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ABSTRACT

This Independent Learning Project (ILP) discugbed®est practices in educatial
technology to improve the behavjamstruction,and learning of atisk youth for whom
technology offers unique opportunitié®esearch is compiled from numerous scholarly
print and online sources. A guide for teachers provides detailed strasediesre
tutorials and specific resources for integrating technology into the curriculum.
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CHAPTER |

Introduction

| became interested in the problems efisk youth when | began to work at a behavioral
high school for special needs students in 2001. ithpassion and empathy learned fnom
own disadvantaged childbd, | now provideeducation, counseling and support services to
adolescents with learning disabilities drehavioral disorders also became aware that,
regardless of what is going on at home; school is a safe place which can puppdet for
these sidents.

Stereotyping is an enormous issue for these youth; too often they are labeleelctly.

There is a considerable amount of literature on who i8sit however these students are not all
born atrisk. They are influenced by their environmehgir families, community, problems with
peers, and society in gener@tereotypig should be avoided; educators must look at each
student as an individual. Being stereotyped by others can be difficult and painful for these
students. When we make assumpsi based on limited information we are opening the door to
injustice.

Stereotyping makes the students feel judged, they become angry and frustrated, which only
leads to poor behavior and low performance on school work. Teachers must be culturally
responsve to their studentsdé needs, to assume th
Agirls are not good at mat h(Banbaldieg2005e We e 0 onl vy
need to raise our expectations, not lower them. We need to let the skudemtthat they are
here to learn, and that their abilities can improve with hard work.

There are a great number of factors that lead to these students acquiring theriskel at

However, these students are resilient, they set goals, they look forwhair tiuturesthey
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learn, and they are survivors. We need to askhat ways youth are -aisk, not justif they are
atrisk. Then teachers need to creatively use the s
problems.

The assumption that theseidents can not learn, is just that; an assumption. They do, and
can, learn. We need to understand and care for these youth, as we do all youth. We need to help
these youth build their se#fsteem, sel€onfidence and give them a sense of responsibility.

They may lead one to think that they do not care, but in reality, they do care. They are looking
for teachers who will not give up on them, teachers who will make an effort to understand them,
and teachers who believe in them. Theyraralifferent from ay otheryouth. | can't change the

past of the youth | work with, but | can affect what happens when | am with them. In that way, |
can make a difference.

This research will benefit everyone who works with thesk population. The solutions are
not ascomplicated as one may think. Research has shown that one needs to have an open mind
when dealing with these youth. One needs to be aware of and utilize the multiplicity of
educational approaches already available. This approach, of course, is suppbibedhlyy
Gardner's concept of multiple intelligend€ardner, 1983).

Gardner believes there are at least eight intelligences (Mergaistic, logicaimathematical,
visuatspatial, musicathythmic, kinesthetianovement, interpersonal, intrapersonal, and
environmental)Research@nducted with learning disableshdemotionally disurbedstudents
indicates that their achievement levels are greater with computer assisted insttigtianth
conventional instru@n alone(Cotton, 1991).

Teachers of atisk youth need to become more aware of the enormous assets these new

technologies can bring to their classroom, and in their curriculine.use of ofline
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technologies such asmail, chat rooms, instant messaging, online gaming, and social
networking hasncreased at aimcredible rate. These do not ndede seen as only potential
distractions. Adulthave becoméhe digital immigrants as the students advance in their
knowl edge of todayds technology. usethis s t he r
technology for their students6é educational be
The goal of this project is toresent to educators the importance of fully integrating
technology into the curriculum of-aisk students. Atisk students can learn, and there are
evidencebased practices available such as Universal Desighearning Intel Teach Program
and software programs such as, Inspiration, Kidspiration, Write: OutLoud, the-ewvaridg
talking word processor by Don Johnson, and Kurzweil 3000, a Wintbased readingvriting
and learning software for struggling students.
This project will make educators aware of different solutions to working with thekat
population. There are many great teachers across the country doing impressive work with these
youth. Informaion technology alone has opened up the world to these students; the Internet has
provided these youth witkixperiences to which they may never hagenexposed. Information
technology has become one of the most important tools in education. The ligtgrogting at
an astonishing s presmmdmuaigatthg witlo ehch pthes in new ant different
ways Educators need to keep up with the new tools of tfle@atury.
Teachers play an especially i mpganrthesatnutd ernotlsed i
trust by being consistenby being positive role models, and by providing the structure so many
at-risk youth lack in their lives. We need to maintain healthy boundaries when working with this

population of youth. All childreran lean; schools anteachers can make a difference.
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Immediate gains are possible when the best practices available are used. Specific classroom
strategies can increase student achievement.
Statement of the Problem

The lack of teacher commitment to integrgttechnology into the curriculum of-ask
youth is a problem; many teachers do not feel confident or comfortable using computers.
Instructional technology can support learning and aid in the delivery of instruction to these
students, and integrating teelogy into the curriculum can improve student achievement.
Educators musncorporate technology into all aspects of teaching, learning, and assessment

Far too often, it has been observed that the technology is being used ineffectively.
Educators neetb invest the time necessary to learn the tools of the 21st century. Lack of
training, fear of the unknown, and no support are a few excuses that are voiced by teachers in
defending their case for not usi nmskyowhatenol ogy
not going away, and computer assisted instruction can enhance learning in demonstrable ways.

The Massachusetts RecommendetiKinstructional Technology Standards states that
ABecoming proficient i n t ecédtmbldamiggyandwpiepale e nabl
themselves for the increasinglpmpetitive world beyond schaolMassachusetts Department of
Education, 2007 p 1Y.he research shows that terisk youth need to focus on transition from
school to workeducators need to ther prepare students for the work force. Schoeklork
transitionhelpsat i sk yout h secure and maintain employn
for tech savvy employees. Todayodés workforce r

The use of conputers as a babysitter is not an efficient use of the resource. Teachers need
to develop appropriate lesson plans or not use computerstialtruly demands collaboration.

Todaydés youth have embraced technampueg,the wit h s
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Internet, cell phones, and Ipods. However, there needs to be structure and constant guidance to
be able to use these educational technologies effectively.

Educators must familiarize themselves with the technology to better prepare their
stucents to enter the world after graduation. They must continuously monitor student use and
assess their progress as they would with any other traditional classroom instruction. Are students
using the technology to support their learning; or are they usiogefplace their learning?

Another part of the problem is the lack of time for teachers to participate in professional
development programs for integrating technology into their curriculum. School administrators
are not familiar enough with what it tadk® integrate this technology. There must be plans put in
place to find funding and time for professional development, these plans must also be
implemented. The plan should be reviewed annually to monitor new technologies and to
integrate them into the ouculum.

We are teaching the information generation. We must understand that technology is part

of todaydés youth culture. We must not only
magnitude of power it -rigkgosth. Thigprojett will ilvestgdts how f t
teachers can learn to empoweriak youth through the use of technology as a learning tool.
Rationale

The purpose of this Independent Learning Project will be to research the wealth of
information related to using technglpto facilitate quality education for the Neomillennial
l earning styles of todayés yout h. Digital m

homework while simultaneously reading, listening to a MP3 player, receiving and sending e
mail, and dialoguig with classmates via instant messaging. Since they were young, they have

been bombarded by technical stimu{Dede, 2005).

r e
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My research will focus on the tools available to teaehsétlearners in the 21st Century.
Todayods yout h theyare éasilg botechadnd unmotivateddy tiaditional teaching
practices. One of the first things a teacher must consider is that each student has a different
|l earning style. Bloombébs taxonomy demonstrates
domain (Huitt, 2004)Technology has opened up a new world to todayssikt youth. Problem
based learning challenges the student to learn how to learn, while working cooperatively in
groups to seek solutions to real world problems.

This study is importartt 0 me et i ng t h e-riskyowhd Bechoofogythasd ay 6 s a
become something that this population of youth has begun to depend upon. It is naatral for
riskyouth to use technology such as I pods, |l aptc¢
computes. The students of today are confident, capable and accustomed to learning through
technology. Expanding the uses of already familiar or available technology has the potential to
greatly enhance the studentsdé sense of master
Anticipated Outcomes

Througlout my research, | intend to show how integrating technology into the curriculum
can assist atisk youth in becoming successful in school. In looking at who-iskt | hope to
provide todayéos educators with 2henturyleanerur ces

Working with the atrisk youth population for the past seven years has given me the
opportunity, and the skills necessary to form positive relationships with the students, which has
allowed me to work effectively with them. | wiirovide strategies for dealing with student

behavior, and demonstrate how technology can improve over all behavior.
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Research Questions
Who ar e -tiskybahy @and whatdefines-ask? How will integrating technology
into the curriculum assist-aisk youth in becoming successful in school? What tools are

available to assist educators with student behavior, and technology integration?
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CHAPTER I
Literature Review
Who Is At Risk?

Many social c¢r it i cfaceaorgsereustna aritical tisksdttamryadys y o u
previous generation. Most experts will agree that violence in schools, deteriorating family
structure, substance abuse, alarming media images, and gang activity patts&ns
(FunderburkeParker, 2008).

The overwhelming amount of literature presents a range of definitionsfisk goouth.

Some authors identify risk factors with analytical validity for such unwanted behaviors as
truancy, dropping out of school, or criminal activity. Others conteridalhgouth are potentially
at-risk of not achieving their potential. The label is often assigned to both gifted and remedial
learners who do not fit the mainstream school populdttasey, 1992).

The most common definition of-aisk students is thos#udents who are probably not
going to graduate from high school (Morris, 200)ere are a great variety of conditions
associated with beingt-risk. Researchers who have investigated characteristics correlated with a
high likelihood of dropping out meioin demographic, socioeconomic, and institutional

characteristics such as:

T Living in unstable school districts

1 Being a member of a losmcome family

1 Having parents who are not high school graduates
1 Speaking English as a second language

1 Being singleparent children

1 Having negative selberceptions; being bored or alienated; having lowestiéem.
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At-risk youthmay be defined by a variety of factors includpigy/sical and
developmentatlisabilities, impoverished conditiongr belonging teethnic orracial minorities.

According to Munson (1991), what makatsrisk youth different is their need for long term
counseling and supportive care. Adolescents m
theystruggle to manage the tasks of daily living anelat-risk of having problems in school,

peer groups, and famikglationships (Munson, 1991).

A variety of external influences, ranging from family, social contacts or schools can be
detrimental and cause a youtthi amo fuUbhenardudifir,
These youth generally lack social skills, thus causing them to resort to antisocial behavior
(Wallach, 1991). While not all of these youth have been previously involved with the juvenile
justice system (Calloway, 1991), it is ealed that they will remain atsk until effective support
is received (Pommier & Witt, 1995).

At-Risk Factors

According to the National Youth Violence Prevention Resource Center (2007) risk
factors are defined as scientifically established factodetarminants for which there is strong
objective evidence of a causal reteiship to a problem

ARi sk factorso in education commonly refer
a negative impact on the likelihood that a student will graduate frigh school (Slavin,

Karweit, & Madden, 1989). Although the U.S. D
Educational Statistics (NCES) has been unsuccessful in its efforts to get states to agree on a
common definition o fledathindicpte that gpgroximatedy 11eofU.S. av a i
students between the ages of 16 and 24 are out of school and have not completed high school

(Kaufman, Kwon, Klein, & Chapman, 2000).
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There are many factors which put youthriak for school and life failes. Deficiencies
in a youthds natur al environme natriskfMunsofpe a si g
1999). The school setting has also been shown to cause problems for many adolescents. While
school programs may be effective at reducing #edihood of adolescents becomingrisk,
many youth are alienated from their school environment.

Race/ethnicity is an indirect risk factor. Race is a complex variable for the purposes of
categorization of risk factors. Being African American or Hispantc r eases oneod6s st
chances of dropping out of school; however, some of the reasons for these statistical changes
may operate at an individual level, others at a family level, others at a school level, and still
others at a community/societal léveoverty concentration, class size, and school size are all
associated with lower rates a¢ademic success. Both large class size and school size also appear
to be detrimental to studentsd achievements (

Research ha®und that it is possible to identify potential dropouts as early as elementary
school (McDill, Natriello & Pallas, 1986). There is a widely held view that "we intervene too
late in the course of a student's development, that certain parts of thegfrafdeopoutprone
student may be visible as early as the third grade,” (Hodgkinson, 1985).

Much attention has been focused on such issues as adolescent suicide, illiteracy, teen
pregnancy, substance abuse, juvenile crime, school dropouts, and youfhaymeemt. These
are in fact symptoms. The real root causes that put yatiiskdo ar e, poverty, | ac|
support, negative peer pressure, and sometimes neighborhood, skin color, ethnic background, or
language barriers. A lack of parental interattmd involvement increases the risk for violence,

particularly among maleBailure to set clear expectations, inadequate youth supervision and
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monitoring, and severe or inconsistent family discipline practices can also contribute to
delinquency andiolent behavior (Sauer, 1990).

It has been established that up to 50 percent of teens, particularly in the late teen years,
abuse substances such as alcohol, marijuana, and cocaine; many of them become dependent upon
such substances. Some of these youth reagelmedicating in an effort to escape their
unhappiness. Still others, due to their lack of inhibition, may be unable to stop doiathsg
thatprovides pleasure (Goldstein, 1998)

Juvenile Justice Systenand Education

The juvenile justice systemdas enormous challenges in dealing vaithisk youth.

Positive steps must be taken within communities, such as giving families in crisis access to
agencies capable of providing a variety of serviBasents must recognize thhey need to

become part athe solution, giving youth the skills necessary to become productive members of
society. With the help of caring and informed adults, it is possible to turn these youth around
before they become anothstatistic(Bartollas & Miller,2001).

One importanstrategy for improving the effectiveness of our correctional institutions for
youth is education. Without education, practical skills, programs that help changeaati
behavior, and transition steps back into the community, what chance do theskayautt
becoming productive members of society? The penal system generally provides punishment but
little support to help these youth develop more effective and efficient life skills and success in
daily life, and, thus the ability to stay out of troufBchwablearning, 2008).

The link between illiteracy and juvenile delinquencyil documentedMichael S.

Brunner, Visiting Research Fellow at the U.S. Daparit of Justice, reported thae link

between academic faileirand delinquency is strong. $clis arecontributing to the delinquency
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problem by continuing to provideaditional programming that leaves many studentsble to

read accurately, fluentiand effatlessly with comprehensioiVhat brings about the

delinquency is not the academic tmé per se, but sustained frustration which results from
continued failure to achieve selected academic goals (Citizens Commission on Human Rights,
2000).

Some argue that the large number of youth struggling with the Massachusetts
Comprehensive Assessme&ystem the Massachusetts high stakes graduation requirement
implemented in 2003, is increasing the doyt rate, which means that the current number and
proportion of young adults lacking a credential may be higher than it was in 2000 at the time of
the Census (Papay, Murnane, Willett, 2008).

Behavior Management

According to (CLASS, 2008) Behavior Management encompasses the teacher's ability to
provide clear behavioral expectations and use effective methods to prevent and redirect
misbehavior.

Students are most likely to behave appropriately in the classroom when:
1 Rules and expectations are clearly and consistently communicated.
1 Behavior management is proactive, rather than reactive.

9 Students receive consistent praise for meeting expectaGAsSS, 2008).

With clear expectations, students typically understand how to act in the classroom so that
little time is spent on managing their behaviors. This can minimize distractions and disruptions,
allowing classroom time to be spent on instrusdicactivities, and increases the amount of time

students are engaged in learning. Dealing with student behavior can be draining for teachers and
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students. By reducing the frequency and intensity of behavioral problems, more learning can take
place (CLASS2008).

Haim Ginott was the first to support the role of communication skills in building sound
classroom discipline. He presented a strong ¢
a style of speaking that does not attack others, but instedng harmonious with feelings
being experienced (Charles, 1998, p 57).

Ginott described discipline asias e r i e s o f that ovet time helps students i e s 0
acquire seldirection, responsibility, and concern for others. He believed that truelaisci
could not be accomplished over night, but is a process that grows gradually as teachers treat
students humanely and considerately (Charles, 1998, p 67).

The essence of discipline, Ginott said, lies in finding effective alternatives to punishment.
Gnott believed that the most iIimportant factor
seltdiscipline. SeHdisciplined teachers rarely lose their tempers and they never behave rudely.

They model the behaviors they want to see in their students|€Sh1998, p 67).

The use of certain classroom management techniques can help teachers achieve well
disciplined classrooms. Some training programs have been proven to be very successful in
bringing about reductions of discipline problems in the clasardraining programs for

educators should include learning activities and practice in the areas of:

1 Organizing the room and materials

1 Developing a workable set of rules and procedures
T Assuring student accountability

1 Formulating and explaining conseaqeges

f Maintaining the management system
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1 Increasing instructional clarity
f Organizing instruction

T Adjusting instruction for special groups (Cotton, 1990).

21% Century Learning

At-risk youth are often sent to spegmbgrams with reduced expectatidos academic
performance. The effective schools research strongly supports the idea that schools establish and
maintain high expectations and standards for all students and focus on helping students meet
those expectations. Atsk youth do exhibit a strgnneed for success, however with clear goals
and objectives, they can begin to move toward and achieve measurable success iDaghool (

& Butler, 1987).

The No Child Left Behind Act of 2001 is placing a new emphasis on scientifically based
researchath i s requiring states ane asscprdgoanis fodthegt r i ct s
schools and classrooms. Certain programs or approaches are effective in improving student
outcomes wheimplemented (Waxman, Lin, & Michko, 2003).

Some studieshaleound t hat wusing t ec bpproadchegfipwma an c¢chan
teachercentered to a more studesgntered classroom where students work willingly, have
opportunities to make choices, and playagtive role in their learning. Research baspared the
classroom interactions between high school students and teachers involved in (a) ebagaater
instruction and (b) traditional instruction. It was found that stutEather interactions were more
studentcentered and individualized during comptit@sedeaching and learning thantraditional
teaching and learnin@andholtz, Ringstaff, & Dwyer, as cited in Waxmam, & Michko, 2003).

Another study that examined changes in classroom instruction as a reésahrajlogy found

thathigh access to cgnuters enabled teachers to individualize instruction miaehnology
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permitsstudentgo be involved in their own learningVith no history of failureit allows atrisk
youth to be successful at somethitgybuild up their knowledge, and become parthef
teaching procegSandholtz, Ringstaff, & Dwyer, as cited in Waxmaim, & Michko, 2003).

A variety of technological tools can lbseful in working with atisk youth. Youth
usually have positive experiences with technology, and individualized mgeahd learning can,
and does take place without the normal resistance to obvious educappr@dches (Casey,
2000).

According tothe Association for Education@ommunications and Technolod2004)
instructionaltechnology is defined as:

i . . .sdofraeariety of teaching tools to improve student learning. We usually
think of computers and computer software when we think of instructional
technology, but instructional technologies are not limited to computers in the
classroom. Instructional technglp describes all tools that are used for teaching
and learning such as: cameras, CD players, PDA's, GPS devices, cobbaseibr
probes, calculators and electronic tools we have yet to discover. Staddnts
teachers use computer software and Internet ressto locate, process, and
present information, learn and assess tigifso n.g).

Students will spend their adult lives in a multitasking, multifaceted, technalioggn,
diverse, vibrant world. The world in which students live today has changetatically, and
schools must be prepared to change as well, to meet the demand of educatiffgémeu2y
learner. Technology helps prepare students for the workforce when they learn to use and apply

applications that are usedtino d ay 6 s woter,bk99%)r ce ( Tr ot
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The Evolution of Technology in Education

The United States Congress has a long histosypporting technology for people with
disabilities, dating back to 1879, when a $10,000 grestmade to support the productioh
Braille materials athe American Printing House for the Blind. Funding daptioning films for
people who are deaf was providedlBb8. The primary rationale for laws such as these was to
provide technology resources that could be usaahpoove instruction for people vt
disabilities As public school programs for students with disabilities increased, a need was
identified to improve the access to instructional materials, media, and technology by special
education teacher8fackhurst, & Edyburn2000).
American with Disabilities Act of 1988

The Americans with Disabilities Act gives civil rights protections to individuals with
disabilities similar to those provided to individuals on the basis of race, color, sex, national
origin, age, and religion. It guarantees equudartunity for individuals with disabilities in
public accommodations, employment, transportation, State and local government services, and
telecommunications (ADA, 2006).

Federal policy related to assistive technology was solidified with the passBgblif
Law (PL) 100407, the TechnologiRelated Assistance for Individuals with Disabilities Act of
1988, which was the first major legislation exclusively directed to assistive technology. The
legislation provided funding to support statewide planningsaipgbort for the delivery of AT
services. The "Tech Act," as it has come to be known, provided definitions of AT devices and
services. Those definitions were slightly modified in thawéhorization of PL 1047, The

Individuals with Disabilities EducatioAct, to make the wording of the definitions applicable to
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children with disabilities in schools. As defined in Section 300.5 of IDBlAckhurst &
Edyburn,2000).

According to the Individuals with Disabilitigsducation Act (IDEA, 200y assistive
techrology( AT) i s d efitenm piete ohexuipiinent ar groduct system, whether
acquired commercially off the shelf, modified, or customized, that is used to increase, maintain,
or improve functional <capabilities of individ

AT address many types of learning diftilties. A student who has diffulty writing can
compose a school report by dictating it and having it converted to text by special computer
software. A child who struggles with math can use a trald calculator t&keep score while
playing a game with a friend. And a teenager with dyslexia may benefit from AT that will read
aloud his empl oyer @Gganberny,|&Raskind,tnd.)ai ni ng manual

Many common software applications have bunltapabilities that cabe useful to students
with disabilities. For example, most applications allow the user to modify the size and color of text,
which can be useful for a student with low vision. Also many popularpoydessing
applications offer a texto-speech featuszwhich is useful for students with a variety of
disabilities. In addition, most computer operating systems have accessibility features, for
example allowing the user to magnify the screen, change the size of icons, and adjust the way the
mouse and keytawdreact (MDOE, 2008).

Software and Assistive Technology

Current research supports a direction away from the traditional, tezahtered
(didactic) direct instruction, where students are passive receptors of knowledge, towards the
more studententered, nderstandingbased (constructivist) teaching that focuses on ideas
constructed by the students own knowledge, observations and experiemezddnBurkham,

& Leeg 1999.
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According to Wenglinsky (2005), teachers tend to be one of two types:

1. Didactic: in which students are taught basic skills primarily through having the
teacher provide the knowledge and students receive it

2. Constructivist:in which students are taught compfaoblemsolving skills in an
interactive process that moves from abstractiorsotcrete examples, where students
control most of the learning process.

As a handsn subject, technology education demands that students interact with their

learning environmentVhen deciding what technology to use one should take into consideration:

1 The lesson to be taught
1 The appropriate technology to be used
1 How that technology is to be used
1 Limitations on the technology
1 The ability of the technology to achieve the expected outcome (Jones, 1999).
Currently, there are more thaf,800 pieces odducational software available, with
hundreds of new titles being added yearly. With more than a thousand titles available for a single
subject area, it is nearly impossible &mtucatorgo sort through to see if a particular piece of
software has beervaluated(Higgins & Boone2008) Selecting the right educational software
package has become increasingly complex.
There are many issues to consider in selecting educational software:
1 Evidence of its effectiveness
1 Alignment with your school, stater district's standards

1 Suitability for your studats' needs and learning styles
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f Total cost of purchasing, maintaining, and upgrading needed hardware and software
(Learning Point Associates, 2002).

Technology according to Jendron, (200as great potentian providing access for all
learners. Through the useassistive technologies, students with Hibiges can haveccess the
general curriculum. When assistive technology is appropriately integrated into the regular
classroom, students are providedhamultiple means to complete their woillechnology helps
students with disabilities on many different levels. It balp them accomplish tasks such as

1 Master graddevel content. Technology presents the material in different forms (visually,
auditorily, etc.)

1 Improve writing and organizational skills. Technology can enable students with learning
disabilitiesto develop a concept map for a research paper and write usinglgvatie
vocabulary words they wouldn't use without a computer due to pooingpsHills.

1 "Read" graddevel text. The computer either redtie text audiblydigitally or presents
it at a lower grade level for students with reading disabilities or visual impairments.

1 Take notes. Many students with disabilities havgadilty taking notesbecause of poor
spelling, writing, and/peyehand coordination skillsJendron, 2007).

Assisive technology can help youthith special needBy providing accommodations
and adaptations to support educational programs that are already irlmplzm@nection with
disability issues, the terfiaccommodatiorsrefers to a change in routine, method or approach
that is used so that a person with a disability catigpate in spite ofhallenges the disability

might posgJendron, 2007).
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Potential Classroom Uses
Janet Jendro(2007), of theUniversity of South Carolina Assistive Technology Praject
writes:
fiFor some students with learning disabilities, learning to spell words correctly
may be a skill they cannot acquire or cannot acquire witkigim fluency o be
able to express themselvadequately in writing. To compensate for this inability,
these students may be encouraged to use alternative methods for spelling like a
spell check program on the computer or a hald spelling deviceYouthcan
advance their@ucation and acquire new skills using a variety of assistive
technology tool $).in the classroomo (n
1. Reading Deficit
Encyclopedia of Mental Disorders (200@finesReading disordea s fia | ear ni ng
disorder that involves significannpairment of reading accuracy, speed, or comprehension to
the extent that the impairment interferes with academic achievement or activities of daily life.
People with reading disorder perform reading tasks well below the level one would expect on the
bass of their gener al intelligence, educational
1 Reading softwar@nprovesreadingcomprehesion, vocabulary, grammasyriting skills,
and teacheseadingstrategies thallows youth to beome fluent and accurate read
(Jendron, 2007).
1 Text Readerare software programs that readudall the text in any given document or
application and often include other assistive features suam@sprediction and spell
check(Jendron, 2007). Having text read aloud benefiggae having difficulty reading

information on the screen or for whom simultaneously hearing and reading text aids
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comprehensionlalking software can help aitthsee and hear while learniggTTO,
2005.

1 Talking word processotae writing softwargrograms that provide speech feedback as
the student writes, echoing each letter as it is typed and or each word as the spacebar is
pressedATTO, 2005.

1 A portable word processas a lightweight device that is easy to transport (e.g., from
classroom tdhome. It can be helpful to studenigo may have trouble writing by hand
and prefer to use a keyboard. Word processing allows the user to edit and correct his
written work more dfciently than doing so by hand (Stanberry & Raskind, nd.).

91 Talking spell checérs and electronic dictionariean help a poor speller select or
identify appropriate words and correct spelling errors during the process of writing and
proofreading. Talking devices Aread aloud
theuser carsee and hear the word options (Stanberry, K. Raskind, M. Ph.D., nd.).

1 Word prediction softwarassists people who have difficulty spelling and writing. As a
person types, word prediction will display a list of the most probable words allowing the
typist toselect the word from the list. The buiitt talking dictionary lets the typist hear
the definition to make sure that the word they select is the right Woednfer Literacy
2008).

2. Visual Deficit
Visual aids forassisting with vision problems can inase contrast, enlarge stimuli and

makeuse of tactile and auditory models. Devices that assist with vision include screen readers,
screen enlargers, magnifiers, latgpe books, taped books, braillers, light boxes, high contrast

materials, thermoform grags, synthesizers, and scanners (Higgins & Boone, 2008)
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1 Visual programsely on visual learningvhichis a proven method of organizing ideas
graphically- with concept maps, mind maps and webs. Scientifically based research
demonstrates that visual teéng techniques improve memory, organizaticnitical
thinking and planning. Visual learning helps students improve academic performance and
achieve success across the curriculum (Novak & Cafias 2006).

1 Graphic organizers araltlining programs help usewgho have trouble organizing and
outlining information as they begin a writing project. This type of program lets a user
Adumpo information in an unstructured mann
into gopropriate categories and ordeliggins & Boone,2008).

1 Electronic Braille deviceallows the user's input to be converted into electronic signals
which are stored as a digital file, and any tactile output is produced indirectly by
displaying the file on a refreshable Braille display or printingith an embosser
(Dotlessbraille, 2007).

3. Math Deficit
When a student who is unable to remember math facts is allowed to do math problems

with a calculator, the use of the calculator is an accommodatioartbbteghe student to work
around his or hedisability. With this accommodation, the student can stilve math problens
but uses a different methgdendron, 2007).

1 A talking calculatothas a builin speech synthesizer that reads aloud each number,
symbol, or operation key a user presses; @ atscalizes the answer to the problem. This
auditory feedback may hethe studentheck the accuracy of the keys he presses and

verify the answer before he transfers it to pdftanberry & Raskind, nd.).
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1 Electronic math worksheegse software prograntBat can help a user organize, align,
and work through math problems on a computer screen. Numbers that appear onscreen
can also be read aloud via a speech synthesizer. This may be helpful to people who have

trouble aligning math problems with pencil arappr (Stanberry & Raskind, nd).

T On line math videoappeal to the visual learners. According to Christopher Matawa,
most students benefit from visual representations of concepts (125@).
manipulatives in the classroaassists with goals and is in keeg with the progressive
theories of discovery and inquibased learningndividual students learn in different
ways. When manipulatives are used, the senses are brought into learning: students can
touch and move objects to make visual representatiomaibfematical concepts (T2T,
2008).
4. Attention Deficit
Children with a diagnosis d&ttention Deficit Hyperactivity DisordefADHD) are
typically kinesthetic learners and have difficulty with sitting at a desk doing pemdjaper
work. When tildrenhi nk of t he ms el v eand aseseernias sushpthegef or A's
will be disruptive in school. Consideration of various means of presentation of materials when
working with students with ADHD is recommended (FAS, 2008).
Computerinstruction cangpport other learning activities, and can afgovide
motivation and focus for students with learning disabilithessistive technologgan help
studentommunicate wh a least amount of streasadconfusion Special software can also

help a child withADD reduce the effect of extednstimuli, improving theability to focus on

class work(Jendron, 2007).
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1 Audio booksallow users to listen to text and are available in a variety of formats, such as
audiocassettes, CDs, and MP3 downloads. Special playndtskallow users to and

search and lmkmark pages and chapters (Stanberry & Raskind, nd.).

1 Speech recognition program®rk in conjunction with a word processor. The user

Adi ctateso into a microphone, and his spok

text. This can help a user whose oral language abilligti®r than his writing skills

(Stanberry & Raskind, nd.).

1 The Interneis making it possible for more individuals than ever to access knowdedbe

to learn in new and different wayBhe internetllows educators to center learning

around the student instead of the classroom, to focus on the strengths and needs of

individual learners, and to make lifelong learning a practical reality (USDOE, 2000).

5. Additional Graphics & Multimedia to address leanng challenges.

Multimedia software can easily present information in either text mode or graphics mode,
but, when possible, both should be used (Overbagybited ifStemler 1997). Students who do
not understand information delivered by text oftett wnderstand it if it is presented by various
varieties of multimedia. In particular, challenging topics sometimes become easier to understand
when augmented by graphic displays (Groppsited irStemler 1997).

Multimedia programs can be used toga® information in manyvays by combining
multimedia techniques with instructioHigh-quality presentations can be created when they are
based on objectives that focus on the learning of topics at different levels of comprehension
(Gropper, 1983)lt is better to present an explanation using two modes of representation rather

than one, in words and pictures than solely in words (Mayer & Moreno, nd).
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Podcasting
Podcasting provides another way of sharing and transmitting audio for teaching and
learningin schools and at hom&here is a variety of information available on how to create,
produce and publish podcasts on the Internet. Anyone can create a podcast; all one needs is a
computer, a microphone, and the Internet access.
91 Audio podcastgan be synaronized with many popular MP3 playerdtowing students
to publish on the Internet using basic software.
1 Enhanced podcasiscludechapter marks, images that change at predetermined times
when the podcast is played and hyper links to websites. One cantondifferent
chapters in the podcast, a feature also used in audio books.
1 Video podcastg§sometimes referred to as vodcasts) are the very latest in podcasting and
provides a visual and audio experience for the leaidudate, 2008).
Blogging
1 Educatioml bloggingallows students texpresgshenselvesand to receive feedback,
within the confines of the technology and the educationat@mment it isimplemented
in, as the teacher will be actively watching the content and the dialogue. It can give
studens a vision of their ability to add to the accumulated knowledge and understanding
in journaling or writing(Hargadon2008)
The use of multimedia as a | earning tool ¢
demonstrating subject matter. Studentsuse multimedia presentations to enhance any subject
matter demonstratiomliscussion, or report (Obiakor, 2007). However, for students who-are at

risk, teacher directed multimedia lessons on specific skills will not necessarily assist the transfer
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of learnng to reallife situations without meaningful dialogue and activities related to the content
(Obiakor, 2007).

Multimedia can help create situations that stimulate interest, generate questions, find
problems, or motivate investigations. The integratiomatfticultural education into educational
technology can beital to closing the digital divide for some students (Obiakor, 2007).
Multimedia products provide supportive environments in which multicultural students can
practice their writing, reading an@mmunication skills (Obiakor, 2007).

Technology has the potential to transform the lives of students, opening up new worlds
and enabling them tlearnwhen, where and how they choose ot educational professionals
must be aware of the needs of thesetlyolt is necessary to connect students' livebe¢o
curriculum of the classroom (McQuillen, 2003).

As we begin to move beyond the Internet as merely a library where you go to look up
information, to gplacewhere all users can contribute knowledgd aisights, we need to
recognize that the potentials for teaching and learning in these environments are exciting and
enormougHargadon2008)

6. Software Evaluation Tools

As an educator, one is faced with software choitas.evaluation of educational
sdftware must take into account the usability, as well as leagffiegtivenessChoosing the best
software is an important taskh@ best way to evaluate the appropriateness of software programs
for at-risk youth is the response of students and tea¢berdley & Owston 1987). Software
should not be too easy or too hard for the student. The software program should be challenging
to maintain the attention of the student. Software should be entertaining and educational for the

maximum results witkt-risk youth (Gray, 1991).
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Kathy Schrock has created a simple software evaluatioriadotdachers who are
consideringourchasingsoftware (Appendix A).This resourcdacilitates decisiommaking about
instructional softwareThere are f& software programs tohich onewould apply allof the
criteria, and one maryeed to omit the criteria that are not appropriate to thedlpeftware
being evaluated. There is no substitute for trying the actual software, and any review should only

be used as a guide (Schro2k07).
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CHAPTER Il
Methods
| have been teaching-atk youth grades seven through twelweith special
needs, and behavioral problerfae the past seven years. | have found that these youth love
technologyMostchys it 6s difficult for me to get them

There is plenty of evidence that people do not all learn in the same way. Yet teachers
often teach all students in the same way, using the same methods that have been successful in
their own larning. Technology ia way of life for these youth to tap intieeir curiosity and
creativity,andallows for risk taking.

My students arall on behavioral contractaje use a point system whdexhnology can
be used as an incentive for positive bebavMany educators have found creative ways of
integrating tebnology into their curriculums.His guide will provide many resources that have
been used effectivelyith my students.

Educationakystemsanake available a variety of modaisch as privateeligious, and
home schools. Alternative progratesd tofeature strictiscipline andactivities that bud self
esteem and social skillsligh academic expectations are charactessticsuccessful alternative
programsMaintaining behavioral andcalemic expectationare crucial to the success of these
programs (McDonald, 2002).

Research shows thdtere are a great number of factors that lead to stsidequiring the
| aberl i sWe.heed to take into account these factors,naaititain healthypoundaries when
working with this population of youth. All children cdearn; schools and teachersrdake a

difference. Learning is all about the connections made.
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Negative consequenceage not the most effective way eliminating problem behavior.
It is important that positive consequences are used with students because they usually have a
history of punishment to which they have grown accustomed

By using this resource guideeachers will be armed with the tools needed to manage the
actingout béaviors of atrisk youth using both technical interventions and those that do not
involve technology. Teachers will also acquire technological tools to enhance teaching and

learning.
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CHAPTER IV

A Guide for Teachers:

Using Technology
to Positively Influence Students
Engagement, Behavior, and Learning.

Created by: Denise McCall
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CHAPTER |

Specific Strategies tdeal with Student Behavior
Behavior Contracts

Before you can begin to teach, student behavior must be addrasgestudent who
needs extra structure, incentive to change bad behavior, support, and discipline will benefit from
a behavioral contract. Baklior management encompasses many important concepts, such as
developing a rapport with the students, establishing procedures and setting up positive behavior
management systems.

Student behavior problems are Adeadingtengi ng
the Center for Effective Collaboration and Pr
reported by teachers included violation of classroom rules, being truant from school, blaming
others for problems, irresponsible behavior, and destrai on of property. o

Implementing and followinglassroom rulesthat specifically address behavior
encourages positive classroom participation and improves over all learning. Students should be
redirected for inappropriate behavior before the behaviarrhes out of hand. Wetlefined
classroom rules are useful in controlling problems and helping to prevent irresponsible behavior.

A behavior contractis an agreement between the teacher and the student, that sets limits
for student behavior, rewards gbohoices, and outlines consequences for bad choices (Lewis,
2008). When creating a behavior contract, you should involve the student. Clearly defined
rewards that allow the student the option to change the specific behavior you want to change
should be emhasized. In allowing the student to provide the rewards and consequences, he or

she may be more invested in the behavior system.
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Specific problems should be addressed as they occur, while good behavior should be
praised as often as possible. The moueests receive attention for the positive things they do,
the less apt they are to look for attention in a negative way. One should always give the student a
way out of the behavior by providing options instead of telling the student what to do. You must
be very consistent with the studentsd behavior

Educators must alwayet boundaries and stick to them. Maintaining healthy
boundaries when working with youth who manipulate to get their needs met is crucial, because it
sets limits. Whenalking about boundaries, we refer to how much we think we can share,
receive, give, and how physically close we can become to our students, colleagues, friends,
strangers and family. Educators should always maintain and reinforce healthy boundaries with
students. Boundaries are essential in setting limits witiisktyouth.

Some students may not have the ability to set appropriate boundaries. Behavior contracts
can help in changing the behavior of these students, so that they no longer disrupt ilearning
your classroom. Students should be involved in creating their behavior contracts, so that all
expectations can be met (Appendix B). Research shows that the most important factor in student
behavior and performance is the teacher/student relationsbdgul €édmmunication and respect
between teacher and students works (Watson, 2003). Strive to create a positive learning
experience.

Haim Ginott repeatedly points out that students can be extremely sensitive. Being bossed
around and labeled gives studeraidation for disrupting teachers and behaving defiantly.
Teachers should therefore treat students as they themselves want to be treated, which can lead to

better student performance and behavior (Charles, 1998, p. 67).



Integrating Technologg4

Students want teachers who:

1 Respetthem

1 Care about them

f Listen to them

1 Don't yell or shout

1 Have a sense of humor

1 Arein agood mood

T Let students give their opinions (Watson, 2003).
Clear Expectations & Assessment

Student expectations should be clear at start of each lesson, anctegirtfopughout the
lesson. By using aubric, students have a working guide for their assignments. A rubric should
focus on measuring a statebjective performance, behavior, and quality of work (Appendix C).

When not presented witllear expectationsassignments can become frustrating for
these students. You have to make expectations clear or you will expect one thing and get
something else. Stating and posting expectations in the classroom can result in enhanced
performance, and higher expectations egual a better quality of work. When you lower your
expectations, students will slack off and achieve less than their best.

Students with a learning disability should be treated like other stusnte
modificationsto thecurriculum may be needed the way information is presented and in the
methods of testing and evaluatigxssessments can reveal what individuatisints know and
are able to doSouth Dakota State Universit2009).Self assessmentsave a range of potential
advantages for aisk youth. They involve learners in their learning and given feedback about

the quality of their work and how to make it better.
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Rewards / Incentives

There are many teachers across the -country
risk youth. Many ee doing it without resources or special training. They are doing it because of
their ability to make their classrooms a place their students want to be. These teachers have
created a classroom where their students want to return to each day.

Rewardstha reinforce learning can help students remember classroom expectations.
Creatingts hi r t s, burning Cddés and printingrishhotos
youth.Rewardscan help students become proficient in mastering the expectatiorsepfatue
classroom behavior.

Fredric Jones, the developer of Positive Classroom Management and the author of
Positive Classroom Disciplinespeaks ofjenuine incentives When we t hink of Gr
Afirst you eat your vemgededderst, dét hwen Jomdtc atnh i
However, applied to the classroom, the rule requires students to first do what they have to, to be
able to do what they want. Tiecentive is the end product; students must complete their
assignments to receiveetincentive (Charles, 1998, p 106).

One of the greatest motivators to improve student behavior is to provide an incentive or
reward for appropriate behaviors that acouer a defined period of tim&vatson, nd).Allow
students to choose their incensiprovide a list of some things that have worked. Some
incentives that have worked for this researcher are:

T 15 minutes of free activity
1 Earn points for a class video
T Wear your favorite hat on Fridayods

1 Have lunch with your favorite person or the teacher
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Free time in another classroom

Receive a positive note or phone call to parent or guardian

Purchase items using your School Dollars, such as playing cards,itr t s ,

snacks

Purchase something from the school store

Earn tickets toward free time

Earn $5.00 gift card of choice

Downloading music

Free pencil s or pens

Free photo paper and frames

Earn pizza for your whole class

Free homework passes

Enjoy soci al net wor king
Listen to the radio or CD for a specifipdriod of time
Enjoy a playing a game with a friend or teacher

Such aspool chess oping pong(Watson, n.d).

Classroom Environment:

and functional. Teachers shdugreet each student personally as they enter class each day; this

sites

wi t h

CD©6s

t

h e

t

The classroom environment is very important; one should make it attractive, comfortable,

allows students to feel welcomed. Comment positively and appropriately on their demeanor

when possible, their smile, and their kindness to someone else. This researcher has seen that

positive reinforcement is an effective means of influencing behavior.

€ a
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These students |l ove praise; often they thi
classroom. Educators should find positive things to say about each student, and say it as often as
possible, but always remembering that not all students can handle public praise. Praise must be
for genuine achievement. These youth know when one is lying and they appreciate ti@oruth.
much praisean lead to a student becoming dependent on it. fTlest then begins to need
constant praise and develops no personal initiative.

Classroom Engagement:

Often atrisk youth have been traumatized at an early age when they have not yet learned
to speak and may not have had words for their experiencey. dfidimese students express their
experiences behaviorally, instead of verbally. Instead of reacting to these students, one must
reach out to them and try to gain their trust.

Building trust with difficult students is not an easy process. Taking a [Ensberest in
each student is where educators need to begin. Most students come to school trusting their
teachers. Howevethesestudents do not trust, or like school and do not see any point in
behaving appropriately. They find satisfaction in disruptifass by being verbally abusive. One
needs to think before responding to these students (Charles, 1998). Meaningful communication
with at-risk youth shows caring for the students as individuals, and allows them to be
themselves.

Students behave wherethare involved and engaged in their learning. Constructivist
uses of technology can help students learn better than they would otherwise, whereas didactic
uses of technology make the technology useless or even damaging. Student involvement is an
essentiabspect of meaningful learning. The term constructivism in all probability is derived

from Jean Piaget.
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In Piaget's view, intelligence consists of two interrelated processgemizatiorand

adaption People organize their thoughts so that they make ssesarating the more

important thoughts from the less important ones as well as connecting one idea to

another. At the same time, people adapt their thinking to include new ideas, as new
experiences provide additional information. This adaptation oceuveo ways, through
assimilationrandaccommodationin the former process, new information is simply added

to the cognitive organization already there. In the latter, the intellectual organization has

to change somewhat to adjust to the new idea. (Bet§e8, p. 55)

Constructivism is a theory based on observation and scientific study, about how people
learn. People construct their own understanding and knowledge of the world, through their own
experiences and reflecting on those experiences. Consistitdi@chers encourage students to
constantly assess how the activity is helping them gain understanding. By questioning
themselves and their strategies, students in the constructivist classroom can become expert
learners. This gives them evieroadeningdols to keep learning (Matsuoka, 2004).

With a wellplanned classroom environment, the students learn how to learn. Always
guided by the teacher, students construct their knowledge actively rather than just automatically
gaining knowledge from the teacha the textbook.

The strategies mentioned can assist educators in maintaining classroom behavior. When
student behavior is addressed before it gets out of hand, overall behavior and classroom
participation i mproves. D thesé® dtudehts, they can adjusttog s o m

most anything.
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CHAPTER I
Office 2007 Tutorials:

There are many resources available for educators involving technology in the classroom,

such as web sites with teacher created assignments, free tutorials, 8&d) padcasts, videos
and blogs.

Il n order to prepare educators t

O use today
tutorials for using Microsoft Word, and Power Point with the help of GCFlearnfree.org. GCF

offers computer and technology trainingatls absolutely free. By creating a free account,

educators and students can learn online at their own padg:awww.gcflearnfree.org

These tutorials will not make educators and students entirelydlechcally literate, but

with hard work and time, these tutorials can assist in the ongoing process of educating and
preparing them for the 21st century world.
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) Free Computer Training at GCFLeamFree.org - Morilla Firefox
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Introduction to Microsoft Word

Word 2007is the word processing software in the Microsoft 2007 Office Suite. It allows you to

easily create a variety of professiot@bking documents using features such as themes, styles,

SmartArt, and more.

Setting up Your Word Environment

H |
3)
Home Insert

. Calibri (Body)
e B 7 U

Clipboard ™

Before you begirtreating documents in Word, you may wanséb up your Word
environment and become familiar with a fekey taskssuch as how to minimize and maximize

the Ribbon, configure the Quick Access toolbar, display the ruler, and use the Word Count and
Zoom tools.
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Tasks to Set Up and Use Word
To Minimize and Maximize the Ribbon:

T Right-click anywhere in the main menu.

1 SelectMinimize the Ribbon in the menu that appears. This wdbglethe Ribboron

andoff.
0n) o Ap) + Cover Letter - Microsoft Word
37
o .
- Home Review View Ad
Lustomize Quick Access Toolbar.., ,
J Ari Show Quick Access Toolbar Below the Ribbon Z_ = Lq._—__, i'g ’E; ?l_ | .“' |
jnimize the Ribbon - Y
Tt b B T§ _ M| t=-||& - B
Clipboard "= Font T Paragraph

Thecheck mark besideMinimize the Ribbomdicates the feature is active.
The newtabbed Ribbon systenreplaces traditional menus in Word 2007. It is designed to be
responsive to your currentstaand easy to use; however, you can choosgrimnize the
Ribbon if you would prefer to use different menus or keyboard shortcuts.
To Add Commands to the Quick Access Toolbar:
1 Click thearrow to the right of the Quick Access toolbar.
1 Select theeommandyou wish to add from the dregoown list. It will appear in the Quick

Access toolbar.
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o) i 5 A 8
_""/J Home Incert Customizre Quick Access Toolbar
= Iy New
_>r o Arial
{ |Add to Quick Access Toolbar

Paste J B 1 U ||V save

Clipboard = ==l

| Quick Print

Print Preview

Spelling & Grammar

v | Unde
v | Redo
Drawe Table
A
Maore Commands...
M Show Eelow the Ribbon
J H Minimize the Ribbon

The Save, Undo, and Redo commands appear by default@uible Access toolbar. You may
wish to add other commands to make using specific Word features more convenient for you.
To Display or Hide the Ruler:

1 Click theView Ruler icon over the scrollbar.

i % 33 Find -

33 Replace
v _ Change

T Styles~ Lg Select -
(F] Editing

.

TheView Ruler icon works as a toggle button to turn the ruler on and off.

Text Basics

Calibri (Body)
y B F U - oabe
F WA Az

Clipboard M Font

Mostdocuments you
Create in Word will
Use some text.l
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It is important to know how to perfortmasic tasks with textwhen working in a word
processing application. In this lesson you will learn the basics of working with text including
how to insert, delete, select, copy, paste, drag and drop text.
Working with Text
To Insert Text:
1 Move your mouse to the location you wish text to appear in the document.
1 Left-click the mouse. Thmsertion point appears.
1 Type the text you wish to appear.
To Delete Text:
T Place your cursor next to the text you wish to delete.
1 Press thd&ackspacekey on your keyboard to delete text to the left of the cursor.
1 Press thd®eletekey on your keyboard to delete text to the right of the cursor.
To Select Text:
1 Place thensertion point next to the text you wish to select.
1 Left-click your moug and while holding it down, drag your mouse over the text to select
it.
1 Release the mouse button. You have selected the tégihAghted box will appear
over the selected text.
When you select text or images in Wordyaver toolbar with formatting opions appears. This
makes formatting commands easily accessible, which may save you time.
To Copy and Paste Text:
1 Select the text you wish to copy.

1 Click theCopy command on the Home tab.
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1 Place your insertion point where you wish the text to appear.
1 Click thePastecommand on the Home tab. The text will appear.

! fb?n‘; \l'll H tﬂ Yj &
id

—— Home Insert Page Layout

_1 : Arial 11 -
Paste % |B I U ~abe x, X* Aa~
Clipboard ™= Font

Copy (Ctrl+C)

Copy the selection and put it on
the Clipboard.

|

To Drag and Drop Text:
1 Select the text you wish to copy.

1 Left-click your mouse andrag the textto the location you wish it to appear. The cursor

will have a text box under it to indicate that you are moving text.

Thank you for your consideration.

Enclosed is a copy of my resume, which more
Telephone Inc._ Within the next week | will cor
and resume and to answer any questions yout

b,

Sincerely,

1 Release the mgse button and the text will appear.

If text does not appeaiin the exact location you wish, you can click &ater key on your

keyboard to move the text to a new line.
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Saving Documents
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Recent Documents
1 MNew

1 textcodes
o 2 Cover Letter
7 QOpen

2 Printing
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H Save As  *

It is important to know how to save the documents you are working with. There are many ways
you share and receive documenisvhich will affect how you need to save the file.

Are you downloading the document@wg it for the first time? Saving it as another name?
Sharing it with someone that does not have Word 200772 All of these things will affect how you
save your Word documentsIn this lesson you will learn how to use the save and save as

commands, how toase asa Word 972003 compatible document, and how to save as a PDF.

To Use the Save As Command:
1 Click theMicrosoft Office Button.

1 SelectSave As =+ Word Document. TheSave Asdialog box appears.



