C2.  Retrieve an Existing Document
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To locate and open a file.

Lesson Duration:

20 minutes

Pre-Instruction:

Create document on floppy disk for demonstration.

Make sure that learners have a document saved on a floppy disk from Technology Level B (or disk created when the learner pre/posttested out of Technology Level B).  If a learner’s disk cannot be located, the learner should create a file on a disk using one of the Handouts from Lesson B3 – Create a Simple Text Document. 

Make copies of Handout – “Retrieve an Existing Document” (or copy onto a transparency) (optional).

Materials Needed:

Computer for each learner.

Overhead or LCD projector (optional).

Floppy/Diskette used by the learner in Technology Level B. 

Handout – “Retrieve an Existing Document” (optional).

Learning Objective:
Learner will be able to retrieve an existing document by correctly inserting the floppy into the floppy drive, opening Microsoft Word, clicking on File menu, clicking on open, and choosing the appropriate drive and file.

Presentation/Procedure:

· As a review of Lesson C1 ask a learner to explain the concept of drive, folder and file. 

· As a review of Lesson C1, ask the learners to explain the procedure for opening a document from My Computer on the desktop.  

· Ask: Have you ever put an object away for safe keeping and later unable to find the object?

· Explain that this sometimes happens with files you have created and saved on either a floppy disk or on the hard drive.  

· Explain that in this lesson they will be opening the A: drive and retrieving a document that is stored on their floppy disk.  

· Demonstrate inserting a floppy disk into a demo computer.  

· Review the procedure for opening a document (see Lesson B2) from an icon and by using the Start Menu.

· Re-emphasize that either method, opening from an icon or by using the Start Menu, can be used for retrieving an existing document.

· Demonstrate opening Microsoft Word by clicking on the Start Menu, Programs list and Microsoft Word. 

· Click on the File menu and on open.  Draw the learners’ attention to the folder picture.  Discuss the folder that appears in the Look-in window.
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· Click on the drop-down arrow and click on the A: drive.



· Click on and open a file.



· Explain that in the next lesson they will be editing that document.

Practice:

· Direct learners to insert the floppy into the floppy drive in the tower.

· Have learners click on Start menu, Programs, Microsoft Word, and File menu.

· Have learners click on Open. The dialog box will appear.

· Have learners click on the down arrow at the “Look in location.”  

· Have learners click on the file they named and saved in Technology Level B and click on Open. 

· Give the learners time to practice until they are comfortable with retrieving an existing document from the A: drive.

Evaluation:

Ask each learner to exit all programs and arrive at the desktop.  Ask each learner to retrieve a document from the A: drive.  It is best if the learner retrieves a document that he/she previously saved. 

Closure:  

Review the procedure for retrieving an exiting document and discuss observations made during the evaluations.

Vocabulary:

(See Glossary for definitions)

floppy, A: Drive, diskette, dialogue box, file, document, drive, Look-in location

Resources:

Teknimedia Corporation.  PC 140-Opening Documents.  Bethesda:  Teknimedia Computer Literacy Series, 2000-2001.  www.teknimedia.com

Instructor Comments: 

· Learners must remember to put the floppy diskette in the floppy drive.  They will not find the document on the hard drive.  Learners may have a hard time remembering that they must go to the A: drive to find the document they named.   Since this is a difficult concept, you should have the learner repeat the steps several times.  A returning learner may not have a document saved to disk.  In this situation, the learner should be given a copy of one of the handouts from Lesson B3 – Create a Simple Text Document.  If the learner cannot demonstrate competency on this task, it may be appropriate for the learner to begin instruction the next time Technology Level B is offered.  Some programs may want the learner to use the hard drive for this lesson.  

· If a learner is having difficulty during the practice session, you can provide a copy of the Handout – Retrieve an Existing Document for additional assistance.  However, the use of the handout is not a substitute for instructor-led delivery and monitoring of learner skill attainment.

Instructor Reflections:  It was fun when learners realized that their saved document would just come back onto the screen.  Each learner should have a personal diskette to keep until they finish technology instruction or complete their goals and leave the program.  I might recommend that the program buy diskettes in bulk and sell them to learners for a small fee. 
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