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Technology Level A


A6.  Correctly Turn Off/Shut Down a Computer
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To correctly shut down and turn off a computer following all screen prompts.

Lesson Duration:

15 minutes (may be repeated over several days as needed)

Pre-Instruction:

Instructor needs to know how the machines are to be shut down in their lab/classroom (Do the computers shut off automatically with the shut down command?  Do the learners need to press the on/off button on the computer tower, the monitor, and/or on the computer cart?).

Materials needed:

Computer

Learning Objective:

Learner will correctly click on Start, move the cursor to shut down, follow the screen prompt to shut down, and press the on/off buttons that are necessary to complete the shut down of the machine.

Presentation/Procedure:

· Review the procedure for correctly closing a program.
· Explain that all open programs should be closed before beginning the shut down procedure. 

· Explain that following the correct procedure to shut down Windows allows Windows to close all applications safely.  If Windows is not shut down properly, the machine will have to go through a special time consuming task to check that all elements are properly working.   A loss of data is possible if proper techniques are not followed. 

· Demonstrate the shut down procedure on a computer with the learners watching.  

· Click on the Start button in the lower left hand corner of the computer.  Click “Shut Down.”  
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· Draw the learners’ attention to the dialog box that asks, “What do you want the computer to do?”  Explain each of the options that appear in the dialog box.  






· To “Shut Down” click in the circle next to the statement “Shut down”.  Explain that if you decide not to shut the computer down, you should click Cancel.  

· Demonstrate actually shutting down by clicking “ok”.

· Explain that Windows remembers the last thing that you did with this dialog box.  If the last thing you did was Restart and you press the OK button, you will restart the computer, not Shut down.  Learners should be instructed to carefully read the dialog boxes instead of just clicking OK automatically.

· Wait until the screen goes dark or until a message appears on the screen that it is safe to turn off the computer.

· If the computer shuts down automatically explain that the procedure is completed.

· Explain on some computers the power switch on the computer tower, the monitor, and/or the computer cart must be engaged in order to cut off power to the computer.

Practice:

· Instruct the learners to talk through the shut down procedure with a partner.

· Have the learners click Start and then Shut down.  When the dialog box appears have them click Shut down, then “Cancel” and go back through the procedure. 

· After practicing the process instruct the learners to complete the entire process of shutting down the computer.  

· The final step will vary by location.  (See Pre-Instruction).

· The computer may shut down automatically after checking on OK or students may have to press the power switch on the computer tower, the monitor, and/or the computer cart.

Evaluation:

After exiting all programs, instruct each learner to correctly shut down the computer tower and monitor.  

Closure: 

Review the procedure to turn off/shut down a computer and discuss observations made during the individual learner evaluations.  

Congratulate the learners for completing the instructional component of Technology Level A.

Review each one of the competencies in Technology Level A.  Randomly ask learners to explain or demonstrate a variety of the tasks in Technology Level A.  

Explain that before instruction in Technology Level B begins they will be given a posttest which covers each of the tasks in Technology Level A.  Explain that the posttest will be administered in the same manner as the pretest – one-on-one.

Vocabulary:

(See Glossary for definitions)

Shut down, monitor, computer tower

Instructor Comments:

· If Windows is not shut down properly, the machine will have to go through a time consuming task to check out that all elements are working properly.  There is the possibility of a loss of data if proper techniques are not followed.  

· Lesson A6 is the final competency in Technology Level A.  After evaluating the learners on this competency, they should be scheduled for the Technology Level A posttest. 

Instructor Reflections:
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