
 



 

 

 

Dear Colleague: 

 

Welcome to techspark!, an innovative, open-source curriculum for teaching digital 

literacy and 21st century skills. Focused on engaging low-income middle- and high-

school students, techspark! encourages teens to explore digital technology and gives 

them the skills to experiment—opening a world of possibility.  

Working with TechdotMN, a group of entrepreneurial tech enthusiasts, Project for 

Pride in Living’s (PPL) Youth Development staff developed, tested and refined 

techspark! over the course of three years. Most of PPL’s youth come from families 

living at or below 200% of the federal poverty level—and techspark! engages teens in 

a way that we’ve rarely seen in more than three decades of youth programming. We 

hope that by offering techspark! as a free curriculum to you, we can help even more 

youth develop technology skills—and ultimately close the digital divide.  

The lessons in techspark! range from basic skills development to exploring career 

paths, including computer-aided design. What you can expect from techspark!: 

 

 Curriculum guidebook for Coordinators and Mentors, including lesson prep  

 techspark! student workbooks, with lessons on basic digital skills and 

“sparks” for independent exploration 

 Progressive lessons beginning with keyboarding and computer 

maintenance and culminating with photo and audio editing— all 

accomplished using free, open-source software 

 

If you have any questions about techspark! or would like further information about 

how to use it in your programs, please contact PPL Youth Development at 

612.455.5100 or email us at ppl@ppl-inc.org. 

thank you!  

Together, we are illuminating digital learning. 



 

implementing techspark! 

  
 

Welcome to techspark!, an innovative, open-source curriculum for teaching digital 

literacy and 21st century skills. This program engages and encourages low-income 

middle- and high-school students to explore digital technology while giving them the 

skills to experiment and opening a world of possibility for their future.  

 

techspark! is meant to be used as a part of your regular youth programming. We 

implement techspark! during our afterschool programming with the help of staff and 

volunteers (see your techspark! team). 

 

To learn these skills, we gave students regular access to a computer, the Internet, 

and free, open-source software programs (see your techspark! materials).  

 

The program consists of monthly Workshops and weekly Lessons (see your 

techspark! curriculum) that offer a fun and hands-on introduction to a number of 

topics, including:  

 Computer maintenance and Internet safety  

 Email use and etiquette  

 Blogging  

 Coding with HTML 

 Photo editing  

 Audio editing  

 

We implement the techspark! program over the course of the nine-month school 

year. Depending on the availability of your staff and volunteers, you could lengthen or 

shorten the duration (see your techspark! calendar). 

 

Your creativity and resourcefulness will make techspark! a great experience for your 

students. Here’s how to get the most out of the techspark! curriculum.  

 



 

 

your techspark! team 

you 

You’re here because you want to empower students in your program with digital 

skills. Implementing techspark! for your students requires a moderate degree of 

technical savvy. You’ll be acquiring computers and equipment, setting them up with 

software, managing your inventory for student use. You’ll also be putting together a 

team of adults to coordinate your program and equip students with these skills. 

 

staff│volunteers 

techspark! relies on adults working with students in two roles:  

 

COORDINATOR 

The techspark! Coordinator leads Workshops, sets up materials, and plans and 

prepares activities during all techspark! programming. Coordinators also work with 

Mentors during non-program hours to provide support and ensure that they are 

prepared to deliver curriculum Lessons, and communicate with parents as needed. 

 

A good Coordinator has experience working with youth, good communication and 

organizational skills, a working knowledge of basic technology, and is comfortable 

with group facilitation and one-on-one coaching of Mentors and teens. 

 

MENTOR 

The techspark! Mentor works one-on-one with a student for about one hour each 

week. Mentors guide students as they learn technology skills, help with techspark! 

homework, and build positive social skills. They assist students during Coordinator-

led Workshops and deliver curriculum Lessons with individual students. Mentors also 

help maintain a safe, productive and fun program environment.  

  

A good Mentor is one who can make a weekly commitment to working with an 

individual student and enjoys working with teens. A comfort with technology and an 

enthusiasm for learning is essential.  

 



 

 

your techspark! materials 

hardware & software (see setup 0.1) 

For students to learn these digital skills with their Mentors and Coordinator, we 

recommend obtaining a laptop computer for each student to take home. techspark! 

includes homework assignments that students complete on their own time. Extra 

time spent with the technology outside of program time increases confidence in the 

new skills they are learning.  

 

We reference laptops that run Windows® software and have a built-in camera and 

microphone. We also recommend providing a mouse and a case so your students 

can protect their new laptop. There may be nonprofits or other organizations in your 

community (like TechSoup) that can provide the new or refurbished hardware you’ll 

need at an affordable price.  

 

Because Internet access in the home is difficult for low-income families, we suggest 

providing mobile wi-fi hotspots to your students also. Many techspark! homework 

assignments require Internet access. 

 

techspark! utilizes free and open-source software. Some may come already loaded 

on the computers you procure; the rest can be found online. See setup 0.1 for a full 

listing of software you’ll be using as part of the curriculum and an installation and 

set-up guide. 

 

student applications (see setup 0.2) 

A techspark! application is included in the materials (see setup 0.2) . Please use this 

form in addition to your standard program application. An acceptance letter is also 

included. 

 



 

 

parent orientation (see setup 0.3) 

With a Coordinator and Mentors in place, computers and equipment secured, and 

students accepted, engage parents by holding a techspark! parent orientation 

meeting. Invite parents, students and Mentors and use the meeting to review 

participation expectations and appropriate use of the laptops. A Program 

Expectations form is included and should be signed by the student, parent, Mentor, 

and Coordinator. 

 

Here are recommended topics (see included slideshow template 0.2.1): 

 Welcome 

 What is techspark! 

 What are the responsibilities and expectations of parents and students? 

 What will my student learn? 

 Computer security 

 Internet safety 

 Questions? 

 

set up a blog 

Establish a blog for your program. Your techspark! blogsite will be a place for 

students to post their work. This site should allow you to limit access (i.e. not for 

public viewing). We’ve used Blogger (see http://sampletechspark.blogspot.com), but 

you can use whatever works for you. 

 

schedule field trips 

Field trips are a great opportunity for students to explore careers in technology. 

Lesson #5, for example, is a good time to schedule. Plan ahead and set dates for 

those trips to fit into the course sequence.  
 

celebrate their success 

We’ve included a techspark! student completion certificate that you can present to 

each student at the end of your program. Add each student’s name, your own name, 

the date, and your organization logo to commemorate the hard work they’ve done 

and the skills they’ve achieved. 

http://sampletechspark.blogspot.com/


 

 

your techspark! curriculum 

Consider this Guidebook as a starting point. Bring in your own creative ideas to get 

students involved in the topics. Each Workshop, Lesson, and slideshow template can 

be customized to suit your needs. Lessons #4 (audio editing) and #5 (career 

research) offer even more room for customization. We encourage you to take field 

trips, invite guest speakers, or find other ways to get students involved.  
 

Your organization may have its own method for evaluating the success of a program 

like techspark! Because techspark! is a digital literacy curriculum we suggest using 

the Northstar Digital Literacy Assessment with students. Northstar will help you to 

understand where students may lack skills and provide a way to measure how far 

they’ve come at the end of the program. www.digitalliteracyassessment.org  

 

This Guidebook contains the program’s core curriculum for five distinct areas of 

study, divided into two types of sessions -- Workshops and Lessons.  

 

workshops 

Each topic includes an introductory Workshop that your program Coordinator will 

lead. Each Workshop, which lasts about 1 hour, includes: 

 summary│learning objectives: a list of what students will learn 

 preparation: things for the Coordinator to arrange ahead of time 

 resources: items the Coordinator should have on hand  

 lesson plan: a step-by-step account of what worked for us 

 evaluation: questions for the Mentor and student to answer  

 

lessons 

Lessons are implemented by Mentors working one-on-one with the students each 

week and actively engage students in the topic. Lessons are student-paced and 

designed to take about an hour. Resources for continued learning after session are 

included. Each Lesson includes: 

 summary│learning objectives: a list of what students will learn 

 preparation: things for the Mentors to arrange ahead of time 

 resources: items Mentors should have on hand for that lesson 

 lesson plan: a step-by-step account of what worked for our Mentors 

 evaluation: questions for the Mentor and student to answer  

 

http://www.digitalliteracyassessment.org/


 

 

student workbooks 

To accompany the techspark! curriculum, we developed Student Workbooks so teens 

can follow along with the Workshops and Lessons found in this Guidebook. It also 

allows them to complete assignments at home. Print and distribute the entire 

Student Workbook at the start of techspark!.  

 

Give each student a 3-ring binder to keep all his or her materials. As part of the 

ongoing evaluation process, the student and Mentor should work together and mark 

the checklist as tasks are successfully completed. By having their own Workbook to 

study before or after each session, and marking tasks as complete, students gain a 

sense of ownership and pride throughout the course of study.  

 

presentations 

Use the PowerPoint® presentations we include for talking about your program during 

your parent orientation and workshop 1.0.  

 

Because every program will look slightly different than the next, we recommend that 

you edit our template or create your own presentations with information specific to 

your site. For example, the “Introduction and Expectations” presentation talks about 

the computer model and operating system that each participant receives. You will 

want to substitute slides with information about your program’s computers.  

 
 



 

 

your techspark! calendar 
Here’s a sample calendar for implementing techspark! into your program: 

 

pre-program 

coordinator 

 procurement 

(equipment, 

Mentors, 

volunteers) 

 set up space and 

technology       

 blog set up 

 field trips 

scheduled 

 student 

application  

 parent orientation 

 setup 0.1―0.3 

 

 

month 1 

coordinator 

 workshop 1.0 

 review and record 

pre-program 

Northstar Digital 

Literacy 

Assessment 

 prepare and 

support lessons 

 

 

 

 

 

 

 

 

 

 

 

mentor 

 attend parent 

orientation 

 meet student 

 

 

 

 

 

 

 

 

 

 

 

 

 

mentor 

 lesson 1.1 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

student 

 complete 

application 

 attend parent 

orientation 

 meet mentor 

 

 

 

 

 

 

 

 

 

 

 

student 

 take pre-program 

Northstar Digital 

Literacy 

Assessment 

 lesson 1.1 

 homework  

 

 

 

 

 

 

 

 

 

 

 



 

 

month 2 

coordinator 

 workshop 2.0 

 prepare and 

support lessons 

 

 

month 3 

coordinator 

 workshop 3.0 

 prepare and 

support lessons 

 

 

month 4 

coordinator 

 workshop 4.0 

 prepare and 

support lessons 

 

 

month 5 

coordinator 

 prepare and 

support lessons 

 review and record 

post-program 

Northstar Digital 

Literacy 

Assessment 

 prepare student 

completion 

certificates 

 

 

 

 

 

 

mentor 

 lesson 2.1 

 lesson 2.2 

 

 

 

 

mentor 

 lesson 3.1 

 lesson 3.2 

 

 

 

 

mentor 

 lesson 4.1 

 lesson 4.2 

 lesson 4.3 

 

 

 

mentor 

 lesson 5.1 

 lesson 5.2 

 lesson 5.3 

 

 

 

 

 

 

 

 

 

 

 

 

 

student 

 lesson 2.1 

 lesson 2.2 

 homework 

 

 

 

student 

 lesson 3.1 

 lesson 3.2 

 homework 

 

 

 

student 

 lesson 4.1 

 lesson 4.2 

 lesson 4.3 

 homework 

 

 

student 

 lesson 5.1 

 lesson 5.2 

 lesson 5.3 

 homework 

 take post-pogram 

Northstar Digital 

Literacy 

Assessment 

 

thank you for your participation in this important program  

We hope techspark! is a meaningful, memorable experience for you 

and your students as you work together to illuminate digital learning 

and help close the digital divide.   

 



 

coordinator|mentor guidebook  
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setup 0.1|inventory 

suggested hardware 
 

suggested student hardware 

laptops  

 Our guide is specific to laptop computers running on Windows®, however 

you can use with Mac operating systems. Though inexpensive and readily 

available, mobile devices, tablets, or smart phones do not work in 

techspark! They lack the functionality and computing power of a laptop.  

o There may be nonprofits or organizations in your community (like 

TechSoup) that can provide the new or refurbished hardware you’ll 

need at an affordable price.  

o Use the same hardware and software for each student. It’s easier 

to teach on one set of hardware, and can reduce your costs to 

acquire laptops in bulk. 

o Built-in wireless capability, camera and microphone (included with 

most new laptops). 

 Use  Microsoft Windows version 7 or 8 as the operating system. Much of 

the software we recommend is only available for Windows 7 and higher. If 

the laptop you are using has Windows 8.0, upgrade to Windows 8.1.  

 Make an inventory of your computers, giving each a unique number to 

register to students when they are distributed. 

 

internet access  

 Mobile wi-fi hotspots are an option to provide Internet access at home. 

(We provided our participants with a year of free 4G Internet service, 

because the Internet is needed for techspark! Assignments and access to 

wireless Internet is still a big struggle for many of our families.) 

 

other (optional) 

 Mouse 

 Laptop cases 

 

suggested onsite equipment  

laptop computer for Coordinator 

digital projector for Coordinator 

internet access  

 wi-fi preferred 

 cables as needed for wired Internet access 

power strips 



 

setup 0.1|inventory 

suggested software 
 

Here is a list of software and websites we use for the techspark! program. Download 

software onto each student computer before the program starts. Practice the 

programs before you launch beginning Workshops and Lessons. 

 

Adobe Acrobat Reader download 

Free PDF reader, required to view many online documents.  

http://www.adobe.com/products/reader.html 

 

 

Audacity download 

Audio recording and editing software. Edit and layer multiple audio 

tracks into one final piece.  

http://audacity.sourceforge.net/ 

 

 

AVG AntiVirus download 

Free anti-virus, anti-malware software.  

http://www.avg.com/us-en/homepage 

 

 

CCleaner download 

Free disk drive optimizer and cleaner.  

https://www.piriform.com/ccleaner 

 

 

Codecademy online  

Free online lessons in HTML, JavaScript, Ruby, PHP, and Python. We 

will be focusing on the HTML track.  

http://www.codecademy.com/ 

 

 

Firefox download 

Free and open-source web browser from Mozilla.  

https://www.mozilla.org/en-US/firefox/new/ 

 

 

GIMP download 

A free and open-source equivalent of Photoshop.  

http://www.gimp.org/ 

http://www.adobe.com/products/reader.html
http://audacity.sourceforge.net/
http://www.avg.com/us-en/homepage
https://www.piriform.com/ccleaner
http://www.codecademy.com/
https://www.mozilla.org/en-US/firefox/new/
http://www.gimp.org/


 

 

Google Account online 
All techspark! students will sign up for a free Google Account. They will 

use this account for e-mail, cloud storage, file sharing, and blogging. 

http://www.accounts.google.com/ 

 

 

Google Chrome download 

Free web browser, designed to work with other Google products  

(Gmail, Drive, etc.) 

https://www.google.com/intl/en/chrome/ 

 

 

Northstar Digital Literacy Assessment online 

Six modules allow students to test their computer skills 

www.digitalliteracyassessment.org  

 

 

LibreOffice download 

Free and open-source alternative to MS Office.  

http://www.libreoffice.org/ 

 

 

Rapid Typing download 

Open-source typing software. Very basic and intuitive.  

http://www.rapidtyping.com/ 

 

 

RSSOwl download  

RSS (“Rich Site Summary”) software. Subscribe to news, blog, and 

social media feeds in one central location. 

http://www.rssowl.org/ 

 

 

 

 

http://www.accounts.google.com/
https://www.google.com/intl/en/chrome/
http://www.digitalliteracyassessment.org/
http://www.libreoffice.org/
http://www.rapidtyping.com/
http://www.rssowl.org/


 

techspark! application  
use with your standard program application 
 

 

Name: ____________________________________________  Date: _______________ 

 

Address: _______________________________________________________________ 

 

Phone: _______________________________________________________________ 

 

teen essay 
techspark! will provide you with a laptop with a mobile wif-fi hotspot to use during the 

program and at home. Please describe how you plan to use the computer and 

Internet access (150–200 words).  Be sure to talk about how these tools will assist 

you school and how learning more about technology will help you reach future goals. 

Attach additional sheets if needed. 

 
 

 
 
 

 

 



 

 techspark!   
parent orientation meeting 

Date & Time 

Location 

congratulations!  

your student has been  

accepted to techspark! 
 

techspark! is an innovative program for teens which allows them to earn a laptop 

computer while learning about digital literacy and computer skills. In the coming 

weeks/months, your student will meet regularly with a techspark! mentor. During 

these meetings, there will be presentations to the group, individual lessons from the 

techspark! Student Workbook and assignments to complete at home.  

 

The lessons range from basic skills development to exploring career paths, including 

computer-aided design. What your student can expect from techspark!: 

 A laptop computer to use during the program. 

 techspark! Student Workbook, with lessons on basic digital skills and 

“sparks” for independent exploration. 

 Progressive individual lessons beginning with keyboarding and computer 

maintenance and culminating with photo and audio editing. 

 

If your student regularly attends sessions and completes the assignments, he/she  

will be able to keep their techspark! laptop. Here is what your student will receive 

during the program: 

 

equipment [the equipment you provide may vary] 

 One laptop computer 

 Case/backpack 

 Computer mouse 

 

services [the services you provide may vary] 

 Free Internent access with a Mobile wi-fi Hotspot for 12 months  

Note: On-going technical support and Internet access will not be provided.  

 

Again, welcome to your student’s next big adventure. Please feel free to contact me if 

you have any questions or concerns. 

 

Sincerely, 

[your name here]  

[best contact information here] 

   

 

 



 

techspark! parent orientation 

meeting agenda 
 

sample agenda 

Here’s an agenda template to use (presentation template 0.2.1 included): 

 Welcome 

 What is techspark! 

 What are the responsibilities and expectations of parents and students? 

 What will my student learn? 

 Computer security 

 Internet safety 

 Questions? 

 

welcome to techspark! 
Your teen  ____________________ [Teen’s name] has been accepted into the 

techspark! program. As a participant, (s/he) will receive a ____________________ 

[type of laptop provided] computer on loan, as well as ____________________ [type 

and duration of Internet service provided] Internet service. 

____________________ [Teen’s name] may bring the laptop home for the duration of 

the program. (S/he) may keep the laptop only upon successful completion of the 

program. In loaning this laptop to your child, we expect his/her full participation in 

the program.   

Students will meet with the techspark! Coordinator once a month for workshops . 

Workshops will cover topics dealing with digital literacy, schoolwork, job skills, and 

media creation. Attendance at every workshop is mandatory. If your child cannot 

make it to a workshop, please inform the techspark! Coordinator at least one week in 

advance. Special arrangements can be made for emergencies. 

In addition to monthly workshops, your child is expected to meet with their mentor 

once a week and complete several weekly assignments. These assignments will build 

on information discussed in the monthly workshops and strengthen core digital skills. 

Over the course of the program, participants will go on _____ [number of field trips 

planned] field trips related to careers or experiences in fields of technology. 

techspark! will focus on several core strengths related to owning and using a 

computer: 

 Digital Literacy: Safe and productive Internet use, typing, HTML coding 

 Media creation: Photo editing, audio production 

 Education and Employment Skills: Word processing, slide show 

presentations, email 

 

Our goal is to maintain a balance between teaching practical skills and having fun. 

We welcome your child’s input, and yours, throughout the program. 



 

 

techspark! parent orientation 

program expectations form 
 

STUDENT agrees to:  

 Be the primary user and take responsibility for the security of the for the 

laptop computer.  

 Use the laptop computer at least three times a week for school or other 

academic purposes. 

 Consistently attend, with laptop computer, monthly Workshops and weekly 

Lessons.  

 Care for the laptop computer. Reasonable care is defined as running 

weekly virus scans, protecting it from physical damage, and ensuring the 

laptop computer is stored securely when not in use. 

 Use the Internet appropriately and not for illegal purposes.  

____________________ [Your organization] assumes no legal 

responsibility for what or how the participant uses the Internet and laptop 

computer.  (Note: It is illegal for people under the age of 18 to view 

pornographic images on the Internet.) [Insert your organization’s standard 

disclaimer here] 

 Not sell, donate or otherwise profit from the laptop computer. 

 Complete pre- and post- technology skills assessments and evaluate the 

program. 

 

PARENT agrees to:  

 Ensure this laptop will be primarily used by teen registered in the program. 

This laptop is NOT intended for other family members or parent use. 

 Encourage STUDENT to use the laptop computer at least three times a 

week for school or other academic purposes. 

 Support STUDENT’S consistent attendance, with the laptop computer, at 

monthly Workshops  and weekly Lessons. 

 Monitor STUDENT’S  appropriate use of the Internet and ensure that it is 

not for illegal purposes. ____________________ [Your organization] 

assumes no legal responsibility for what or how the participant uses the 

Internet and laptop computer. (Note: It is illegal for people under the age 

of 18 to view pornographic images on the Internet.) [Insert your 

organization’s standard disclaimer here] 

 Give ____________________ [Your organization] permission to take and 

use photos or videos of STUDENT while participating in this program, 

Photos/videos may be used for promotional purposes by 

____________________ [Your organization], techspark! and their partners.  

        



 

 

 

the techspark! COORDINATOR agrees to:   

 Communicate progress to parents as needed. 

 Lead and assist with activities during Workshops and Lessons. 

 Plan and prepare activities, set up materials for Workshops and Lessons. 

 Serve as a role model to STUDENT through consistent attendance and 

reliability  

 Maintain a safe, positive environment for youth, Mentors and staff. 

 Answer questions and provide basic computer support. 

 

the techspark! MENTOR agrees to:   

 Prepare and deliver lessons 

 Support STUDENT in acquiring technology-related knowledge and skills. 

 Support STUDENT in acquiring other desired skills. 

 Be familiar with lesson plans, ready to assist Coordinators at Workshops 

and Lessons as needed. 

 Support STUDENT reflection and accountability. 

 Serve as a role model to STUDENT through consistent attendance and 

reliability  

 Help maintain a safe, positive environment for youth. 

 

 

 

 

 

 

   ____________________________________                     ____________________________________ 

   ► STUDENT Signature             ► PARENT Signature   

 

   ____________________________________                     ____________________________________          

        Print Name                                  Date                  Print Name                                   Date           
 

 

 

 

 

 

 

   ____________________________________                     ____________________________________ 

   ► COORDINATOR Signature             ► MENTOR Signature   

 

   ____________________________________                     ____________________________________          

        Print Name                                  Date                  Print Name                                   Date           



 

 

 



 

 

workshop 1.0│welcome to techspark! 

first student workshop 
 

summary | purpose 

 Students are introduced to program expectations and plan for the year  

 Students learn how to navigate the basic functions of their new laptop, 

connect to the Internet, and create a password for their laptop for their 

account  

 Students are introduced to the idea and importance of Internet safety and 

appropriate Internet behavior  

 

 

 preparation 

 Review “welcome to techspark!” workshop and slideshow presentations 

 Print copies of student handbooks for all students 

 Load presentation files onto cloud or portable storage 

 Choose a good icebreaker 

 Test the classroom for wireless reception, troubleshoot as needed 

 

 

 resources 

 Computer and Projector (for the Coordinator)  

 presentation 1.0.1 welcome to techspark! presentations 

o part 1 - intro & expectations 

o part 2 - your new laptop 

o part 3 - laptop care & Internet safety 

 Cloud or portable storage 

 Print copy of Student Workbook for each student 

 techspark! student laptop username and password form for each student 

 Pens and/or pencils 

 Student laptops and other provided hardware or equipment  

 

 

 

 

 

  



 

 

 

 
 

  

 evaluation  

 Do students understand the program expectations? 

 

 Can students navigate their operating system and applications? 

 

 Do students understand computer care and Internet safety? 

 

 Does every student have a unique username and password? Do you have 

access to these usernames and passwords? 

 

 

additional notes and reflections:   

workshop plan for coordinator 
1. Coordinator, introduce yourself and your Mentors to the class with 

an icebreaker. Spend time memorizing students’ names.  

2. Review the expectations and long-term plan for the program with 

part one of your presentation, “intro & expectations.”  

3. Give students their laptops to plug in and turn on.  

4. Review the features of the new laptop and hardware with part two of 

your presentation, “your new laptop.”  

5. Students, working with their Mentors, complete the Scavenger Hunt 

worksheet. To increase engagement, make a game of it – add time 

limits or make it competitive, and/or award small prizes. 

6. Take a 5-10 minute break. This can be a snack break, or a time for 

students to explore features of their laptop. 

7. After the break, review relevant topics in computing safety using part 

three of the presentation, “laptop care & internet safety.” 

8. After reviewing good password practices, hand out the username 

and password form and have the students complete them. Be sure 

to collect their filled out username forms. 

9. Direct mentors to review evaluation questions with their student. 

 



 

 

workshop 1.0│welcome to techspark! 

scavenger hunt 
 

1. Open “GIMP”   

a. Name three “Selection Tools” that you can use in GIMP: 

 

_____________________________________________ 

_____________________________________________ 

_____________________________________________ 

 

2. Open “RapidTyping.” 

a. What does this application do? 

 

_____________________________________________ 

 

3. Open “LibreOffice.” 

a. Name four types of documents you can create in LibreOffice: 

 

_____________________________________________ 

_____________________________________________ 

_____________________________________________ 

_____________________________________________ 

 

4. Open “Camera.” 

a. Take a picture of you and a friend. 

 

5. Open “Calculator, ” what is:  

a. 5 + 3 = _____ 

b. 12 – 7 = _____ 

c. 27 / 3 = _____ 

 

6. Open up a web browser. 

a. What is the name of this web browser? _____________________ 

b. Go to www.wikipedia.org. Using its search box, find out when 

Barack Obama was born ____________ 

c. Go to www.sporcle.com. Take one of the quizzes. How did you do? 

 

 

bonus challenge 
Open “Paint” and draw a picture of the techspark! Coordinator.

http://www.wikipedia.org./
http://www.sporcle.com/


 

 

workshop 1.0│welcome to techspark! 

student laptop username & password form 
 

Please fill out your username, password, and laptop information, and return this 

sheet of paper to the program Coordinator. 

 

Laptop Number: ________________________________ 

 

Username:  ________________________________ 

 

Password:  ________________________________ 

 

 

 

 

 

 

 

 

 

 

workshop 1.0│welcome to techspark! 

student laptop username & password form 
 

Please fill out your username, password, and laptop information, and return this 

sheet of paper to the program Coordinator. 

 

Laptop Number: ________________________________ 

 

Username:  ________________________________ 

 

Password:  ________________________________ 

  



 

 

lesson 1.1│computer maintenance 

  
 

summary | learning objectives 

 Students will learn how to perform basic computer maintenance 

 Students will understand why it is important to run routine computer 

cleanings and virus scans 

 Students will learn to run routine virus scans in AVG and CCleaner 

 Students will set up a Google account, if needed 

 

 

 preparation  

 Review “using CCLeaner” and “using AVG AntiVirus”  

 If you don’t already have one, create a Google account and familiarize 

yourself with Gmail, Google Calendar, and Google Drive 

 

 

 resources 

 Student’s laptop  

 Software: CCleaner 

 Software: AVG AntiVirus 

 

 

 

lesson plan for mentors 
1. Mentors, highlight keypoints from “using CCleaner” with your student 

and explain each of the functions of CCleaner. 

2. Talk about why it is important to run CCleaner weekly, have them set 

up a weekly time to clean, perhaps during a Lesson.  

3. Highlight keypoints from “using AVG AntiVirus.” Have students set up 

activation schedule. 

4. Ask student if they already have a Google Account. If not, create one 

with them: 

a. Direct them to http://www.google.com 

b. Click the “Sign In” button.  

c. Click the “Create an Account” button. 

d. Help them complete the form. 

e. Have them write their username and password somewhere 

they’ll remember. 

5. Review evaluation questions with your student. 



 

 

 

 evaluation  

 Does the student demonstrate understanding of the importance of 

computer maintenance?   

 

 Does the student demonstrate understanding of why it is important to run 

routine computer cleanings and virus scans?  

 

 Did the student learn how to run the CCleaner? 

 

 Are AVG AntiVirus settings saved? If so, the program will run at the 

specified time. 

 

 Does the student have a Google Account?  

 

 Do they have a way to remember their username and password? 

 

 

additional notes and reflections:  



 

 

lesson 1.1│computer maintenance  

using CCleaner 
 

the cleaner 
Used for cleaning useless files from 

your computer. Allows your computer to 

find the files it needs more efficiently – 

i.e. makes your computer run faster. 

 Have the student        

click “Run Cleaner.”  

 

 

 
 

the registry cleaner 
The “Registry” is what keeps track of 

where and what everything is on your 

Windows laptop. Often, items in the 

registry get kept around long after 

they’re needed which  makes it harder 

for the computer to find what it needs.  

 Have the student click    

“Scan for Issues” and  

then “Fix Selected Issues.”  

There is no need to create  

a backup of the registry  

when asked.  

 

 
  



 

 

 

the tools │ uninstall 
Uninstall makes it easy to see what 

software programs are on your 

computer. If you see something you 

don’t need any more or think might be 

bad software, you can remove it using 

this tool. 

  

 

 

 

 

 
the tools │ startup 
Some programs tell Windows, “Hey! 

When you start up, start me up too!” 

Sometimes this makes things easier  

for us, other times it just makes your 

computer take forever to turn on. 

 

Use Startup to Disable or Delete the 

commands that tell a program to    

startup when you turn on your laptop. 

 Help  your student find  

items they want to disable.  

You can always re-enable  

later using Startup. 

  



 

 

lesson 1.1│computer maintenance  

using AVG AntiVirus 
 

Viruses and Malware are a fact of life, and any use of the Internet makes a computer 

vulnerable to these invaders. These types of software can take over your computer 

and prevent you from using the Internet or other software programs. They may also 

delete important information or steal your username and password. 

 

Fortunately, your laptop comes equipped with AVG, one of the best free antivirus 

software programs available. It’s very important that you keep AVG installed and 

updated at all times. Additionally, you will perform routine anti-virus scans on your 

computer, to make sure that no enemies have slipped through the gates. 

 

 

When you open AVG AntiVirus, you 

should see a row of green squares 

informing you that your computer is 

PROTECTED. If you open AVG and your 

screen doesn’t look like this, tell your 

Mentor or the program Coordinator   

right away. 

 

You can run a manual scan any time by 

clicking the “Scan Now” button. 

 

You will also want to set up AVG to run 

automatic scans. Click the “Options”  

button and choose “Advanced Settings.” 

 

 

In “Advanced Settings >>Schedules >> 

Scheduled Scan,” choose one of the 

“Schedule Running” options. We 

recommend running a scan once a week 

at a date and time when you don’t need 

to use your computer. Your computer 

does need to be turned on for the scan 

to take place. 

 

When you are finished, click “OK.”       

AVG AntiVirus is now protecting                     

your computer. 

 



 
 

 



 
 

workshop 2.0│internet, email & blogs 

  
 

summary | learning objectives 

 Students learn to write an email and follow email etiquette 

 Students learn about web browsers and how to navigate them 

 Students learn the basic Internet searching and research methods 

 Students are introduced to blogging and RSS 

 

 

 preparation  

 Review “pin the button on the browser” instructions and workshop plan 

 If you don’t already have one, create a Google Account 

 Collect every student’s Gmail address (from Lesson 1.1) 

 Create or update your program’s blog through your Google Account 

o http://sampletechspark.blogspot.com is an example of what your 

program’s blog might look like 

o Setting up a blog takes some time; get a head start 

 Create “pin the button on the browser” game from provided instructions.  

 

 

 resources 

 Computer and Projector (for the Coordinator)  

 Materials to make “pin the button on the browser” game board and pieces 

 Program blog (or use http://sampletechspark.blogspot.com as included) 

 

 

 

 

 

workshop plan for coordinator 

1. Introduce web browsers and your program blog. 

2. Play “pin the button on the browser.”  

3. Discuss email etiquette & safety. 

4. Demonstrate email and have students write an email to you. 

5. Demonstrate a web search. Have students pick a topic and search. 

6. Direct Mentors to review evaluation questions with their student. 

 

 

http://sampletechspark.blogspot.com/
http://sampletechspark.blogspot.com/


 
 

 

 evaluation 

 Did students write an email, and do they understand email etiquette and 

safety?  

 

 Can students connect to the Internet and open/navigate a web browser? 

 

 Can students use a search engine and find information of interest?  

 

 Do students have an initial understanding of blogging?  

 

 

additional notes and reflections:  

 



 
 

workshop 2.0│internet, email & blogs 

“pin the button on the browser” game 
 

Create a large-scale printed model of a web browser to 

use as a game board. We’ve used a replica of Google 

Chrome version 40. Be sure to note any differences in 

the browser you’re using with your students. 

 

you will need: 

 Two pieces of 22”x28” poster 

board or foam core board 

 Scissors 

 Glue, tape, and/or Velcro  

 Marker  

 (Optional) Laminate materials  

 

inventory of pieces 

web browser: 

A. Upper-left corner of browser 

B. Upper-right corner of browser 

C. Lower-left corner of browser 

D. Lower-right corner of browser 

  

buttons:  

1. Active Tab - The white background indicates that this is the website you are 

currently viewing 

2. Inactive Tab - The grey background indicates that this website is running in 

the background. 

3. Add a tab - Pressing this space opens a new tab. 

4. Back - Takes you back to the previous page you visited. 

5. Forward - Takes you to the next page forward, after pressing “Back.”  

6a. Stop Loading - Stops the page from loading 

6b. Refresh Page - Reloads the page you are on. 

7a. Web Address (not secure) - Type the address of the website you want to 

visit and hit “Enter.” 

7b. Web Address (secure) - This website is secure. You can tell because of the 

a) padlock, b) “https,” and c) green box around the web address. 

8. Bookmark - Clicking this button adds the website to your Bookmarks 

toolbar. A yellow star means the website is already bookmarked. 

9. Bookmarks toolbar - A list of the websites you have bookmarked. 

Sample Game Board 



 
 

1 2 3 

4 5 6 7 8 

9 

 

 

A 

 

 

B 

 

 

C 

 

 

D 

 

instructions 

creating the board 

1. Print out the following pages. Cut out each piece along the dotted lines. 

2. Glue pieces A, B, C, and D to the first piece of poster board or foam core 

board, as shown in the diagram. This is your “browser.” 

3. Glue pieces 1 through 9 to the second piece of poster board for 

reinforcement. Once the glue is dried, cut out these reinforced pieces. 

Laminate them if possible. 

4. Arrange pieces 1 through 9 on the first piece of poster board, as shown in 

the diagram on the first page. With a marker, trace piece outlines. 

5. (Optional) Apply Velcro to pieces and outlines if you are using Velcro. 

  

  



 
 

 

setting up the game 

1. Hang your “browser” poster board at the front of the classroom.  

2. Pieces 1 through 9 are your “buttons.” Flip them upside down on a table in 

front of the poster board “browser,” and attach a piece of tape or Velcro to 

the back of each “button.” 

 

playing the game 

1. Taking turns, each student will pick a “button” from the table. They will 

turn it over and place it on the “browser,” in the position that they think is 

correct. 

2. When a student places a “button” on the “browser,” ask the class if this is 

the correct position of that “button.” If it is incorrect, ask someone to 

reposition it.  

3. With each button, ask the entire class what that button does. Take a 

moment to describe its importance. 

a. For buttons 7a and 7b, ask the class if the website is secure. 

b. For 7b, ask the class to identify the three signs of a secure website 

i. Padlock next to the web address 

ii. “https” instead of “http” 

iii. Green box around part of the web address 

 

 

bonus challenge  
Blindfold each student before they place their button.



 
 

 

A
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workshop 2.0│internet, email & blogs 

email etiquette & safety  

 
Email is very different from texting. Email means “electronic mail” and should be 

similar in structure to a letter or note that you would write to someone. 

 

etiquette 

email should always 

 Have a subject in the “Subject” line – don’t leave subject blank 

 Have a greeting to the person being e-mailed – “Hello Susie,” 

 Contain complete sentences with proper punctuation and capitalization 

 Have a closing – “Thanks in advance” 

 Have your name at the end 

 Always be considered private communication 

 

email should never 

 Be in all lower or upper case 

 Be in incomplete sentence or text talk (example: LOL, BRB, etc.) 

 Be used to bully or humiliate others 

 

practice writing an email to your mentor: 

1. Open up a web browser and go to your Gmail account. 

2. Write an email to your Mentor following the guidelines above. 

3. Click “Send” to complete your email. 

 

safety 

Email is a helpful tool to connect with friends and family, but keep your safety in 

mind. Remember the Internet threats we discussed in Workshop 1.0:  

 phishing scams 

 spam 

 malware 

 spyware 

 viruses 

 

To avoid being hurt by these threats, do not open emails: 

 from people you don’t know  

 from companies that you didn’t give your email to 

 with subject lines that don’t make any sense 

 with attachments (noted by a paper clip icon) that you didn’t ask for 



 
 

 

lesson 2.1│blogging & RSS 

  
 

summary | learning objective 

 Students will gain an understanding of RSS feeds using RSSOwl 

 Students will subscribe to at least 5 blogs or websites using RSSOwl 

 Students will learn how to use Blogger and post their first blog 

 

 

 preparation  

 Review “intro to Blogger” and “intro to RSSOwl”  

 Download RSSOwl to your computer and familiarize yourself with the 

program’s basic features 

 Find some blogs ahead of time that you think your student might like 

 Make sure Coordinator has emailed Blogger invite to students  

 

 

 resources 

 Software: RSSOwl 

 Website: Blogger (www.blogger.com) 

 Your program’s blog at: ____________________ [your blog’s URL] 

 

 

 
 

 

 

 

  

lesson plan for mentors 

1. Mentors, review “Intro to Blogger” and “Intro to RSSOwl” with your student, 

emphasizing key pieces of information and following the bulleted steps. 

2. Student composes and posts a blog entry. 

3. Student subscribes to RSS feeds with RSSOwl. 

4. Review evaluation questions with your student. 

 



 
 

 

 

 evaluation  

 Does your student understand the basics of RSS feeds and RSSOwl? 

 

 Did your student subscribe to at least 5 blogs/websites using RSSOwl? 

 

 Did your student write a post in Blogger? 

 

 Did your student write and publish a 3-4 sentence blog post about their 

goals and expectations for techspark!? 

 

 Does your student understand their homework assignments? 

o 5 new RSSOwl subscriptions each month (this month is complete!) 

o Write and post one new blog post every week 

 

 

additional notes and reflections:  

  



 
 

 

lesson 2.1│blogging & RSS 

intro to Blogger 
 

Blogs, short for “web logs,” have been around for a long time and are everywhere 

today. People use them to share opinions, advertise businesses, and even report the 

news. In fact, blogs have become one of the main sources for information in the 21st 

century. People still read the newspaper, listen to the radio, and watch the television 

for news, but blogs can keep people up to date on areas of interest that aren’t 

covered as well on television, radio or the newspaper. 

 

In this activity, you are going to learn how to write your own blog posts using a 

website called Blogger. Blogger is owned by Google, so you can write posts using your 

Google account.  

 Sign into Gmail, you should have a new email inviting you to join Blogger. 

(Let the program Coordinator know if you don’t have this email.)  

 Click the button that says, “Accept invitation.” This will take you to Blogger. 

 When you arrive at Blogger, click the button that says, “Accept invitation.” 

 You are now signed up as an author for our program’s blog! 

 

When you log into http://www.blogger.com, you will see a list of blogs. The blog for 

this program should be on the list. Clicking on our program blog will take you to the 

blog’s interface. An interface is where you can compose and upload new blog posts, 

look at other people’s blog posts, and change your settings. 

 

Now you are going to write your first post for our blog! Open a blank template for a 

blog post, either by clicking the “pencil” button on the home screen or by clicking the 

“New Post” button in the main interface. 

 

IMPORTANT 
Before you write your first blog post, review the Internet safety tips that we talked 

about previously. To keep safe with blog posts: 

 DO NOT include your full name in any blog post. 

 DO NOT give personal information (age, address, school) in your blog post. 

 DO NOT use full names or give out any personal information of any family, 

friends, or acquaintances in your blog post. 

 Use abbreviated or fake names for any family, friends, or locations if you 

are going to share a personal story. For example 

o Your friend is named Susan Quinn, but you might call her “Suzie Q,” 

or even “Sammy.” 

o Your school might be called “Barack and Michelle Obama 

Elementary,” but you can call it “a nearby Elementary School.” 

  

http://www.blogger.com/


 
 

 

 

The toolbar at the top of the screen has tools for formatting (changing the font, size 

or color of your text) your blog post. You can use the formatting tools to make your 

blog look extra good. These are the buttons on your toolbar, and here is what they do: 

 

 

Compose & HTML Mode For now, stay in “Compose” mode, but you might want 

to try “HTML” mode once you’ve learned a bit of code. 

 

Undo and Redo Clicking these arrows will cycle through any edits you’ve made   

to your post. 

 
Font & Font Size Select any text in your post and change the font and font size. 

 

Format Default formats for Headers and Sub-Headers. Useful if your blog post 

has many sections. 

 

Formatting Tools Select any text in your post and make it bold, italic, 

underlined, or strike-through. 

 

Text Color & Text Background Color Select any text in your post and change its 

color or its background color. 

 

Add or Remove Link Select any text in your post and turn it into a hyperlink by 

clicking this button. Then enter the address of the website you wish to link. 

 

Insert Image & Insert a Video Blogger makes it easy to insert pictures and 

videos from your computer and from the internet. YouTube videos embed right 

into the blog post. 

 

Insert Jump Break A “jump break” is a very useful blogging tool. Anything 

before the jump break will appear on the main page. Anything after the jump 

break is hidden until the reader follows a link. If your blog post is very long, a 

jump break is a great way to keep the reader’s interest. 

 

Alignment Select text in your post and align it to the left, center, or right. You 

can also “justify” the text, which aligns it to both the left and right. 

 

Numbered List & Bulleted List Insert a list into your blog post, either with 

numbers or bullets. 

 

Quote Select any text in your post and turn it into a quotation. This will offset 

this text from the rest of the post. Use if you have a quote longer than one line. 

 

Remove Formatting If you have formatted a chunk of text and want to start 

over, select that text and click the “Remove Formatting” button. 

 

Check Spelling Your browser is probably checking for spelling errors, but this 

Spellcheck is a feature makes sure that your post doesn’t include any typos. 

 



 
 

 

 

create your first blog post 

Now that you are familiar with formatting tools and Internet safety, you can write your 

first blog post! Here is your first writing prompt: 

“You are about to learn many new things to do on your computer. What are 

you most excited to learn? Do you have any goals for the year? What are 

they? What are you most excited to do with your laptop?” 

 

Your blog post should: 

 be at least four sentences long 

 use appropriate language 

 follow Internet Safety guidelines (no naming names or places) 

 

You can add labels to your post. Labels will appear 

underneath the blog post, and are a great way to organize 

the posts on our blog. For example, if a reader clicks a 

label called “Sports,” they can look through every post 

about sports.  

 

Use the Labels box to add words that describe what you 

wrote about. For example, if you write a post about math 

class, basketball, and YouTube, you might write “School, 

Math, Basketball, Sports, YouTube” in the “Labels” box. 

 

 

 
 

Look for the box labeled “Post title” And enter a title for your post. You can click 

“Save” if you want to save your post and come back to it later, or “Preview” if you 

want to see what the post will look like before you publish it. 

 

When you are ready, press the “Publish” button. This will publish your post to the 

blog, and now anyone can read it. You can always come back and edit the post later, 

even after it’s been published. 

 

 

congratulations!  
You have now written and published your very first blog post. 

  



 
 

 

lesson 2.1│blogging & RSS 

intro to RSSOwl 
 

Blogs are a popular way for people to write and publish on the 

Internet. “RSS” stands for Rich Source Summary. An RSS feed is a 

document that is always checking for new information on a website. 

Most blogs and news-like websites publish an RSS feed. Programs 

like RSSOwl, which is installed on your computer, read these feeds and give them to 

you in an easy format. 

 

You can use RSSOwl to find and collect blogs on topics that you are interested in.  

 Using an Internet browser, find 5 blogs that you think are interesting. You 

can search for them by entering words like “basketball and blog” into a 

search engine, like Google.  

 Once you’ve found interesting blogs, open RSSOwl. If this is the first time 

you’ve used RSSOwl, a window will pop up that says “Welcome to 

RSSOwl.” (If this window does not appear, don’t worry. Skip ahead to the 

next section.)  

o RSSOwl recommends lots of great feeds, but this list can be 

overwhelming. For now, click “Cancel.”  

o You will also see a tutorial for some RSSOwl basics. Click “Cancel” 

on this also. You can always get back to the tutorial from the “Help” 

menu of RSSOwl. 
 

RSSOwl makes subscribing to an RSS feed incredibly easy. Enter a website’s address 

and RSSOwl will find its RSS feed automatically. 

 Click the “New” button, pulling up a prompt called “New 

Feed.”  

 Under the “Create a feed by supplying the website or 

direct link,” type the address of the website that you wish 

to follow.   

 Click “Next,” and RSSOwl will find that website’s RSS feed.  

 Choose the folder where you want to store the feed, and click “Finish.”  

o Click the black arrow next to the “New” button. You can create a 

new folder that will show up in your list of subscriptions. Drag your 

feeds and sub-folders into folders to create a good organization 

system. For example, news feeds can go in a folder called “News.” 

 

If you followed these steps correctly, RSSOwl will add this feed to your subscriptions. 

If there is a red “X” in that feed’s icon, it means that RSSOwl was not able to find a 

feed for this website. (For example, http://www.google.com/ has no RSS feed, and 

subscribing to Google will not work.) 

 

http://www.google.com/


 
 

 

 

 
Once you’ve subscribed to a few feeds and organized them into folders, your RSSOwl 

window should look something like this. An active feed with unread articles shows up 

in bold, and the number next to it tells you how many articles are unread. Click on an 

article to automatically change its status from “Read” to “Unread.” 

 

Sometimes an RSS feed will display an entire article, including pictures and 

embedded content. Sometimes it will only show a snippet of an article, prompting you 

to visit the blog and read the rest of the content. Double-clicking on an article in the 

folder or clicking on its title will open up that article in your web browser. 

 RSSOwl has some great tools for organization and sharing: 

 

 Mark Read/Unread Toggles an article’s status between “Read” and “Unread” 

 

 Sticky Marks an article as “Sticky.” Sticky content shows up as highlighted. 

 

 Label Assigns one or more labels to an article, like “Important,” or “Personal.” 

 

 Archive Sends an article to the “Archive” folder, where it will stay until moved. 

 

 Share An easy way to share an article through Facebook, Twitter, email, etc. 

 

 Click on the “Tools” menu and choose “Clean Up.” This is useful if you 

haven’t used RSSOwl in a while and your feed is cluttered with old articles.  

 

congratulations! 
You are now a pro at using RSSOwl! It is now up to you to pick new websites and 

blogs to follow and read the articles in your feed.



 

 

lesson 2.2│RapidTyping & Codecademy 

  
 

summary | learning objectives 

 Students will be encouraged to continue their blog posts and following 

sites via RSSOwl 

 Students will learn the importance of using the keyboard and practice 

keyboarding with RapidTyping 

 Students will gain initial understanding of HTML coding and will set up a 

Codecademy account 

 Students will complete the first Web Fundamentals program in 

Codecademy 

 

 

 preparation  

 Review “intro to RapidTyping” and “intro to Codecademy” 

 Download RapidTyping on your own computer and familiarize yourself with 

its basic features 

 Create a Codecademy account and start the “Web Fundamentals” course 

 

 

 resources 

 Software: RapidTyping 

 Website: Codecademy (www.codecademy.com) 

 

 

 
  

lesson plan for mentors 

1. Mentors, check in with your student about their homework. Have they 

written a new blog post on the program blog? Are they reading articles 

on their RSSOwl? They might need a refresher, but try not to spend too 

much time on this. 

2. Review “Intro to RapidTyping” with your student, highlighting important 

pieces of information and following the bulleted steps. 

3. Review “Intro to Codecademy” with your student, highlighting important 

pieces of information and following the bulleted steps. 

4. Review evaluation questions with your student. 

 



 

 

 

 evaluation 
 Did your student complete their techspark! homework for this week? 

o One new blog post on the program blog 

 

 Did your student learn how to use RapidTyping? Have they completed the 

first four lessons in “Beginner >> Basics”? 

 

 Did your student create a Codecademy account? Have they completed the 

first “Web Fundamentals” lesson? 

 

 Does your student understand their new homework assignments? 

o One RapidTyping lesson per week 

o Two “Web Fundamentals” lessons on Codecademy per month 

 

 

additional notes and reflections:  

  



 

 

lesson 2.2│RapidTyping & Codecademy 

intro to RapidTyping  
 

Perhaps 20 years from now we will all be computing with voice-activated future-

glasses, and “typing” will be a distant memory. For now, we live in a world of QWERTY 

keyboards.  Using a computer to write emails, conduct web searches, and create 

documents means you’ll have to type quickly and accurately. 

 

RapidTyping is an effective typing program. In this lesson you will learn how to use 

RapidTyping and become a fast typist in no time!  

 

 
 

When you first open RapidTyping, you should see a screen that looks like this. The 

three tabs on the left side of the screen are the three interfaces of RapidTyping: 

Current Lesson, Student Statistics, and Lesson Editor. For now, stay in the “Current 

Lesson.” 

 

  



 

 

 

 
These two menus on the “Current Lesson” screen let you choose a course (folder) 

and a lesson (file). For now, stay in the “Introduction” course. 

 

Next to these menus is a clock that says how much time is left in the current lesson. 

The timer won’t start until you begin typing. In future lessons, there will also be icons 

that show your % of errors and WPM (words per minute). 

 

The bottom of the screen shows a keyboard and two hands. This demonstrates how 

you should position your hand. , During the lesson it will highlight which key or 

combination of keys to type. 

 

In the middle of the screen is the lesson itself. It’s your job to type the letter or 

number inside the box. If you type the wrong letter or number, it will turn red, and you 

must retry until you are correct. If you type the correct letter or number, it will turn 

green, and you will move on to the next letter or number. 

 Place your hands in the 

correct position on the 

keyboard and  press any key. 

Your lesson will begin. Your 

first lesson should take less  

than one minute. 

 

 When you finish the lesson, 

you will see a “Results” 

screen like the one shown     

to the right. This will tell you   

if you reached the lesson 

goals. If you did NOT reach 

the lesson goals, RapidTyping will suggest that you “Try Again.” For these 

introductory lessons, click the bubble next to “Go to the next lesson” 

before you click “OK.” 

 

 Finish the rest of the lessons in the “Introduction” course. There are 23 

lessons in total, and the whole “Introduction” course should take about 

than 15 minutes. If you haven’t finished in 15 minutes, stop and go on to 

the next step. 



 

 

 

 

Click the “Student Statistics” tab. It should take you to a screen with lots of 

information about your progress. Here are the parts to look at: 

 

This drop-down menu lets you look at statistics 

for a particular course. For now, stay in 

“Introduction.”  

 

This graph shows your speed and accuracy in 

each lesson. Clicking on each point on the 

graph lets you look at specific data for each 

lesson. As you can see, this student did pretty 

well on every lesson except for one lesson. 

 

 

 

 

RapidTyping tracks data even more specifically, breaking down your progress for 

each individual key. But don’t worry about this, we’re only interested in  your overall 

accuracy and speed for each lesson. 

 

Now you know how to use RapidTyping! It’s up to you to finish a RapidTyping lesson 

every week. Your Mentor will check in and see how you’re doing in RapidTyping. If you 

are having difficulties, ask your Mentor or Coordinator for help. 



 

 

lesson 2.2│RapidTyping & Codecademy 

intro to Codecademy 
 

Computers are great tools, but how do they work? When you click on a website link or 

use your keyboard to type messages, how does the computer know to do all of those 

complicated things? The answer is code. 

 

Coding is a way to communicate with a computer, and you can do that with many 

different programming languages. Everything on a computer is made up of lines of 

code. A computer code is kind of like a secret language that a computer can 

understand. Once you learn these programming languages, you can talk to the 

computer and make it do just about anything! Learning a new programming language 

is like learning any kind of language. If you’ve never learned French, you’ll probably 

look at a book written in French and scratch your head. But people who grow up 

reading and writing and speaking French can read that book. The more you learn how 

to code, the easier it will get. 

 

In this lesson, you will sign up for an account at a very cool website called 

Codecademy. Codecademy has lessons in many different programming languages. 

With a little bit of help you will be able to learn to code in HTML. 

 

get started using Codecademy 
Go to http://www.codecademy.com   

 Click the “Sign In” button and choose “Sign in with Google”. Enter your 

username and password and click “Accept.” 

 You will now be redirected to your “Dashboard.” Click the “Start Learning” 

button to choose a new course. 

 You can explore Codecademy’s many lessons in your free time. For now, 

click on the box that says “Web Fundamentals.” This will be part of your 

homework for the next few weeks. 

 You will now be redirected to the main screen for the “Web Fundamentals”  

course. This course consists of 6 lessons in HTML and 6 lessons in CSS. 

Click the “Start” button to begin the first HTML lesson. 

 With your Mentor’s help, finish the first HTML lesson. It consists of 13 

steps and should take about a half hour. If you run out of time, finish the 

rest for homework. 

 

It is now up to you to finish “Web Fundamentals.” If you have any questions with your 

Codecademy homework, ask your Mentor or Coordinator for help. 

 

http://www.codecademy.com/


 

 



 

 

workshop 3.0│intro to photo editing  

  
 

summary | learning objectives 

 Students learn to “photoshop,” or edit, images using GIMP 

 Students learn to search for/import photographic elements from the web 

 Students learn to layer and assemble manipulated images to create a 

new, original image 

 

 

 preparation  

 Review “photo editing in GIMP” and be familiar with what each tool does 

 Review and practice “creating a superhero” to use GIMP tools yourself 

 Finish your own “creating a superhero” image to show students 

 Collect appropriate pictures (works in the public domain or licensed under 

Creative Commons) for students to use in “creating a superhero”  

 Post pictures onto your program blog for students to use 

 

 

 resources 

 Computer and Projector (for the Coordinator) 

 Software: GIMP 

 Websites: Creative Commons and Public Domain photos 

o http://search.creativecommons.org/ 

o http://commons.wikimedia.org/wiki/Commons: 

Free_media_resources/Photography  

 

 

 
 

workshop plan for the coordinator 
1. Direct Mentors to review homework assignments with their student. 

2. Coordinator, present “photo editing in GIMP” with students. 

3. Present “become a superhero” to the students. Project your computer 

screen as you go through each step. Have students create their own 

superhero with their Mentors. 

4. Have students email you their final superhero image. 

5. Direct Mentors to review evaluation questions with their student. 

 

http://search.creativecommons.org/
http://commons.wikimedia.org/wiki/Commons:%20Free_media_resources/Photography
http://commons.wikimedia.org/wiki/Commons:%20Free_media_resources/Photography


 

 

 

 evaluation 

 Is your student on top of their techspark! homework? 

 

 Can students search for appropriate photographic elements from the web? 

 

 Can students bring images into GIMP for editing? 

 

 Can students layer and assemble manipulated images to create a new, 

original image? 

 

 Can students export final image from GIMP to their computer? 

 

 Can students email the final image as an attachment? 

 

 

additional notes and reflections:  

 



 

 

workshop 3.0│intro to photo editing  

 
 

photo editing in GIMP 
Even if you’ve never used a computer, you’ve probably heard somebody say a picture 

has been “photoshopped.” Much like how “Kleenex” is the most commonly used 

word for “tissue,” the word “photoshop” has become a common term. It’s even in the 

dictionary! When you ‘photoshop’ a picture, you’re editing it to make it look different.  

 

Actually, people have been editing pictures by hand ever since the early days of 

cameras. Check out this picture of the Loch Ness monster: 

 

 
 

There isn’t actually a monster in Loch Ness. Somebody “photoshopped” this picture 

50 years before the term was coined. 

 

Your laptop is equipped with a program called GIMP.  GIMP one of the best photo 

editing software options available. With GIMP you can photoshop, or edit, 

photographs that you take or images that you download from the Internet.  

 

In your next three techspark! sessions you will work on photo projects and learn the 

basics of photo editing. 

 

Here’s a guide to the ways you can edit photos in GIMP. 

 

 

 



 

 

 

Your GIMP Toolbox 

 

Select part of the 

picture in the shape of 

a rectangle. 
 

Move layers and 

selections by clicking 

and dragging. 
 

Draw on your picture 

with a pencil. 

 

Select part of the 

picture in the shape of 

an ellipse. 
 

Align layers to 

each other.  

Paint on your picture 

with a paintbrush. 

 

Select part of the 

picture by drawing 

a shape. 
 

Crop your picture by 

drawing a box and 

typing “Enter.” 
 

Erase a drawing 

or painting. 

 

Click on part of the 

picture. GIMP will 

select everything of the 

same color in the area. 

 

Rotate layers and 

selections by clicking 

and dragging. 
 

Paint on your picture 

with an airbrush. 

 

Click on part of the 

picture. GIMP will 

select everything of the 

same color. 

 

Make layers and 

selections bigger or 

smaller by clicking 

and dragging. 

 

Paint on your picture 

with calligraphy ink. 

 

Cut out shapes using 

GIMP’s “intelligent” 

scissors. 
 

Make layers and 

selections slant at 

an angle by clicking 

and dragging. 

 

Copy part of your 

picture and stamp it 

somewhere else. 

 

Select part of the 

picture using 

“foreground select.” 
 

Change perspective of 

layers and selections 

by clicking and 

dragging corners. 

 

“Heal” image 

irregularities. 

 

Cut out shapes using 

some not-so-intelligent 

scissors. 
 

Flip layers and 

selections.  

Clone part of your 

image by changing 

the perspective. 

 

Click on a color in your 

picture to set drawing 

tools to that color. 
 

Add layers of text to 

your image.  

Blur part of  

your picture. 

 

Zoom into part of your 

picture by drawing a 

box around it. 
 

Fill a selected area 

with a color or pattern.  

Smudge part of  

your picture. 

 

Measure distances 

and angles by 

drawing a line. 
 

Fill a selected area 

with a color gradient.  

Brighten or darken part 

of your picture. 



 

 

 

creating a superhero 
Editing, or photoshopping, a picture is when someone uses a computer to change the 

way it looks. The change might be small, like a picture with some of the colors 

changed. The change might also be big, like cutting a person from one picture and 

putting them into another. In this workshop, you’re going to put someone into a 

superhero costume using GIMP. When you’re done with this project, you’ll know how 

to use GIMP for your own projects. 

 

step one: finding a picture 
First, find a picture of a person or animal that you can 

see being heroic. You can do this with an image of 

anyone, but to save you time, we’ve pulled some 

pictures together. Go to your program blog site and 

choose a picture to download.  

 

Mouse over the image and use the right-click button 

on your mouse to make some options pop up. Select 

“Save image as…” to save the picture file to your  

computer desktop. Name the file “My Superhero.” 

 

a note about copyright law  

Many images are “copyrighted,” meaning someone owns the legal rights of their 

image. You cannot reproduce their work or make an imitation of their work (called 

plagiarism) without getting their permission.  

 

In this workshop, we are going to use free images that are in the “public domain” 

(there is no active copyright) or ones you can use under conditions of a Creative 

Commons license. This means you can use the picture without having to request 

permission from the original creator or person who holds the copyright. You may have 

to give credit, called attribution or citation, to the original creators out of respect for 

their work or their particular Creative Commons license agreement. 

 

Here are some places you can get public domain or Creative Commons images. Ask 

your Mentor if you can use the photo and if the image is safe to download:  

 http://commons.wikimedia.org/wiki/Commons:Free_media_resources/Photography  

 http://search.creativecommons.org/ 

 

 

We’ll use this public-domain photo  

of Abraham Lincoln as an example. 

http://commons.wikimedia.org/wiki/Commons:Free_media_resources/Photography
http://search.creativecommons.org/


 

 

 

step two: intelligent scissors 

Open GIMP, you should see a blank window with two toolbars. The 

window is blank because you haven’t started a project yet!  

 

Go to “File >> Open” and find the picture you saved. Open in GIMP. 

 

This is your toolbox, and it contains lots of tools for 

playing with pictures in GIMP. You want to select the 

intelligent scissors tool: 

 

GIMP has lots of tools for cutting up a picture. For this 

activity, we are going to use the intelligent scissors. This 

tool makes it easy to cut out part of a picture with just a 

few clicks of your mouse. 

 

To start, click somewhere along the edge of the face. Make your first click in a place 

you’ll remember later! 

 

GIMP places a dot at the place you clicked – by the 

ear. Make another dot along the edge of the face, 

close to where you placed the first dot. The intelligent 

scissors will fill in the space in between. You don’t 

have to put the two dots right next to each other, but 

GIMP might make a mistake if they’re too far apart. 

Keep making dots on the edge of your face until you’re 

back where you started. 

 

 

 

When you are all done, click on the first dot that you 

made. That tells GIMP that you are done using the 

scissors.  

 

Now hit “Enter” on your keyboard. If you did everything 

right, GIMP will select everything inside of your outline. 

 

 

 

 

GIMP’s 

Intelligent 

Scissors 

GIMP Toolbox 

GIMP Toolbox 



 

 

 

However, you want everything outside of the outline to 

be selected.  

 

Go to “Select >> Invert.” Now everything outside of the 

outline should be selected. Go to “Edit >> Clear.” This 

will delete everything that isn’t the face. 

 

 

 

 

 

Presto! All of the background is gone. Before you can 

add anything else, you need to make the background 

transparent. That way, you can place the head onto a 

superhero body. 

 

Go to “Colors >> Color to Alpha.” A box should pop up 

showing you what the background change will look 

like. Click “OK.” 

 

 

 

 

 

Now your head is floating in transparent space,  

waiting for you to give it a new body. 

 

 

 

 

 

 



 

 
 

step three: superhero time 
Find a picture of a superhero. It could be a character from 

your favorite comic book or movie, or just any character  

that  you like. Right click to save this picture to your 

computer desktop.  

 

Back in GIMP, go to “File >> Open as Layers.” This will let 

you add new pictures to the project that you’ve already 

started. Find the superhero picture you saved and add it as 

a new layer. 

 

Now you’ve added that superhero picture, but you might notice that the superhero is 

way too big to even fit in the picture. We can fix that right now. 

 

Go to “Image >> Fit Canvas to Layers.” This will make your picture big enough to fit 

the superhero picture. Go to “View >> Zoom >> Fit Image in Window.” Now you 

should be able to see everything. 

 

Remember how you have two toolbars open? The second toolbar is your layers. 

These are all the pieces of your project, kind of like all the different parts of a collage. 

 

You can see that your project has two layers: the head 

and the superhero. The eye next to each layer means 

that you can see that layer. If you click on the eye, it 

will hide the layer. 

 

In the picture above, the superhero layer is selected. 

Clicking on a layer will select it and let you make 

changes. Also, the order of the layers is very important. 

If you can’t see the head right now, it’s because the 

superhero layer is on top of it. 

 

Move the head layer on top of the superhero layer by 

using the green arrows, or by clicking and dragging the 

layers around.  

 

 

 



 

 

 

When the layers are in the correct order, 

you should see the head floating in front 

of the picture of the superhero. 

 

Go back to the toolbox, and use the 

scale, rotate, and move tools to fit the 

head on the superhero’s body. 

 

 

 

Make sure the head layer is selected, 

and then experiment with these tools    

to get your head in the right spot.      

 

When you are done, you will have a 

photoshopped picture of a superhero!  

 

 



 

 

 

step four: saving the picture 
You’re almost done! You’ve downloaded a picture, cut the head off its body, and 

placed it onto the body of a superhero. Now you just need to save a copy of the 

picture so you can have it forever. 

Go to “File >> Export.” A window will pop up on the screen asking you how and where 

you want to save the picture. 

 

At the top of the window, you can change the name of your picture to something like 

“My Superhero Picture.” In the middle of the window, you can choose where you are 

going to save the picture. Save the file as a JPEG, a standard file type for images. 

Once you’ve given your picture a name and found a good place for it to live on your 

computer, press the “Export” button. Email the photo to your program Coordinator. 

 

congratulations!  
You’ve successfully photoshopped your own superhero picture. 



 

 

lesson 3.1│photo editing, part one  

becoming a superhero 
 

summary | learning objectives 

 Students learn to capture images with their webcam or other, non-

dedicated photographic device (not a camera) 

 Students practice “photoshopping” images using GIMP and the Intelligent 

Scissors tool 

 Students learn to search for and import image elements from the web 

 Students learn to layer and assemble manipulated images to create a 

new, original image 

 

 

 preparation  

 Review “photo editing in GIMP” in workshop 3.0 and be familiar with what 

each tool does 

 Review and practice “becoming a superhero” to use GIMP tools yourself 

 Mentors, finish your own “hero poster” image to show your student 

 

 

 resources 

 Software: GIMP 

 Websites: Creative Commons and Public Domain photos 

o http://search.creativecommons.org/ 

o http://commons.wikimedia.org/wiki/Commons: 

Free_media_resources/Photography  

 

 

 

lesson plan for mentors 
1. Check in with your student about their techspark! homework. 

2. Complete “photo editing part one” with your student. 

3. Make sure your student emails you their photo project.  

4. Review evaluation questions with your student. 

 

http://search.creativecommons.org/
http://commons.wikimedia.org/wiki/Commons:%20Free_media_resources/Photography
http://commons.wikimedia.org/wiki/Commons:%20Free_media_resources/Photography


 

 

 

 evaluation  
 Is your student on top of their techspark! homework? 

 

 Can your student capture an image using their webcam or other non-

camera photographic device?  

 

 Did your student successfully open the GIMP program and use the 

Intelligent Scissors feature?  

 

 Does your student have an initial understanding of the Layers tool?  

 

 

additional notes and reflections:  



 

 

lesson 3.1│photo editing, part one  

becoming a superhero 
 

step one 
Have you ever dreamed of having super powers? GIMP has a variety of tools that let 

you cut an object out of a photograph and paste it onto a new picture. You’re going to 

try this out and make yourself a super hero!  

  

 

 

 

 

 

 

 

 

 

 

 

 

 

1. Go to your “Apps” menu in Windows and open up 

“Camera.” Right-click on the screen and set the 

“Timer” to 10 seconds. Set the computer on a 

surface and take a picture of yourself. Try to fit your 

whole body into the picture and make a dramatic 

superhero pose..  

 

TIP: Pick a place where the background doesn’t 

have a lot of things in it. If you take a picture of 

yourself against a white background, it will be a lot 

easier to cut yourself out of the picture. 

 

2. Open GIMP. Under “File,” choose “Open.” Find the picture you just took 

and open it. (It should in the “Pictures >> Camera Roll” folder) 

 

 



 

 

  

3. Cut yourself out of the picture using 

Intelligent Scissors. Here’s an example of 

how to use the Intelligent Scissors tool: 

 Select the Intelligent Scissors button on your toolbox. 

 Click along the edge of whatever you are trying to cut. GIMP will try 

to fill in between the points, but the closer the points are the better 

the cut will turn out.  

 Make sure you finish where you started. Make a “closed loop” by 

clicking on your first point. 

 When you are done, hit “Enter” on your keyboard. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4. Now that you are selected, copy (Ctrl + C) and paste (Ctrl + V) yourself 

back into the document. This will show up in your “Layers” toolbar as a 

layer called “Floating Selection (Pasted Layer).” 

 

5. In your “Layers” toolbox, click on the 

“Floating Selection (Pasted Layer)” and 

click the “New Layer” button. This will 

create a new layer out of the “floating” 

object. 

 

6. Save your project as “Hero Pose.”   

 
 



 

 

 

step two 
In this next phase of the project, you are going to start playing with GIMP’s filters. A 

filter takes a picture and makes it look different. GIMP has many filters. Some are 

artistic, some are practical, some are really complicated, but most are easy to use. 

 

1. Go to your image search sources and find a picture of a place your hero might 

be making this pose: in the sky, outer space, on top of city skyscrapers, 

outside a courthouse, or anywhere colorful that can be turned into a cool 

background. Try to find a large image, at least 600x800 pixels─this will allow 

you to do more with your poster. (Ask your instructor how to search for “Large” 

images on these sites).  

 

Here is a picture of a downtown skyline: 

 

 
 

This picture is good because it has lots of different colors, good lighting, and 

it’s interesting to look at. It will be great for showing off GIMP’s filters. 



 

 

 

2. Open your picture in GIMP. 

Find the “Filter” menu on the 

top toolbar. 

 

 

 

 

 

 

 

 

 

 

3. Look in the “Filter” menu 

and try a few to see their 

effects. Each of these filters 

has a set of parameters. 

These control what the filter 

does to the picture. 

Experiment with at least 

three different filters, and 

try changing some of the 

parameters to see what they 

do. If you want to undo any 

changes that you made with 

a filter, type “Ctrl + Z” on 

your keyboard. 

 

 

4. Save at least three filtered versions of your picture as JPEG files and email 

them to your Mentor. 

 
 

 

 

 



 

 

 

Here are some examples of cool filters in GIMP: 

 

Original Photo    Distorts >> Mosaic 

  
 

 

Artistic >> Cartoon    Décor >> Old Photo 

  
 

 

step three 
1. Open both your “Hero Pose” and your filtered picture in GIMP. 

2. Copy your “Hero Pose” layer onto your filtered picture. 

3. Experiment with other GIMP tools or add other photographic elements to 

finish your poster. 

4. Save the final image as a JPEG file called “Hero Poster” and email it to 

your Mentor. 

 



 

 

lesson 3.2│photo editing, part two  

photo collage 

 

summary | learning objectives 

 Students learn to capture images with their webcam or other, non-

dedicated photographic device (not a camera) 

 Students learn to search for and import image elements from the web 

 Students learn to layer and assemble manipulated images to create a 

new, original image 

 

 

 preparation 

 Review “photo editing in GIMP” in workshop 3.0 and be familiar with what 

each tool does 

 Review “photo collage”  

 

 

 resources 

 Software: GIMP 

 Websites: Creative Commons and Public Domain photos 

o http://search.creativecommons.org/ 

o http://commons.wikimedia.org/wiki/Commons: 

Free_media_resources/Photography  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

lesson plan for mentors 
1. Check in with your student about their techspark! homework. 

2. If your student has not finished the photo projects from the last lesson, 

make sure they do so now. 

3. Complete “photo editing part two” with your student. 

4. Make sure your student emails you their photo project.  

5. Review evaluation questions with your student. 

 

http://search.creativecommons.org/
http://commons.wikimedia.org/wiki/Commons:%20Free_media_resources/Photography
http://commons.wikimedia.org/wiki/Commons:%20Free_media_resources/Photography


 

 

 

 evaluation  
 Is your student on top of their homework? 

 

 Has your student completed both photo editing lessons? 

 

 Did your student export their photo projects and email them to you? 

 

 

additional notes and reflections:  



 

 

lesson 3.2│photo editing  

part 2: photo collage 
 

Now that you are a pro at GIMP, it’s time to create your own photo collage! Be 

creative with this project. The only guideline is that your collage has to have at least 

three layers: 

 

step 1: first layer 
1. Find a background for your collage online. It should be big. Save it to     

your computer. 

2. Open your background in GIMP. Run it through at least one filter. 

 

step 2: second layer 
1. Take a photo of something with your webcam. It could be a picture of 

yourself, your best friend, your pet, your PlayStation… anything you want! 

2. Under “File,” choose “Open as Layers” and add your picture to a new layer. 

3. Do what you did in lesson 3.1. Cut out part of your picture, copy and paste 

it to a new layer, and hide/delete the original layer. 

 

step 3: third layer 
1. Create a new layer by drawing something. Use the 

pencil, paintbrush, eraser, airbrush, and ink tools 

to draw something onto your collage.  

2. Use a new color. Change the color you’re drawing 

with by clicking on the color box at the bottom of 

your Toolbox. 

 

next step: more layers! 
As you have time, keep adding things to your collage. Experiment with the different 

tools in your toolbox. Add another picture to your collage and rotate it or change its 

size. Add text. Try a different order of layers. Let your imagination run wild! 

 

last step: export image 
When you are done with your collage, make sure all layers are visible. Save a copy as 

a JPEG file called “My Collage” and email it to your Mentor.  

 

The GIMP Toolbox 



 



 

workshop 4.0│intro to audio editing 

  
 

summary | learning objectives 

 Students learn to record sound digitally. 

 Students learn the basic steps of recording, editing and layering digital sound. 

 Students learn the basic steps of adding effects to raw sound 

 

 

 preparation  

 Review “intro to audio editing” 

 Take some time to learn Audacity and do some basic recording and editing 

 Visit sites listed in lesson 4.1 to understand how to import files 

 Test the acoustics/noise levels of your program space to find ideal recording 

locations and make adjustments as necessary 

 

 

 resources 

 Computer and Projector (for the Coordinator) 

 Software: Audacity 

 Radio commercial samples 

 

 

 
 

workshop plan for the coordinator 
1. Direct Mentors to check in with their student about their homework.  

2. Review “intro to Audacity” to Mentors and students 

a. Practice recording and editing sounds in Audacity  

b. Complete Radio Commercial project in Audacity  

3. Direct Mentors to review evaluation questions with their student. 

 



 

 

 evaluation 

 Is your student on top of their techspark! homework? 

 

 Are students able to record digital audio? 

 

 Are students aware of editing and effects tools available in Audacity? 

 

 

additional notes and reflections:  



 

workshop 4.0│intro to audio editing 
 
 

If you’ve ever listened to a song on the Internet or left someone a voicemail, you’ve 

used a computer to record and play sounds. People who play with sounds for a living 

are called audio engineers. An audio engineer might be someone who records pop 

songs, adds sound effects to a movie, or makes a live concert sound good. Most 

audio engineering is done with computers these days, and it’s a fun and exciting skill 

to learn. 

 

In this workshop, you will use a program called Audacity to record an imitation radio 

commercial. 

 

recording sound in audacity 
Open Audacity and you will see a blank window with some buttons at the top. 

 

 
 

These are your audio controls. Use these to record and listen to sounds. 

 

Press the record button and speak into your laptop’s internal microphone. 

Notice what happens in Audacity when you talk. 

 

When you are done recording, press the stop button. You will now have a new 

audio track in Audacity. Save the file to keep the recording for future use. 

 

Press the play button to listen to your new audio track. You can use the stop 

button to stop the playback at any time. 

 

 

congratulations!  
You’ve learned the basics of how to record and listen to sounds on your computer. 

You’re one step closer to becoming a sound engineer. 



 

 

 

making a commercial 
Here is a sample script for a radio commercial. Use Audacity to record yourself 

reading it, and edit it to turn it into a radio commercial. 

 

SCRIPT 

The other day, I came home from school and saw that my little 

brother had broken into my room and eaten all of my food. Not 

only that, but he also stole my favorite shirt, hacked into my 

phone, and sent mean texts to all of my friends. I ran over to his 

room to do something about it, but he got that little brother look on 

his face and said, “I didn’t do it! Don’t look at me!” 

 

Ughh. My little brother can be such a pain sometimes. That’s why I 

went out and bought a Sibling-Proof Lock for my door. The SPL is 

voice activated with the finest technology, so there’s no way 

anyone else is going to get into my stuff now. 

 

Record yourself reading the script out loud. If you mess up a sentence, go back to the 

beginning and read it again. You will edit out your mistakes later. 

 

Now, save your commercial project. You can do this by going to “File >> Save 

Project,” clicking “OK,” and finding a place on your computer to store the project. This 

is a project file that will only open in Audacity. You’ll export an audio file once you’re 

finished that you can share with your friends. Save your work regularly to ensure you 

don’t lose your progress. 

 



 

 

editing, part 1: deleting mistakes 

 
Now that you’ve recorded your commercial, the first thing you want to do is remove 

any mistakes. See that big squiggly line that showed up when you were recording? 

That’s called a sound wave, which turns your voice into a picture. Every sound can be 

turned into a “sound wave.” The more you work with a program like Audacity, the 

more comfortable you will get editing sound waves. 

 

Go to the beginning of the audio track and listen to your recording, stopping the track 

when you get to a place where you made a mistake. 

 To delete a mistake, click your mouse and it drag over the part of the 

sound wave that you don’t like. When you have selected that part of the 

sound wave, click “Delete” on your keyboard and  that part will disappear! 

 

You can go through your whole recording and delete anything that you don’t like. 

When you are done, save the file and you will have a radio commercial that is free of 

big mistakes. 

 

editing, part 2: adding effects 
Most songs, radio shows, and movies use sound effects to make everything sound 

better. A sound effect is any tool that changes something – tone, volume ? (what are 

the qualities) about the original sound. Right now, you’re going to practice with two 

sound effects, reverb and pitch. 

 



 

 

REVERB 

Have you ever listened to a song that sounded like everything was echoing inside of a 

cave? That sound effect is called reverb, and it’s a great tool to use in audio projects. 

 Find the part of your 

commercial where you say 

the words “Sibling-Proof 

Lock.” Click and drag the 

timeline to select that part of 

the sound wave. 

 Go to the “Effects” menu and 

click on the effect called 

“Reverb.”  

 

 When you click on “Reverb,”  

a window that shows all of 

the parameters of the effect 

will pop up. Change the 

parameters to match the 

picture to the right. 

 

 

 

 

 

 

 

 

 

These “parameters” are going to make the reverb sound extra big. “Room Size” will 

make it sound like you are standing in an extra big room. “Reverberance” controls 

how much it sounds like your voice is bouncing off the walls.  

 Click “Preview” to hear what the change sounds like. Change any of the 

parameters and experiment with different sounds. When you are happy 

with what you hear, click “OK.”  Save the file to keep your progress. 

 



 

 

PITCH 

Remember the part of your commercial where you pretended to be a little brother? 

You might have changed your voice to try and sound younger. You can do the same 

thing changing the pitch. Pitch means how high or low a sound is. For example, a 

little child’s voice would have a high pitch; an adult’s voice would have a low pitch. 

 Go to the part of your commercial where you say, “I didn’t do it! Don’t look 

at me!”  

 Click and drag  the timeline from the beginning to the end of the clip to 

select this part of the sound wave. 

 Go to the “Effects” menu and click on “Change Pitch.” 

 A window will pop up. Change the pitch from “C – 3” to “C – 4.” this makes 

the sound an octave higher -- like a younger sibling, or maybe a chipmunk. 

 
 

 Click “Preview” to hear what the change will sound like. When you are 

ready, click “OK.” This will change the pitch and you’ll sound a lot younger. 

 

 

Audacity has a lot more sound effects to experiment with. You’ll get a chance to try 

out more of them in the next few weeks. You can learn how to use most of the sound 

effects by changing the numbers in the parameters and listening to how the sound 

changes. All of the best audio engineers learn things by trial and error! Save your file 

when you’re done to keep your progress. 



 

 

finishing your commercial 
You can do many more things to your commercial: add music, try out more effects, 

and add more voices and sounds. For right now, we are going to finish up this project. 

If you have any extra time, experiment with the other sound effects. 

 First, if you haven’t in a while, save your commercial project. You can do 

this by going to “File >> Save Project,” clicking “OK,” and finding a place 

on your computer to store the project. Your saved project file can only be 

reopened in Audacity.  

 To share your final version, go to the “File” menu and click “Export Audio.” 

This will save your commercial in a format that can be shared with people 

who don’t have Audacity. A window will pop up asking you where to save 

the radio commercial. Give your project a descriptive name like “My 

Commercial” and find a place for it on your computer like your desktop. 

Click “Save.” This will save the digital audio file to your computer. You can 

now listen to this file and share it with your friends! 



 

lesson 4.1│audio editing, part one 

radio show: recording 
 

summary | learning objectives 
During this month’s lessons, your student will be working in a small group (three to 

five) to make a radio drama! Think Dick Tracy, Superman, Flash Gordon: 

https://archive.org/details/oldtimeradio. It’s up to the group to divide the work, but 

it’s up to you to make sure everyone is putting in equal effort. The student worksheet 

has guidelines for the project, but encourage students to get creative! They can 

record their own sound effects or music. Or, if they are feeling ambitious, they can 

write their own radio script. The radio show doesn’t even have to be fictional. They 

can do it documentary style or tell stories about themselves, similar to “This 

American Life.” 

 Students learn to work in groups to tell a story for a radio show  

 Students learn to use sounds to tell visual stories for a radio show  

 Students learn to work in groups to record raw audio for a radio show 

 

 

 preparation  

 Review “audio editing, part one”  

 Download Audacity to your computer and spend some time learning its 

features 

 Get inspired for this month’s radio project by listening to some podcasts or 

old radio shows at https://archive.org/details/oldtimeradio 

 

 

 resources 

 Copyright-Free and Creative Commons Audio: 

o http://www.freesound.org/  

o http://freemusicarchive.org/ 

o https://archive.org/details/audio 

o http://commons.wikimedia.org/wiki/Commons:Free_media_resources/Sound 

 Paper, pencils, pens, markers  

 Radio show websites 

 

 

 

 

 

 

 

 

 

 

https://archive.org/details/oldtimeradio
https://archive.org/details/oldtimeradio
http://www.freesound.org/
http://freemusicarchive.org/
https://archive.org/details/audio
http://commons.wikimedia.org/wiki/Commons:Free_media_resources/Sound


 

 

 

 

 

 

 

 evaluation  
 Is your student on top of their techspark! homework? 

 

 Has the group found a script or decided on a direction for their show?  

 

 Has the group recorded all of the raw audio for their show? 

 

 Is the group dividing the work equally? 

 

 Did the group email the Audacity file to the group’s Mentors? 

 

 

additional notes and reflections:  

lesson plan for mentors 
1. Check in with your student about their techspark! homework. 

2. Review first page of “audio editing: part one” with your student. 

3. Get a group of 3–5 students together: 

a. Review the rest of “audio editing: part one” with group. 

b. Direct students to find a script, write their own, or pick a project 

that doesn’t need a script, like an interview/storytelling-type 

show. Work with other Mentors to divide work as necessary and 

help your student complete their part. 

c. Select one computer to have the group record all of the raw 

audio for their project on by the end of the session. 

d. Save and email the Audacity file to the group Mentors for the 

next session, ensuring the group will have access to the file if 

the student who recorded audio on their computer is absent. 

4. Review evaluation questions with your student. 

 



 

lesson 4.1│audio editing, part one 

radio show: recording 
 

In your last workshop, you learned the basics of sound engineering – recording and 

editing - using Audacity. You recorded your own voice and used Audacity to add 

sound effects. In this project, you will use these new engineering skills to create an 

original radio show with your fellow students. You already have the basic skills; now 

you’ll take them to the next level by experimenting and creating! 

 

script 
In the first week, you won’t actually use your computer too much. Your computer and 

programs like Audacity are excellent tools, but not a substitute for talking and 

generating ideas with other people. Creativity still happens in the “real world.” 

 

People have been telling stories for a very long time, and every form of storytelling – 

video, audio or the written word -- has different rules and tricks. When a writer wants 

to talk about a tree, for example, he needs to describe the trunk, the texture of the 

bark, the color of the leaves and the way they sway in the wind. In a movie, the tree is 

can be seen, the filmmaker decides how much of it to show and how long. 

 

A radio show falls somewhere between a book and a movie. You can use music and 

sound effects to place the listener at the circus, in a classroom, or outside on a windy 

night. But it’s up to the narrator and the actors to paint a picture with their words. 

That’s your job this week, learning how to tell a story using spoken word, sound 

effects, and music. 

 

Get into a group of 3 to 5 people. This will be your group for the next few weeks. 

 

listen to radio shows 
Before you start writing your own script, listen to a few examples of successful radio 

shows. They might be corny, not the kind of script that you would write, but they’ll 

give you a good idea of how people tell stories over the radio. 

 As a group, listen to the following examples of professional radio shows. As 

you listen, think about these questions: what kind of story is this show 

telling? Are you interested in it? If so, what are the actors or hosts doing to 

keep you interested? How are they using sound to tell their story? 

o https://archive.org/details/childhood-matters-pos-youthandvoting 

o https://archive.org/details/childhood-matters-pos-youthradiojennifer 

o http://www.radiolovers.com/shows2/P/PlanetMan/PlanetMan_012.mp3 

o https://archive.org/details/FiveMinuteMysteries  

 

https://archive.org/details/childhood-matters-pos-youthandvoting
https://archive.org/details/childhood-matters-pos-youthradiojennifer
http://www.radiolovers.com/shows2/P/PlanetMan/PlanetMan_012.mp3
https://archive.org/details/FiveMinuteMysteries


 

 

practice storytelling  
Once you’ve listened to some examples of radio shows, it’s time to start getting 

creative with your group. Here’s an exercise to start thinking about the different ways 

to tell a story. 

 Have every person in your group grab a sheet of paper and something to 

write with. 

 On your sheet of paper, write down a set of prompts - one of each of the 

following: 

o A character (like a basketball player, a clown, Shakespeare, etc.) 

o A prop (like a baseball bat, a cat, a piano, etc.) 

o A conflict (waiting for a late bus, escaping a burning building, etc.) 

 Fold your paper in half and pass it to the person to your right. Everyone in 

the group should now have a set of prompts written by someone else. 

 Read your neighbor’s sheet of paper, but don’t share it with anyone else. 

Using those prompts, come up with a short, one-minute scene. Here’s the 

catch… you have to follow one of these rules: 

o You can speak and make sounds, but you can’t use your body. 

o You can use your body, but you can’t speak or make sounds. 

o You can make sounds and use your hands, but you can’t use words 

or any other part of your body. 

 Take turns presenting your scenes to the group. After every scene, discuss 

as a group the following questions: 

o How did the actor use words, sounds, hands, or body to tell a story? 

o Did they use their words, sounds, hands, or body in a way that 

made you interested? If so, what did you find interesting about their 

language? If not, what made you lose interest? 

o What other ways could they tell this same story following a different 

rule from the list? How would it look or sound different? What 

would they have to do differently to get the same effect? 

 

As you’ve learned from this exercise, similar stories can look and sound very different 

depending on the tools you have to tell them. Keep this in mind as you come up with 

your radio show script. 



 
 

create your own script 

 As a group, create a new set of prompts for a short scene: 

o A character for each person in the group 

o A place where the scene occurs. Be specific! The more details the 

better. For example, “a cold room in the basement of an 

abandoned factory” is more interesting than “a room somewhere.” 

o A conflict that the group needs to work through. 

 Create a short scene, no longer than three minutes. It is up to your group 

to decide how you will write the script. You can stand up and improvise 

with each other, using your bodies as well as your voices to act out the 

scene. Or you can draw a storyboard on a sheet of paper. Pick a method 

that works for everyone, and make sure you get everybody’s input. 

 

recording 
Now that you have a script, it’s time to record it. 

 Open Audacity on one person’s computer,. 

 Gather around the computer’s microphone. Do a test recording to make 

sure that everybody’s voice is coming through. 

 Press “Record” and read through your script. This will be very similar to the 

commercial that you made, except that now you are trying to record 

several voices. If you make a mistake, go back to the beginning of the line 

and read it again. You can delete mistakes later. 

 When you are done recording your commercial and feel good how it 

sounds, go to “File >> Save Project” and click “OK” Find a file location on 

your computer to save the project file and click “Save.” Remember: this 

isn’t an audio file, but a project file that will only open in Audacity. 

 Email the file to your group’s Mentors for safe-keeping. 

 

Your group now has the raw audio for a short radio show. Starting next week, you will 

edit the audio to turn it into a professional show. 



 

lesson 4.2│audio editing, part two 

radio show: editing 
 

summary | learning objectives 
Now that the students have recorded  raw audio for their show, the group will start 

piecing together (or sequencing) the show. Be prepared to take more time on this 

than last week’s lesson. It may be smart to divide the work between the group 

members. For example, if the radio show is about five minutes long, each group 

member can be responsible for sequencing one minute of the show and adding one 

sound effect. They can work on their own individual computers by emailing the 

Audacity file as an attachment to every group member . 

 Students learn to work in groups to tell a story for a radio show  

 Students learn to edit out mistakes from raw audio 

 Students learn to add songs and sound effects to raw audio 

 

 

 preparation  

 Review “audio editing, part two”  

 Continue experimenting with Audacity on yourself, troubleshooting issues 

that came up at last week’s lesson  

 

 

 resources 

 Copyright-Free and Creative Commons Audio: 

o http://www.freesound.org/  

o http://freemusicarchive.org/ 

o https://archive.org/details/audio 

o http://commons.wikimedia.org/wiki/Commons:Free_media_resources/Sound 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.freesound.org/
http://freemusicarchive.org/
https://archive.org/details/audio
http://commons.wikimedia.org/wiki/Commons:Free_media_resources/Sound


 

 

 

 

 

 evaluation  
 Is your student on top of their techspark! homework? 

 

 Did the group edit out mistakes from their raw audio? 

 

 Does the radio show now have at least one song and four sound effects? 

 

 Is the group dividing the work equally? 

 

 Did the group email the Audacity file to the group’s Mentors?  

 

 

    additional notes and reflections: 

lesson plan for mentors 
1. Check in with your student about their homework. 

2. Get the radio group together: 

a. Review “audio editing: part two.” 

b. Identify mistakes, noises, or awkward silences in the raw audio 

and decide how to get rid of them. 

c. Identify sections of bad audio that should be replaced with a 

another take. Record those sections as needed. 

d. Later, have the group select and add at least one song and 

four sound effects to their show. Make sure these are 

copyright-free or use a Creative Commons license. 

e. Save and email the Audacity file to the group Mentors for the 

next session, ensuring the group will have access to the file if 

the student who recorded audio on their computer is absent. 

3. Review evaluation questions with your student. 

 



 

 

lesson 4.2│audio editing, part two 

radio show: editing 
 

Now that you’ve recorded the audio for your script, it’s time for a little audio editing. 

This can be the most exciting and creative part of sound engineering. It can also be 

the most tedious. Hopefully you’ll get a little taste of both sides! With good software, 

you can turn sounds into “play-dough,” easily sculpted into new shapes and sizes. 

Your main goal this week is to explore your own creativity. 

 

step one: clean up your audio 

Before you can get to the “play-dough” parts of the editing, it’s important that you 

clean up your raw audio. 

 Open up your file from last week. As a group, go through and delete any 

mistakes. If you have forgotten how to delete parts of the audio, go back 

and look at Workshop 4.0. 

 

step two: add sound effects 

Start adding sound effects. You’re going to get some more experience with Audacity’s 

sound effects, as well as learning how to add sounds and music to your Audacity file. 

 Add three sound effects from the “Effect” menu. These should be new 

sound effects that you have not tried yet. You can definitely add reverb 

and pitch shifting, like you did in your commercial, but it’s important that 

you get some experience playing with new sound effects. 

o Sound effect #1: _____________________________________ 

o Sound effect #2: _____________________________________ 

o Sound effect #3: _____________________________________ 

 

You can make a lot of great sounds just using Audacity and your microphone, but a 

big part of audio engineering is finding and using lots of different sounds in new and 

creative ways. You’ve probably listened to a lot of pop songs that “sample” other 

songs, making new art with pieces of old music. As long as you understand and 

respect copyright laws, taking and using other people’s work is an important part of 

the artistic process. 

 

 



 

 

a note about copyright law  

Like images, music, sound effects, and radio shows are “copyrighted,” meaning 

someone owns the legal rights of their own work. You cannot reproduce their work or 

make an imitation of their work (called plagiarism) without getting their permission.  

 

In this project, we are going to use music and sound effects from the “public domain” 

and “creative commons.” This is material that you can use in a non-commercial 

setting (not making money) without having to request permission from the original 

creator or person who holds the copyright. 

 Go to the website http://www.freesound.org. This is a giant collection of 

sound effects that lots of people have made and shared online. Many of 

these sound effects were made using programs like Audacity! 

o Create an account on Free Sound. You don’t need an account to 

listen to the sound effects, but you’ll need an account to download 

anything you want to use. 

o Search through the database for a sound effect that you might 

want to use. For example, maybe you have a scene in your radio 

show where someone walks down a hallway. You can search for 

“footsteps” and find the sound of someone’s footsteps on the floor. 

o With the help of your Mentor or the program Coordinator, download 

this sound file to your computer.  

 

 Add the sound effect you downloaded to your radio show: 

o In Audacity, go to “File >> Import >> Audio.” Locate the sound file 

on your computer and click “Open.” A window might pop up asking 

how you want to import the file. Choose the option that says 

“(safer)” and click “OK.” 

o Choose the “Time Shift” tool from the toolbar at the top of the 

screen. Hold down your mouse on the new sound file, and drag it to 

the part of your radio show where you want it to live.  When you are 

done, make sure you go back to using the “Selection” tool on your 

toolbar.  

 

TIME SHIFT:  SELECTION:  

 

 Now you’ve learned how to add a new sound file to your Audacity project. 

Add two more sound effects from Free Sound. 

 

http://www.freesound.org/


 

 

 Go to the website http://www.freemusicarchive.org. This website is filled 

with free music by musicians who want their songs to be used in projects 

like yours! For this project, you can use any of the songs without having to 

request permission from the artist. If you wanted to publish your radio 

show or make money from it, you might still be able to use the songs for 

free. It is respectful to give credit to the original artist or musician. 

o Search the database for a song to use in your radio show. 

Download the song to your computer and add it to your project, just 

like you did with the sound effects from Free Sound. 

 

Once you’ve learned how to add music and sound effects to your Audacity project, 

the sky is the limit. With any remaining time this week, continue fine-tuning your 

project. Try out new sound effects in Audacity, and search the Internet for copyright-

free sounds that you can add. 

 

Here are some extra resources for music and sounds on the Internet: 

 

archive.org 
This website is filled with all sorts of media from the Public Domain which means 

none of the media is copyrighted, so anyone can use it without asking permission. 

This link will take you to the sound archive, but you can also find videos and pictures 

here. https://archive.org/details/audio 

 

wikimedia 
Wikimedia is filled with user-created content. Some of it is Public Domain, some is 

licensed under Creative Commons, all of it is free to use as long as you acknowledge 

the source. Wikimedia does not have a lot of sound, but it’s worth looking through. 

http://commons.wikimedia.org/wiki/Commons:Free_media_resources/Sound 

 

 

Most importantly, have fun experimenting! 
 

http://www.freemusicarchive.org/
https://archive.org/details/audio
http://commons.wikimedia.org/wiki/Commons:Free_media_resources/Sound


 

 

 

 

lesson 4.3│audio editing, part three 

radio show: mastering 
 

summary | learning objectives:  
This week the radio show group is going to finish their project! After last week, they 

should be almost done. Now they just need to add a bit of flavor, put on the finishing 

touches, and export the file as an MP3. They may have worked individually last week 

but it may be a good idea to have them work together at one computer this week. If 

they have individual work in different Audacity files, they can send all of the files to 

one computer and copy/paste the audio tracks into one file. When they are done with 

the radio show, make sure they export it as an MP3 file and email it to you. 

 Students learn to add songs and sound effects to raw audio 

 Students learn to master audio files and balance volume levels 

 Students learn to finalize project files and export audio files  

 

 

 preparation  

 Review “audio editing, part three”  

 Continue experimenting with Audacity on yourself, troubleshooting issues 

that came up at last week’s lesson  

 

 

 resources 

 Copyright-Free and Creative Commons Audio: 

o http://www.freesound.org/  

o http://freemusicarchive.org/ 

o https://archive.org/details/audio 

o http://commons.wikimedia.org/wiki/Commons:Free_media_resources/Sound 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.freesound.org/
http://freemusicarchive.org/
https://archive.org/details/audio
http://commons.wikimedia.org/wiki/Commons:Free_media_resources/Sound


 

 

 

 

 

 

 

 

 evaluation  
 Is your student on top of their techspark! homework? 

 

 Does the group have a final version of their radio show?  

 

 Are all of the parts of the radio show clearly heard? 

 

 Does their radio show now have at least one song and four sound effects? 

 

 Has the radio group dividing the work equally? 

 

 Did the group email the MP3 file to all the group’s Mentors and students? 

 

 

additional notes and reflections: 

 lesson plan for mentors 
1. Check in with your student about their homework. 

2. Get the radio group together: 

a. Review “audio editing: part three” 

b. Fine tune the audio through a process called mastering, 

identifying areas that need volume adjustments. 

c. Finish the radio show project.  

d. Export the audio into an MP3 file when it’s completed. 

e. Have a listening party with the whole group.  

f. Email the MP3 file to everyone in your radio group. 

3. Review evaluation questions with your student. 

 

 



 

 

 

 

 

lesson 4.3│audio editing, part three 

radio show: mastering 
 

When a sound engineer is finished creating their work, they need to “master” the 

project. In audio work, “mastering” is what you do to a song before it is ready to go on 

an album, or what you do to a radio show before it can be played on the radio. It’s 

taking all of your hard work and making sure that it sounds the best it possibly can. 

 

step one: adjusting your gain settings 

The first and most basic part of mastering is 

checking the gain of each track. That’s a sound 

engineer’s word for volume, how loud each track is. 

To the left of every track, you’ll find “Mute,” “Solo,” 

and two sliding buttons. The first sliding button 

controls the track level. 

 Change the gain of the first audio track 

(the one where you’re reading the script) 

by clicking and dragging the button 

between “–“ and “+.” What happens when 

you drag it to the left? To the right? When 

you are done, drag it back to the middle, 

halfway between “–“ and “+.” 

 Adjust the gain for the rest of your audio tracks. Be deliberate about this. 

Let’s say you added footsteps to a scene. Are the footsteps too loud? Too 

quiet? Adjust them to the point where you can hear them, but they aren’t 

distracting. 

 

You can also change the volume of a track as an effect from the “Effect” menu. This 

is really useful if you only want to make one part of a track louder or quieter. 

 Find a place in your first audio track where 

someone spoke louder or quieter than 

before. Maybe they were too close to the 

microphone, or too far away from it. Click 

and drag to select this part of the track. 

 Go to “Effect >> Amplify.” A window will pop 

up with a sliding button. You can slide this 

button back and forth to make this audio 

louder or quieter. Amplification greater than 

0 will make the audio louder. Less than 0 

will make it quieter. Click “OK” when ready. 



 

 

 

 

 

Changing the volume this way is a little bit more difficult than the slider. It’s also 

permanent; whereas the slider is something you can always change. The benefit of 

this method is that you can make more subtle and better sounding changes. 

 

step two: adjusting your pan settings 

The next thing you are going to work on is the pan of each track. Most audio tracks 

use stereo sound. That means that the track is really two tracks: one for your left ear 

and one for your right. If you are listening to a track in Audacity through headphones, 

the top track plays in your left ear, the bottom track in your right. 

 

As a side note, some audio tracks use mono sound. This means that the track is only 

one track. Your left ear hears the same thing as your right ear. Some of the sound 

effects that you got from the Internet might be mono. 

 Find a sound effect in your radio show that 

you want to play only in your left ear. This 

track has a slider underneath the “gain” 

that controls panning. Click and drag this 

button to the letter “L.” Listen to this part   

of your radio show. Did it work? 

 Go through the rest of your radio show and  

change the pan of other tracks. 

 

radio show complete 

Now that you’ve learned some of the basics of mastering, your radio show is ready to 

go. But, you’ve only scratched the surface of what you can make in Audacity, and you 

can experiment with more tools when you have some extra time. For now, you’re 

going to export what you created. 

 Go to “File >> Export Audio.” Give you show a good name and save it as an 

MP3 file. This way you can share your show with friends and family. Be 

sure to email a copy of the file to everyone in your group. 

 

That’s it! Those are the basics of audio editing. As you can probably tell, there’s a lot 

more to learn about audio. If you have any extra time, look up some Audacity tutorials 

online and try out some new tricks. Or start a new project and make a song. You have 

many new things to try! 



 



 

lesson 5.1│career research, part one 

career research project: exploration 
 

summary | learning objectives 

 Student will research careers 

 Student will use the O*NET Interest Profile 

(http://www.mynextmove.org/explore/ip) to research  careers that fit their 

skills and interests 

 Student will learn how to use LibreOffice  

 Student will  produce a  career research presentation using Impress, 

LibreOffice’s presentation software 

 

 

 preparation  

 Review “career research project, part one” 

 Log on to www.mynextmove.org/explore/ip O*Net Interest Profiler and 

familiarize yourself with the site’s navigation and content  

 

 

 resources 

 O*NET Interest Profile website: http://www.mynextmove.org/explore/ip 

 LibreOffice 

 

 

 

 

 

 

 

lesson plan for mentors 
1. Check in with your student about their techspark! homework. 

2. Review “career research project, part one.”   

a. Help your student fill out the “Interest Profiler” at 

http://www.mynextmove.org/explore/ip.  

b. Once they are done with the quiz, they will choose a career topic 

to research.  

3. Review evaluation questions with your student. 

 

http://www.mynextmove.org/explore/ip
http://www.mynextmove.org/explore/ip
http://www.mynextmove.org/explore/ip
http://www.mynextmove.org/explore/ip


 

 

 evaluation  

 Is your student on top of their techspark! homework?  

 

 Did your student successfully navigate the O*NET Interest Profiler and 

choose a career to research?   

 

 Did your student successfully answer the questions about their chosen 

topic?  

 

 

additional notes and reflections:  
 



 

lesson 5.1│career research, part one 

career research project: exploration 
 

For your whole life, people have probably been asking you, “What do you want to be 

when you grow up?” It can be difficult to think about what kind of job you might want 

to have someday. In this project, you’re going to research a career that sounds 

interesting. After learning a little bit about the career, you will make a slideshow 

presentation to show to a parent or guardian. Make sure you get their signature after 

you’ve presented, and bring this signed worksheet to the next techspark! session. 

Before you start looking at careers, it’s important to think about the things at which 

you already excel and enjoy. If you hate going in the water, for example, you probably 

don’t want to spend this month researching what a marine biologist does. The things 

that come naturally to you may lead to a future career.   

 Fill out the “Interest Profiler” at http://www.mynextmove.org/explore/ip. 

o Don’t spend too much time on any one question. Go with your gut! 

The quiz isn’t asking if you’re good at something, but if you think it 

sounds fun. 

o When you’re picking a “Job Zone,” think about school. Do you want 

to go to college someday? What kind of college, and for how long? 

 

 Look through the career suggestions at the end of the quiz. Pick one of 

these careers for your research project. 

o Do any of the careers sound cool? Maybe Professional Actor really 

jumps out at you. Or maybe you’ve always wanted to be an 

Aerospace Engineer. 

o You can ask your Mentor about the careers listed, or do an Internet 

search to see, for example, what a “Park Naturalist” actually does. 

 

 

My career topic is: 

 

________________________________________________________________________  

 

 

http://www.mynextmove.org/explore/ip


 

 

My career topic is: _____________________________________________________ 

Click on the link for your career topic and start your research. These are the 

questions that you will need to answer in your slideshow presentation: 

 

1. What does a __________________________ do? 

 

____________________________________________________________ 

 

 

2. How much money does a __________________________ make every year? 

 

_____________________________________________________________ 

 

 

3. Do you need to go to school to become a __________________________?  

 

What kind of school? ____________________________________________ 

 

 

4. How many jobs are available for a __________________________?  

 

In the whole country? __________________ 

 

In Minnesota? ______________ 

 

 

5. Why might you want to work as a __________________________? 

 

_______________________________________________________________ 

 

The MyNextMove website has all of the resources you’ll need to answer these 

questions. Check out some of the links, especially the “Check out my state” button 

under JOB OUTLOOK. 

 



 

lesson 5.2│career research, part two 

career research project: research  
 

summary | learning objectives 

 Your student will use this session to research their chosen career topic 

 Students will learn how to use LibreOffice’s Impress to make a slideshow 

presentation 

 

 

 preparation  

 Review “career research project: part two” 

 Download LibreOffice to your computer and familiarize yourself with 

Impress (presentation software) to show your student 

 

 

 resources 

 O*NET Interest Profile website: http://www.mynextmove.org/explore/ip 

 LibreOffice 

 

 

 

 

 

 

 

 

 

 

lesson plan for mentors 
1. Check in with your student about their techspark! homework. 

2. Review “career research project: part two.” Complete the research 

portion of this project.  

3. Introduce your student to LibreOffice’s Impress software and help your 

student get familiar with it. They will use this program to create a career 

presentation at the end of the session 

4. Review evaluation questions with your student. 

 

http://www.mynextmove.org/explore/ip


 

 

 evaluation  

 Is your student on top of their techspark! homework?  

 

 Did your student successfully answer the questions about their chosen 

career topic?  

 

 Is your student prepared to create a presentation about their research? 

 

 Does your student understand how to use Impress?  

 

 

additional notes and reflections:  



 

lesson 5.2│career research, part two 
career research project: research 
 

We’ll continue to research your career area of choice. If you haven’t finished 

answering the questions on the previous lesson, do so before moving on to these 

questions. Make additional notes below: 

What does a  

_________________ do? 

 

How much money does a 

_________________  

make every year? 

 

Do you need to go to school to  

become a _________________? 

 

What kind of school? 

 

How many jobs are available  

for a _________________? 

 

In the whole country? In my state? 

 

Any extra notes here 

 

 

If you get a chance, start working on your slideshow presentation (see part 3).



 

lesson 5.3│career research, part three 

career research project: presentation  
 

summary | learning objectives 

 Students will learn how to use LibreOffice’s Impress to create a slideshow 

presentation 

 Students will deliver a career research presentation using Impress 

 

 

 preparation  

 Review “career research project: part three” 

 Download LibreOffice to your computer and familiarize yourself with 

Impress (presentation software)   

 Log on to www.mynextmove.org/explore/ip O*Net Interest Profiler and 

familiarize yourself with the site’s navigation and content  

 

 

 resources 

 O*NET Interest Profile website: http://www.mynextmove.org/explore/ip 

 LibreOffice 

 

 

 

 

 

 

 

 

 

 

lesson plan 
1. Check in with your student about their techspark! homework. 

2. Review “career research project: part three.”  Review student notes 

from part one and part two to create presentation content. 

3. Introduce your student to LibreOffice’s Impress software 

4. Help your student prepare their presentation: 

a. Outline content and create slides 

b. Help student select images to use on slides from public domain 

or Creative Commons sites 

c. Coach student in using Impress to make their career 

presentation. Practice as time allows. 

5. Review evaluation questions with your student. 

 

http://www.mynextmove.org/explore/ip
http://www.mynextmove.org/explore/ip


 

 

 evaluation  

 Is your student on top of their techspark! homework? 

 

 Did your student successfully complete their career research?  

 

 Does your student understand how to use LibreOffice?  

 

 Did your student use LibreOffice to create a presentation on their chosen 

career topic?  

 

 Did your student successfully make their presentation to their parent or 

guardian?  

 

 

additional notes and reflections:  



 

lesson 5.3│career research, part three 
career research project: presentation 
 

With instructor help, make a slideshow presentation in LibreOffice Impress.  
 Use at least one slide to answer one question. 

 Include at least one picture per slide. 

 Use short sentences or phrases instead of long paragraphs on each slide. 

It is hard to read a large amount of text on a slide. When you deliver your 

presentation you can add detail that isn’t on you slides 

o Good: “Teachers in Minnesota make $50,000 a year.” 

o Bad: “Minnesota teachers make $50,000 a year, California 

teachers make $70,000 a year, teachers make a lot more money 

in Iceland, they don’t pay teachers on Mars, teachers in Oklahoma 

made $40,000 in 2010 but then they made $45,000 in 2011 but 

they also worked 5 more hours every week.” 

 If you have time, add animations and transitions to your slideshow.  

Make sure these animations are professional (if you are wondering what a 

professional animation looks like, ask your Mentor!) 

 Save your slideshow to your computer. 

 Practice, practice, practice! Out loud! At least three times! It might sound 

good in your head, and you might feel comfortable presenting to your 

Mentor, but it will feel different when you make an official presentation. 

o Try to say the information in your own words. What you say should 

be different than what the slide says. Make it interesting! 

o Write notes for each slide. These should help you remember each 

important point, without being a word-for-word transcript. 

 

presenting your research 

 Now that you’ve created your slideshow presentation, show it to a parent 

or guardian. Spend time on each slide and explain all of the information. 

 When you are done, have your parent/guardian sign below: 

 My child has shown me their Career Research presentation. 

 

 __________________________________________________________________ 

 ► Parent Signature 

 

Bring this signed sheet to our next techspark! session. 
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