
Appendices

Thefollowingpagescontainhelpfulinformationforteachers.Lessonsthatapplyto
eachmodelinthistraining manualare statedwiththeunitnumber,pagenumberas
well asthespecifiedexercise.
Tousethisinformation,determineifthelessonistoteachreading,listeningetc.and
gototherightappendix. Find the lesson usingthe unitnumber,pagenumberand
exercise. Then, check the name of the model. Go back to through the training
manual and locate the module and model. Finally, examine the techniquesand
stepsusedtoteachthatlessonthenplanyourown.



Listening
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Listen a nd identify

Listen a nd write

Listen a nd match

Listen a nd follow instructions
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Readingfor m ain ideas

Readingfor information

Guess t he meaning of words
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Reading (cont.)
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Readingto make predictions
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Speaking
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Talkaboutapicture
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Writing
Very c ontrolled writing activities

Controlled sentence writing

Writingfrom a table
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Games
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Games toencourage l isteningand s peaking

Wordsearchgames

Crosswordpuzzles
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We use PowerPoint because PowerPoint enables you to create presentations for
yourclassroom material. PowerPoint offers you and your students d ynamic ways
[usinggraphics,text,movies,sounds and theInternet]to shareinformationonany
topic.

How to get ready to use Microsoft PowerPoint?
AppendixVI
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Why do we usePowerPoint Presentations?

1- Opening a file
Turnonyourcomputerbypressingthe"PowerButton".
OnthestartMenu"Inthelowerleftcorner"clickonPrograms.
Clickon"MicrosoftPowerPoint".
Whentheprogramopens,click"BlankPresentation"andclickOK.
Onthe"FileMenu"clickon"New".
Choosethe "Slidedesign" which will appear onthescreenandtrytochoosea
suitableformaccordingtoyourpurpose.
To writeatitleputthecursorinsidethedialogueboxwhichwillappearatthetop
oftheslide.
To write a text, alsoput thecursor inside t he dialogue boxandwritewhatyou
want.
To i nsert a picture, click on"InsertMenu"andchoose picture,thendetermine
whichkind doyouwant[fromclipartORfromafileifyouhaveacollectionof
pictures.

Note: You must know h ow to b rowse pictures from a CD.

2- Editing a text

Putthecursoratthebeginningoftheline.
Press"DeleteKey"tillyouremove the "Desiredpart",thenwriteyourtext.
Repeatthesamestepwiththeother texts.
TakeONEspacebetweenwords.
Finishyourtext.
Don'tforgettosaveyourwork.

3- Saving your work
Onthe"FileMenu",click"SAVE".
In the "File name box", write a relevant and specific name [which youcan
remembereasily].
Click"SAVE"ORpress"ENTER"tosavethefile.
Ifitisthesecondtimetosaveyourfile,youcanonlypress"Ctrl+S"atthesame
time.
Ifyouwanttomakeacopyofyourfile,choose"SAVEAS".
Writeanewnameforyourfile.

NOTE: The extension of PowerPoint presentationfilesis".PPS".
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Onthe"FORMAT" menu,click"APPLYDESIGN".
Choosethedesign youwanttoapply.Doubleclickonthetextboxtomodifyit
andchangethefillandthelinecolours.
Highlight thelines that you wanttochangethefontkind,sizeand colour and
choosefontfromtheFORMATmenuanddoyourchanges.
Onthefilemenu,ClickSAVE.

4 - Customizing your presentation:

Inthelowerleftcornerthereare5windows.
Toshowyourslidesclickthefirstoneontheright.
Toshowthenextslide,pressthe"SPACEBAR"key.
Toquitshowingyourpresentationspress"ESC"key.

5 - Showing your presentations:

Onthe"FileMenu",click"PRINT"ORpress"Ctrl+P"atthesametime.
Inthe"Printwhatdrop-downlistbox" atthebottom,clickslides,"without
animations".
Selecttheslides thatyouwant toprint and write their numbers in the box
besideSLIDES fromthefirstpagetothelastpage.
Click"OK".

6 - Printing your presentations:
[A] Printingpresentation slides:

Usethe"PRINTWHATLIST".
Choose"HANDOUTS".
Selectthenumberofslidesyouwantto print.

[B] Printingotheroutputs; "Handouts":

OntheFilemenuclick"CLOSE".
Click"YES"tosaveyourdocumentforthenextuse.
Ifyoudon'twanttosavethelastchangesclick"NO".
OntheFilemenu,click"EXIT"toquitPowerPoint.

7 - Quitting PowerPoint
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