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How to Use This Guide 
 

This Teacher Guide contains the following three sections: 

 

1) Getting Started 2) Project Instructions 3) Appendices 

 

Below is an explanation of each section.  
 

1) Getting Started – this section contains the overview that provides a description of the project 

theme, explanation of activities, and preparatory instructions. 

2) Project Instructions – this section contains the project instructions. A project is seven sessions 

in length. A session is a problem-solving task that relates to the theme of the project 

containing assignments which are the small steps needed to complete the task. A session 

includes the following parts: 

 Overview – an explanation of the session activities and their purpose. 

 Materials – a list of handouts, sample files, templates, flashcards, and teacher 

resource materials needed to teach the session. 

 Teaching Strategies – instructional methods recommended for teaching the 

activities. 

 Lesson Plan – a detailed list of each step in the session. 

 Learning Objectives – a summary of the content knowledge and technical 

skills taught throughout the session. Content knowledge is information about 

the topic area. Students learn about a particular topic or subject area. A 

technical skill is the ability to use the computer to complete a given task. 

Students acquire knowledge of software tools and program features to use 

the computer effectively in order to solve a problem. 

 Assignments – a session consists of assignments completed by students. 

Actions to be performed on the computer by the student are indicated with a 

mouse button (). Background information and instructions are indicated 

with a dash (–). 

 Review – a session review that contains a list of fill-in-the-blank, multiple 

choice, or short-answer questions intended to review both concept and 

technical knowledge (answers included). 

 Skill Review – an additional assignment intended to review technical skills 

(includes completed sample). 

 Extension Activity – an additional activity that relates to the problem-solving 

task presented in the session. 

3) Appendices – this section contains additional information or materials including the following 

resources. 

 Software application tools – additional information for teachers about the 

software applications used to complete the project. 

 Terminology – a list of terms used introduced the project. 

 Glossary – a definition of each term. 

 Contact Information – how to contact TechnoKids Inc. for curriculum support. 

  

This section explains the structure 
of all TechnoKids Teacher Guides. 

SAMPLE
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How to Use the Resource Files 
 

About the Resource Files 

 

Accompanying the Teacher Guide in the TechnoCity Resource folder are resource files. These 

files are needed to complete the project activities. Below is a description of each resource. 

 Assessment Tools are digital files that list the learning objectives addressed 

within the project. These files are customizable. 

 Flashcards are enlarged pictures of program commands. Designed on 3.75" x 

3.75" cards, they provide an essential visual aid while teaching.  

 Handouts are any document that must be printed or photocopied, and 

distributed to students. These can be modified by the teacher as necessary, 

such as the parent letter and project certificate. 

 Reviews are additional assignments intended to review technical skills 

(include completed sample). 

 Sample Files are examples of a finished product. They are provided to assess 

the components that complete the project and the computer tools used 

during its creation. They are designed to model activities and set a standard 

upon which students should strive to achieve. These files allow students to 

study the components of an activity individually or as a unit. 

 Skill Reviews are files used to complete activities that focus on practicing 

technology skills addressed in the project. 

 Teacher Resource materials are visual aids. Use these resource materials when 

teaching a session. 

 Templates are pre-made files that are completed by students. 

 

List of TechnoCity Resources 

 

The following is a list of the necessary materials for this project. A digital copy of each appears in 

the TechnoCity Resource folder as indicated below. Read the Preparing to Teach TechnoCity 

instructions to prepare each resource for teaching.  
 

Assessment Tools 

Session 7 Summary of Skills 

 \Session 7\Summary of Skills 
  

 TechnoCity Marking Sheet 

 \Session 7\TechnoCity Marking Sheet 

 

Flashcards 

Session 1 - 6 TechnoCity Quick Access Toolbar 2013 

 \Flashcards\TechnoCity Quick Access Toolbar 2013 
  

Session 5 PowerPoint 2013 Animations Tab 

 \Flashcards\ PowerPoint 2013 Animations Tab 
  

Session 6 PowerPoint 2013 Transitions Tab 

 \Flashcards\ PowerPoint 2013 Transitions Tab 

 

Handouts 

Session 7 TechnoCity Certificate of Achievement 

 \Session 7\Handout\TechnoCity Certificate of Achievement 
  

Session 7 TechnoCity Parent Letter 

 \Session 7\Handout\TechnoCity Parent Letter 

  

Resource files are digital, 
customizable files such as 
handouts, assessment tools, 
and review activities. 

Included with each guide is 
a complete directory of 
resource materials. SAMPLE
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Project Overview 
 

Introduction to TechnoCity 

 

In this project, students produce a multimedia report about the city where they live. Using 

Microsoft Office PowerPoint, students create slides that illustrate facts about their city or town. 

Their report will include a street map, weather report, and information about community helpers. 

Students learn how to insert and then format graphics and text to complete each slide. Simple 

animation and transitions are added to the slide show to make a fabulous report. 

 

Students complete the following tasks: 

 

 In session 1, students begin the creation of a multimedia report about the city 

in which they live. Using the program Microsoft PowerPoint, they assemble two 

slides for their slide show – a title slide, and a slide that contains facts about 

their city or town. Students learn how to apply a theme to produce a unique 

background for each slide. Once this task is complete, information about their 

community is added, including what school they attend, the street name 

where they live, and what is special about their city. 

 In session 2, students make a simple map of a street in their city. They acquire 

basic map-making skills by placing pictures in locations on the map. Students 

follow instructions to place objects beside, on, in, and under, to produce a 

detailed map of a street. 

 In session 3, students create the fourth slide in their slide show by illustrating the 

weather in their city. Students practice their skills by inserting weather-related 

pictures onto a slide. They insert, resize, and position the pictures in an 

attractive manner to show a typical day in their city. To add interest to the 

slide show, students add a sound clip related to the activity in their pictures. 

Students then view the project in progress as a slide show. 

 In session 4, students study the people who help make their community 

special. Students learn about community helpers such as doctor, nurse, 

firefighter, police officer, teacher, and hairstylist. Students explain the 

importance of these people on the next slide of their report using pictures, 

sound clips, and eye-catching text. 

 In session 5, students animate the objects on each slide. To start, they learn 

how to animate the title on the title slide using the Animations tab on the 

PowerPoint ribbon. Once they are familiar with how to animate slide objects, 

they apply this knowledge to animate the remaining words and pictures on all 

the slides in the presentation. 

 In session 6, students complete the slide show. Transitions are added between 

slides. The transitions are customized to set the timing. Afterwards, students 

print their slide show as a handout. The completed report is then shared with 

family and friends. 

  The Project Overview gives 
a summary of each session. 

SAMPLE
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Preparing to Teach TechnoCity 
 

In preparation of this project, ensure that each workstation is ready for students. Follow the 

outlined steps below to prepare ALL necessary materials. 

 

Complete the following: 

 

Step 1: Install Apps 

Step 2: Copy the City Folder 

Step 3: Create a Shortcut to the City Folder (Optional) 

Step 4: Modify the Shortcut Icon (Optional) 

Step 5: Print Handouts (Optional) 

Step 6: Prepare Flashcards (Optional) 

Step 7: Prepare Teacher Resources (Optional) 

 
 

Step 1: Install Apps 

 

 PowerPoint 2013 

 Adobe Reader (visit www.adobe.com) 

 

 

 

Step 2: Copy the City Folder 

 

The City folder contains session materials and must be made available to each student. 

 

1. If you have a CD, place it into the cd-drive. If it does not play automatically, open 

Computer and then double click the CD drive icon. Then double click the TechnoCity 

Resource folder in the pri-city-2013 folder.  

 

If you do not have a CD, go to where the project files are stored, and double click the 

TechnoCity Resource folder. 

2. Right click on the City folder and choose Copy. 

3. Go to the location where you want to place the folder; for example, workstation or 

network share. (See your System Administrator if using a server). 

4. Right click at this location and choose Paste. 

  

Step-by-step instructions 
explain how to prepare 
student workstations. 

SAMPLE



 

 

 

SESSION 1 
The City Where I Live 
In this session, students begin the creation of a multimedia report about the city 

in which they live. Using the program Microsoft PowerPoint, they assemble two 

slides for their slide show – a title slide, and a slide that contains facts about their 

city or town. Students learn how to apply a theme to produce a unique 

background for each slide. Once this task is complete, information about their 

community is added, including what school they attend, the street name where 

they live, and what is special about their city. 

Assignment 1: TechnoCity Slide Show 

Assignment 2: About Where I Live 

Session 1 Review: The Keyboard 

Session 1 Extension Activity: Fun Things to Do in My City 

 

  

Each TechnoKids project 
contains assignments that are 
spread over 6 sessions. 
Although teaching time may 
vary, each assignment takes 
about 20 minutes to complete. 

SAMPLE
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Session 1: The City Where I Live 

Getting Started 

Overview 

In this session, students begin the creation of a multimedia report about the city in which they live. 

Using the program Microsoft PowerPoint, they assemble two slides for their slide show – a title slide, 

and a slide that contains facts about their city or town. Students learn how to apply a theme to 

produce a unique background for each slide. Once this task is complete, information about their 

community is added, including what school they attend, the street name where they live, and 

what is special about their city. 

 

Materials 

 PowerPoint 2013 

 TechnoCity Quick Access Toolbar 2013 Flashcards (Optional) 

 TechnoCity template 

 TechnoCity sample file 

 Session 1 Review: The Keyboard 

 

Teacher Preparation  

(Refer to the Preparing to Teach section of this guide for instructions) 

 Make the City folder available to students.  

 Determine a location for students to save their work during this project. 

 Print the flashcards listed in the materials list for this session. (Optional) 

 

Teaching Strategy 

In this project, students create a multimedia report about their city. Explain scenario to students.  

 

In this project, you are going to make a multimedia report about the city where you live. 

Using the program PowerPoint, you create slides that include facts about your city or 

town. 

 

In this session, students create the first two slides of the report. Explain 

scenario to students. 

 

In this session, you begin by creating a title slide and a fact slide. 

These are the first two slides in your report about the city in which 

you live. You will tell about your school, where you live, and why 

you think your city is special. 

 

 

  

This section for teachers 
explains each assignment 
and gives helpful tips. 

SAMPLE
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Assignment 1 TechnoCity Slide Show 

 

In this assignment, students watch a sample slide show and answer questions about the content. 

You may wish to review the TechnoCity Marking Sheet in Session 7. 

 

About the Slide Show: 

 

 

 

Assignment 2 About Where I Live 

 

In this assignment, students begin the report about their city by creating a title slide and a slide 

about where the students live including the street name, school name, and an interesting fact. 

Assist students with the correct spelling of their city, the name of their school, and street names.  

 

Introduce the terminology: 

 

Slide Show: A presentation that is made up of a collection of slides shown in sequence. 

Theme: A design that sets the look of the background and words on a slide. 

Gallery: A menu that shows small pictures of each option. 

Text Box: A box used to add words to a slide. 

 

 

Introduce the position and function of following keys on the keyboard: 

 Enter key  Shift key  Spacebar 

 Period key  Page Up key  Page Down key 

 

 

  

   
Title Slide (Session 1) 

Create a title slide and pick a theme. 

Slide 2 (Session 1) 

Create a slide that includes street 

name, school name, and an 

interesting fact. 

Slide 3 (Session 2) 

Follow simple directions to produce a 

detailed picture map of a street. 

   
Slide 4 (Session 3) 

Add pictures and a sound clip to 

make a picture of the weather. 

Slide 5 (Session 4) 

Type information about a community 

helper accompanied by pictures. 

Animations are added in Session 5. 

Transitions are added in Session 6. 

SAMPLE
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About the TechnoCity Quick Access Toolbar 
 

To create this slide show, students use the commands on the TechnoCity Quick Access toolbar. 

Introduce the commands and explain their function. The TechnoCity Quick Access toolbar is in 

the upper left corner of the window. It has been customized for the template in this project.  
 

 
 

 
Save 

 
Undo 

 
Repeat 

 
Start From Beginning 

 
Themes 

 
Replace 

 
Online Pictures 

 
Send Backward 

 
Online Audio 

 
Audio Options 

 
Font 

 
Print Preview and Print 

 Exit PowerPoint     

 

You may wish to show students how to hold the mouse pointer  

over a tool to have a screen tip to appear with the tool name. 

 

 

Lesson Plan 

Assignment 1 - TechnoCity Slide Show 

 View the TechnoCity sample file and answer questions about the report. 

 

Assignment 2 - About Where I Live 

 Open the TechnoCity template. 

 Add Student Name to the title slide. 

 Apply a theme. 

 Replace "City" with City Name. 

 Advance to the next slide. 

 Complete the sentences to enter the school name, street, and what makes the city 

special. 

 Save the report and close PowerPoint.  

Font 

The Lesson Plan lists 
individual steps in each 
assignment. 

SAMPLE
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Learning Objectives 

Below is a list of the learning objectives for this session. Students should be able to complete 

each task independently. 

 

Content Knowledge: 

 communicate information about the city where you live 

 use conventions of writing including spaces between words, capital letters, and 

periods at the end of sentences 

 write simple sentences 

 

Technical Skills: 

 

Operating Environment 

 open and close a program 

 save a slide show 

 open a template in Microsoft PowerPoint 

 

Applied Technology 

 create the title slide and an information slide 

 

Multimedia 

 view a slide show 

 add text to a text frame on a slide 

 apply a theme to a slide 

 replace "City" with City Name using the Replace command 

 advance to the next slide in a slide show using the page down key 

 

 

 

 

 

 

Each session includes a list 
of Learning Objectives.  
A checklist of all objectives 
in the project is provided in 
Session 7. 

SAMPLE
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Assignment 1: TechnoCity Slide Show 
 

 
 

Watch the Slide Show 

 Open the City folder. 

 Double click Sample. 

 
 

 Watch the slide show. 

 

 

Questions about the Slide Show 

1. What did you like about the slide show? 

  

  

  

 

 

2. What would you add to the slide show to make it better? 

 
 

  

  

 

  

Watch the slide show and then 

answer the questions. 

Before beginning their own slide 
show, students examine a sample 
for inspiration and critical analysis. 

SAMPLE
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Assignment 2: About Where I Live 
 

 
 

 

Open the TechnoCity Template 

 Open the City folder.  

 Double click TechnoCity.  

 
 

 

Add Your Name to the Title Slide 

 Click inside the text box that says Click to add subtitle. 

 Type By. 

 Press the Enter key. 

 Type Student Name. 

 
 

 

 
  

Your city is a nice place to live. 

Tell people about it! Make a 

slide that tells people about 

your city. 

By 
Student Name 

TIP: Your name starts with a CAPITAL 

letter. To make a capital, press the SHIFT 

key at the same time as you press the 

letter key. 

TechnoCity includes a template with 
a custom toolbar for PowerPoint 
to help young learners. 

SAMPLE
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Apply a Theme 

 Click Themes on the Quick Access toolbar. 

 Hold the mouse pointer over a design in the gallery. 

 Watch the slide in the slide show to see what the theme will look like. 

 
 

 When you find a design you like, click on it. 

 

 

Replace "City" with Your City Name 

 Click Replace on the Quick Access toolbar. 

 Type City in the Find what: box. 

 Type City Name in the Replace with: box. 

 Click Replace All. 

 

 Click OK. 

 

 Click Close. 

 

A red wavy line may show up below your city name. A red line is 

used to show spelling mistakes. The dictionary on the computer 

may not have your city name.  

Do not worry! The line will not print. 

TIP: A city name 

starts with a 

CAPITAL letter.  

Pictures and tool icons always 
accompany step-by-step instructions. 

SAMPLE
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Go to the Next Slide 

 Press the PAGE DOWN key on the keyboard to move to the next slide. 

 
 

 

Tell About Where You Live 

 Click at the end of the first sentence. Type your Street Name. 

 
 

 

 Click at the end of the next sentence. Type your School Name. 

 
 

 

 Click at the end of the next sentence. Type what you like most about your city. 

 
 

 

 

  

TIP: You need to 

type a period . 

at the end of 

each sentence.  

TIP: Street names and 

school names start with 

a CAPITAL letter. 

Following pages have been removed 
from the Teacher Guide in this sample. SAMPLE
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Session 1 Review: The Keyboard 
 

 

 
 

 

1.  Color the letters in your name red. 

 

2.  The Shift key  makes CAPITAL letters. Color the key blue. 

 

3.  The Spacebar key  makes spaces. Color the Spacebar green. 

 

4.  The Page Down key  changes the slide you can see. Color the key orange. 

 

5.  The Page Up key  changes the slide you can see. Color the key orange. 

 

6.  The Enter key  moves the cursor to the next line. Color the key orange. 

 

7.  The   key types a period at the end of a sentence. Color the key purple. 

 

  

Reviews, Skill Reviews, and Extension 
Activities are provided as separate 
documents for quick and easy access. 
 

Review lessons at the end of sessions 
provide activities to check, practice, and 
reinforce newly learned skills. 
 

SAMPLE
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Session 1 Extension Activity: Fun Things to Do in My City 
 

 
 

 

1. What is your favorite restaurant? 

  

 

2. What is your favorite place to play sports? 

  

 

3. What is your favorite place to buy candy? 

  

 

4. Where do you go to see movies? 

  

 

5. What store is the best when shopping for toys? 

  

 

6. Where do you go to get your hair cut? 

  

 

7. Where is your favorite place of all? 

  

 

  

What do you like to do in your city? 

Extension Activities at the 
end of sessions provide 
optional enrichment lessons. 

SAMPLE




