ ﺑﺷﺑﻛﺔ  ﺍﻻﻧﺗﺭﻧﺖ  ﻋﻦ ﻄﺭﻴﻖ ﺧﻄ  ﺍﻠﻬﺍﺗﻑ - ﺍﺴﻢ ﺍﻠﻣﺴﺗﺧﺪﻢ ﻭﻜﻠﻣﺔ ﺍﻠﺴﺮ ﻣﻄﻠﻭﺑﺔ
	 Start up your computer, turn the modem on, and open the access software
	ﺷﻐﻞ ﺍﻠﻜﻭﻣﺑﻴﻭﺗﺮ ﻭﺟﻬﺍﺯ ﻧﻗﻞ ﺍﻠﻣﻌﻠﻭﻣﺍﺖ ﻣﻭﺩﻡ - ﺛﻡ ﺍﻓﺗﺢ ﺍﻠﺑﺭﻧﺍﻣﺞ ﺍﻠﺬﻱ ﻳﻗﻭﻡ ﺑﺍﺪﺍﺭﺓ ﺍﻻﻨﺗﺭﻨﺖ
	                                                 
	 Type the Screen name and the password of the account holder
	ﺍﺪﺧﻞ ﺍﺴﻡ ﺍﻟﻤﺴﺗﺧﺪﻡ ﻭﻜﻟﻤﺔ ﺍﻟﺴﺭ ﻟﺼﺍﺤﺐ ﺤﺴﺍﺐ ﺍﻻﻧﺗﺭﻧﺖ                     
	 
	 Click “Sign On” and you will be online in seconds
	ﺍﺿﻐﻃ ﻋﻟﻰ ﺍﻟﻛﻟﻤﺔ ﺍﻋﻼﻩ ﻭﺧﻼﻞ ﺛﻭﺍﻧﻲ ﺴﻴﺗﻡ ﺍﻻﺗﺼﺍﻞ ﺒﺎﻻﻧﺗﺮﻧﺖ            
	2. High Speed Broadband or DSL for subscripers to AT&T or COX
	ﺍﻻﺗﺼﺍﻞ ﺒﺍﻻﻧﺗﺮﻧﺖ ﺍﻟﺴﺮﻴﻊ - ﺍﺬﺍ ﻛﺎﻦ ﻟﺪﻴﻚ ﺍﺷﺗﺮﺍﻚ ﻤﻊ ﺷﺮﻛﺔ ﺍﻟﻬﺎﺗﻑ ﺍﻭ ﺍﻟﺗﻟﻓﺯﻴﻭﻥ             
	 User name & password are NOT required. 
	ﻟﻴﺲ ﻫﻨﺍﻙ ﺤﺎﺠﺔ ﻻﺴﻡ ﺍﻟﻤﺴﺗﺧﺪﻡ ﺍﻭ ﻛﻟﻤﺔ ﺍﻟﺴﺭ              
	 Open Internet Explore. You are Online
	ﺍﻓﺗﺢ ﺍﻟﺑﺭﻧﺍﻤﺞ ﺍﻟﻤﺬﻛﻭﺭ ﺍﻋﻼﻩ - ﺍﻧﺖ ﻋﻟﻰ ﺍﺗﺼﺍﻞ ﺑﺎﻻﻧﺗﺭﻧﺖ               
	 

	Basic Workbook_051208_1st half_11.pdf
	Basic Workbook_051208_1st half_12-14.pdf
	Library Web site 
	How to use the Internet in the Library
	SDCL Web Page:   www.sdcl.org
	SDCL Web Site FAQ Page
	 SDCL Online Library Catalog
	How to get to the Library Catalog and My Library Account
	  
	SDCL Online Library Catalog
	Basic Search Screen
	  
	 Library Account
	How to create a PIN for your Library card 

	Basic Workbook_051208_1st half_15-18.pdf
	Library Account / Catalog
	How to reserve materials 
	 Modifying Input Language to Search and type in Arabic
	Requirement:
	1. Windows XP operating system or newer
	2. The operating system CD 
	For Arabic keyboard go to: 
	http://www.moon15.vom/vb/key/
	http://www.islamweb.net/php/php_arabic/keyboard/keyboard.htm
	http://www.muftah-alhuruf.com/
	http://arabic.speak7.com/arabic_keyboard.html
	http://216.176.51.23/php/php_arabic/keyboard/keyboard.htm
	http://www.wikiraqi.com/ArabicKeyboard.htm
	http://www.listenarabic.com/arabic-keyboard.php
	 Arabic Google
	http://www.google.com/intl/ar/
	Type in English or Arabic 
	 
	Set up for Home Computer: 
	1. Using control panel, open regional & language option.
	2. Click on “Languages”, and check the box “Install files for complex scripts including right to left languages”, then ok.
	3. Click the advance tab, and scroll through to select Arabic (Iraq)
	4. Click Apply. You will be asked to insert the operating system CD that came with your computer system. 
	5. Insert the CD, and after the installation, restart your system.
	6. In the Language tab, click Details. Then click Add, in the input language box, select Arabic (Iraq)-Arabic 101, Then click apply.
	7. Now, using (Alt + Shift), you can switch your typing preference from Arabic to English or vise versa.
	8. Here is the Arabic layout of your keyboard keys equivalence in Arabic. 
	 
	9. As an exercise:
	 Search for اخبار باللغة العربية 
	 ناظم الغزالي
	See Chapter 4, “How to Use Computer for the First Time”, pgs. 39-74
	 Translate from English to Arabic Translate from Arabic to English With Google
	ﻮﺑﺎﻟﻌﻛﺱ ﺍﻟﻌﺭﺑﻴﺔ ﺍﻟﻰ ﺍﻻﻧﻛﻟﻴﺰﻴﺔ ﻤﻦ ﺍﻻﻧﺗﺭﻧﺖ ﺻﻓﺤﺍﺖ ﺍﻭ ﺍﻟﻧﺻﻭﺺ ﺗﺭﺟﻤﺔ
	http://www.google.com/translate_t
	 
	1. www.google.com/Translate   ﺍﻟﻰ ﺍﺫﻫﺐ
	2. Type the words or copy/paste them    ﺗﺮﺟﻤﺗﻬﺍ ﻓﻲ ﺗﺮﻏﺐ ﺍﻟﺗﻲ ﺍﻟﻜﻟﻤﺍﺖ ﺍﻄﺒﻊ
	3. Choose Arabic To English or vise versa   ﻮﺍﻟﻴﻬﺍ ﻤﻧﻬﺍ ﺍﻟﺗﺮﺟﻤﺔ ﺗﺮﻏﺐ ﺍﻟﺗﻲ ﺍﻟﻟﻐﺍﺖ ﺍﺧﺗﺍﺮ
	4. Click on Translate      “ ﺗﺭﺟﻡ “ﻛﻟﻤﺔ ﻋﻠﻰ ﺍﻀﻐﻄ
	ATTENTION !!              : ﺍﻟﺗﺍﻟﻴﺔ ﺍﻟﺟﻤﻞ ﻟﺗﺭﺟﻤﺔ ﺍﻋﻼﻩ ﺍﻟﻄﺭﻴﻗﺔ ﺍﺴﺗﺧﺩﻡ
	 You can use copy / paste to move a large size document for translation
	 You can translate a full web page by typing its address below the “translate a web page box” and then clicking translate.
	 Some word may not be understood when combined in sentences
	EXERCISE:
	 Translate (ترجم  )the web page http://CNN.com
	 Translate a word document that you created.

	Basic Workbook_051508_2nd half.pdf
	Microsoft Word
	 
	 Using Microsoft Word
	The most commonly used items from the File, Edit, View, Insert and Format menus.العدد الاكثراستعمالا"في برنامج "الورد"هي اضباره, تعديلات, الشكل, ادخال وتشكيل
	File menuقائمة الاضبارة 
	 
	New - Opens a new document. If you use the keyboard combination indicated on the right a blank document opens immediately. Selecting the New menu item with your cursor gives the opportunity to open a large number of types of documents.
	جديد:تفتح لنا صفحه (وثيقة) جديدة في الشاشة
	Open - Opens a previously saved document.
	فتح:تفتح لنا وثيفة محفوطة سابقا"
	Close - Closes the active document but does not quit the application.
	غلق:تغلق الوثيقة المفتوحة حاليا"
	Save - Saves the active document with its current file name, location and format. 
	حفظ: تحفظ لنا الوثيقة المفتوحة في محلها الاصلي وبنفس الاسم والشكل
	Save As - Saves by opening a window which gives the opportunity to change the file name, location or format.
	حفظ ب : هذه العدة تستعمل لحفظ الوثيقة لاول مرة, حبث تعطينا الخيارلاختيار مكان واسم 
	Page Setup - Sets margins, paper size, orientation and other layout options.
	Print Preview - Shows how the file will look when you print it.
	شكل المطبوع: تظهر لنا كيفيه شكل الوثيقة عندما تطبعها 
	Print - Prints the active file, also gives the opportunity to change print options
	طبع: تطبع الوثيقة المعروضة على الشاشة
	Exit - Closes Microsoft Word.
	خروج: تغلق برنامج المايكروسوفت ورد
	 Edit menu
	Undo ... - The actual entry of this item will depend on what you did last. In my example I had cut text, so that was displayed. This selection can be repeated several times.
	الغاء:هذه العدة تسهل لنا عدة اشياء منها الغاء اخرشئ تم كتابتها. ويمكن الضغط عليها عدة مرات لالغاء عدة اوامر.
	 
	Repeat ...- After an action has been undone, it can be reinstated in the document.تكرار: تعيد الامر الذي تم الغاءها سابقا"
	Cut - Removes the selection from the active document and places it on the clipboard.قص: تقص المقطع الذي تم اختياره
	Copy - Copies the selection to the clipboard نسخ: تستنخ المقطع المختار وتحفضها في ذاكرة الكومبيوتر
	Paste - Inserts the contents of the clipboard at the insertion point (cursor) or whatever is selected.لصق: تلصق المقطع االمختار الذي تم قطعها او نسخها سابقا"والمحفوظ في ذاكرة الكومبيوتر في المكان الذي نختارها
	Clear - Deletes the selected object or text, but does not place it on the clipboard.
	Select All - Selects all text and graphics in the active window.
	Find - Searches for specified text in the active document
	Replace - Searches for and replaces specified text and formatting.
	 View menu
	 
	Normal - The default document view for most word processing tasks.
	Page Layout - An editing view that displays your document as it will look when printed. This view takes more system memory and scrolling may be slow.
	Toolbars - Displays or hides toolbars. The right pointing arrow indicates a list of toolbars. To add one slide down to the name of the toolbar and click to select.
	Ruler - Displays or hides horizontal and vertical rulers at the top and left side of the document.
	Header and Footer - Adds or changes the text that is displayed at the top or bottom of every page of the document
	Full Screen - Hides most screen elements so you can see more of your document
	Zoom - Controls how large, or small, the current document appears on the screen.
	 Insert menu
	 
	Page Break - Use this command to send your cursor to the top of the next page even though the text does not extend to the bottom of the previous page
	Date and Time - Choose from seventeen formats for displaying date, time, or date and time.
	Auto Text - Insert any of several pre-set text lines, or create your own.
	Symbol - Insert a symbol from each of your symbol fonts, or any standard font, which includes symbols. There are more than you might think!
	Footnote - Place a footnote at the bottom of the page or the end of the document.
	Picture - Insert pictures from clip art or a file. You can also insert auto shapes, word art, or a chart.
	Text Box (Frame) - Use this to place captions near tables or drawings, or to set off text at the beginning of a page. Click and draw the box after making this selection.
	File - Insert a saved document into the active document at the cursor.
	Object - Insert an object such as clip art, word art, an equation or much more.
	Hyperlink - An interesting use of hyperlinks is to place a link to any document stored on your computer. You can later open that document by clicking on the link. Neat?
	 Format menu
	Font - Change font style, size, color and a large number of other features. You can also change the spacing between letters here. 
	Paragraph - Indent a paragraph using either margin or place some chosen amount of space before or after the paragraph.
	Bullets and Numbering - As promised in the Insert menu, if you wish to change the bullet, it can be done here. Your bullets can be literally any symbol you wish them to be
	Border - Create borders around blocks of text, or around the entire document. On the Page Border tab, under the Art pull down menu you can find a huge selection of graphic borders; hearts, stars, planets and much more.
	Drop Cap - Make the first letter of a paragraph or chapter large enough to span several lines.
	Style - If you prefer not to use the Formatting toolbar, document style can be changed here.
	Background - Another task which can be handled in the Formatting toolbar, you can choose the color to highlight selected text in your document.
	Change Case - DO YOU EVER FORGET THE CAPS LOCK? If so, some to this sub-menu and change the case of the highlighted text. This is a cool feature!
	Bold, Italic, Underline - Format selected text; Bold, Italic, or Underlined.
	Object - Make changes to any selected object; image, word art, auto shape or any other object inserted into the document.
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	 EXERCISE:
	To create your letter, follow the instructions below:
	Type [Today’s Date], then hit the enter key 4 times
	Type [Name of Recipient], then hit the enter key 1 time
	Type [Address of Recipient], then hit the enter key 1 time
	Type [City, State Zip Code of Recipient], then hit the enter key 2 times
	Type [How to Create a Letter], then hit the enter key 2 times
	Type [Dear Sir/Madam,], then hit the enter key 2 times
	Type [Today you will learn how to format a letter.  Instruction will be given on how to change the font style and color, including bold, italic and underline.  You will learn how to align the text, cut, copy, and paste text.], then hit the enter key 2 times
	Type [Another important feature is “help” located on the menu toolbar.  Instruction will be taught on how to use this feature.], then hit the enter key 2 times
	Type [Finally, you will learn how to spell check, save, print, and exit your document.  Then you will learn how to find the document you created to open it.] then hit the enter key 2 times
	Type [Warm regards,], then the enter key 4 times
	Type [Your Name] 
	After you have completed typing your letter, format it by changing the font and justification.  Then spell check the document and save it.
	 Library Web Page (Subscription Web Resources / Databases):
	How to use the Library Subscription Web Resources / Databases
	SDCL Web Page:   www.sdcl.org
	 Library Web Page (Catalog and SD Circuit):
	How to use the Library Catalog and SD Circuit
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	 Gateway/Al-Bawaba Curriculum Project 
	Objective:  this project will require community class participants to use their skills and abilities of searching the County Library research web resources, (http://www.sdcl.org/refdb2.html), typing, creating a document, adding an attachment, and sending email. 
	Level: Intermediate
	An essay usually includes a title and several paragraphs. The paragraph is composed of elements which include the topic sentence (the main idea sentence), the support (sentences in the middle that give more details about the topic) and the conclusion. Paragraphs may be of any length and are written as a direct way of organizing ideas and information. 
	For this assignment, you are asked to write an informative essay. It will be about factual information, real events or real people. Use the library web resources (databases) that you learned about in this computer class to research your topic. You are also encouraged to use materials in this Library and work with the librarian to complete your research. The essay should be typed, double-spaced and sent as an attachment. Your instructor will provide you an email address (or email addresses) and a deadline date by which your essay is due. 
	Choose any topic of interest to you. The instructor will not assign a topic.
	You will not be graded on the intellectual level or complexity of your topic or on your English writing or grammar ability.  A sample of topics for your consideration has been provided:
	Presidents (United States)   Physical fitness
	Meditation     Parenting
	drug and herb information   Work life
	Middle East history    Arab world 
	U. S. dependency on oil   Women in Politics
	Guns      Diet 
	 Jacqueline Ayala     Page 64     May 8, 2008
	Sample of essay (one paragraph)
	Brazil’s Economic Problems
	 The economic situation in Brazil is getting worse each year. People have been losing their jobs, inflation has been rising, and all the economic problems have been causing social and political problems. If there is high inflation, an employee cannot buy the same things that he bought the month before because prices have been rising three times faster than salaries. People have begun to buy less, and they have started to buy only things they really need. Many children have to quit school to find a job to help increase their families’ income.   
	Sample of essay (continuous page heading)
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