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Chapter 1 - Topic and Problem
Topic

The research topic is in regard to educators who are lacking the confidence to use
Microsoft Apps to create engaging assignments for virtual learning due to a lack of training. As a
middle school teacher who is currently teaching virtually, | have found myself having to figure
out most of my technology issues on my own. | am relatively tech savvy and from my
conversations with coworkers they are struggling to integrate technology effectively. My long-
term professional goal is to move into a technology coach role within my district, making this
research topic very relevant. Looking at the greater field of education it is important to
investigate the effect of training as we see increasing technology use in K-12 classrooms.

One of the most common assumptions of new teachers is that they are more tech savvy
because they have been exposed to technology their entire life. As these digital natives entire the
classroom, schools and mentor teachers expect them to have a greater understanding of how to
use technology. Swapna Kumar and Katya Vigil surveyed 21 undergrad preservice teachers
about their technology use. Their survey findings confirmed that although these students have
experience using social media and educational technologies such as blogs, podcasts, videos, and
wikis, they lack the practice of creating these online resources (Kumar 2011).

In Northern Cyprus, Begum Cubukcuoglu conducted a case study to identify factors
that encouraged teachers to use ICT resources while teaching their content. He interviewed seven
teachers over a period of two semesters. One of the main teacher factors he identified was
teacher confidence (Cubukcuoglu 2013)”.

Research shows that most preservice teachers are not prepared for the type of

technology use that is expected of them as a teacher. They know how to use some of it as the
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student but lack the training and practice to create using technology as the teacher. Once these
preservice teachers begin teaching any training, they receive is either from their school or
individual training they have sought out on their own. This lack of exposure to the necessary
technology leads to avoidance and a lack of confidence.
Problem Statement

Public K-12 teachers in the researcher’s social circle lack the confidence and training to
effectively use an information and communications technology (ITC), such as Microsoft’s
Educational Apps, within their virtual classroom. This is a significant problem because it impacts
their ability to design assignments and activities that will increase their students’ engagement.
Problem Background and Causes

Before successfully implementing any new initiative or strategy in a classroom, teachers
need training on the topic. Technology is a quickly changing field and varies from school district
to district. When new programs, learning management systems, and technology devices are
introduced to schools there is limited training on how to use them prior to implementation in
individual classrooms. Most school districts assume that their educators have a thorough
understanding of Microsoft Applications because they have used them previously as a student or
for casual use. The uses of the applications greatly change when you are developing educational
resources in a virtual setting. Too many school districts have not provided the necessary training
on these ICTs.

When Dr. Serhat Kurt and Dr. Muhammaed Ciftci completed a mixed methods study

attempting to identify the perceived barriers to teachers using technology in elementary schools
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in Turkey, they found lack of training to be one of the six major barriers. From their study, 24
out of the 26 teachers acknowledged their own lack of training as a barrier (Kurt 2012).

Trent Grundmeyer and Randal Peters set out to see how effective high school 1 to 1 laptop
initiatives were for preparing students to use them in college. As they completed their qualitative
study of interviewing college students a common theme was identified. The researchers found
that there was an “implementation dip” for most of the programs due to increased availability of
technology without increased professional development for teachers on how to use it. The
participants shared that they dealt with a lot of trial and error in the first year of implementation
which impacted their ability to be successful academically. As the program continued the
students commented on how the teachers were able to use the laptops more effectively which in
term help them be successful. The researchers also acknowledged that when training is provided
it needs to be provided continuously so that new teachers can benefit from the training every year
(Grundmeyer 2016).

Katherine Fulgence conducted a qualitative study to try to discover how Tanzania’s teacher
educators at the university level developed their own digital skills so they can help their students
relate to the contemporary world. What she found was that of the 90 participants 60% of them
identified that they developed their digital skills by completed individual trainings and that only
31% felt they received training through their job. The researcher concluded that the government

needs to invest in instructional designers, content developers and educational technologists who
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can provide educators the gquality training they need to develop their digital fluency as
technology continues to change (Fulgence 2020).
Research Questions

How will educating teachers on Microsoft’s Educational Apps affect their confidence in
using them to create assignments for their virtual classroom? This question will be approached
through action research by administering a pre/post survey identify initial confidence levels prior
to providing provide training on Microsoft’s Educational Apps and after providing training.
Topic and Problem Conclusion

The purpose of this research is to determine if providing training to educators on how to
use Microsoft’s Educational Apps (Word, Excel, Forms, PowerPoint, Sway and OneNote) will
affect their confidence with creating assignments in a virtual setting. Participants will gain an
understanding of Microsoft Educational Apps with the intent to improve teacher confidence.
Schools have provided teachers with access to these resources will providing limited or no

training on how to effectively use them for their classroom.
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Chapter 2 - Review of the Literature
Overview of the Literature

The use of computers and online resources in public k-12 has been increasing
consistently but the COVID 19 Pandemic has accelerated the rate at which school districts
embraced one to one device for their students. As a student, | was exposed to technology in
elementary school and have continued my interest as a teacher. Unfortunately, not all new
teachers are as tech savvy, teachers have a lack of training, confidence, and time. That coupled
with the need for individualized training have led to teachers struggling to make their teaching
engaging in this virtual setting.

When school districts went fully virtual in the Spring of 2020 the focus was on student
wellness. Returning in the Fall of 2020, the focus once again returned to academics. Most school
districts implemented a learning management system (LMS) and spent their time training their
teachers how to manage their chosen site. In my school district most of our training was on how
to use Canvas but we received no training on how to use Microsoft Educational Apps, one of our
ICTs. The Apps can provide teachers with a variety of ways to create engaging higher-level
assignments for students. Research shows that teachers currently are not prepared to use these
resources because of the following factors: technology levels of preservice teachers, lack of time,
lack of training, a need for individualized training and a lack of confidence.

Technology Levels of Preservice Teachers

One of the most common assumptions of new teachers is that they are more tech savvy
because they have been exposed to technology their entire life. As these digital natives entire the
classroom, schools and mentor teachers expect them to have a greater understanding of how to

use technology. While this may be true for a small portion research shows that most preservice
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teachers are not prepared for the type of technology use that is expected of them as a teacher.
They know how to use some of it as the student but lack the training and practice to create as the
teacher.

Through Swapna Kumar and Katya Vigil research with preservice teachers the found that
they lacked the training to create digital consent for their future students. Their findings
confirmed prior studies’ findings that preservice teachers have little experience using technology
in the role of a teacher. Their exposure to social media and educational technologies such as
blogs, podcasts, videos, and wikis, as a student or casual user does not prepare them to use it in
their future teaching position. One factor that was identified was that their instructors, do not
have the training themselves on how to create these resources, so therefore cannot provide
training for preservice teachers on creating digital resources (Kumar 2011).

Hicham Zyad wanted to see the impact of Morocco’s pre-service training program reform
in 2000 when they introduced an ITC requirement into all of their middle and secondary teacher
education programs. For his exploratory study he administered questionaries to 56 teachers. He
found that although participants were satisfied with their program'’s coverage of basic computer
skills the overwhelming majority, 95.65% of males and 87.87% of females, felt their preservice
program did not integrate their content pedagogy with the technology. They were assessed on
computer skills but were never asked to demonstrate how that technology use could be used for
instructional purposes (Zyad 2016).

Stéphanie Simard and Thierry Karsenti wanted to see how preservice programs prepared
preservice teachers to use ICT to help their future students develop information literacy skills.
Through their sequential mixed methods study they interviewed 413 French Canadian preservice

teachers from four universities in Québec. Their findings showed that the preservice teachers felt
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they did not have enough training on the use of technology. When asked what their teacher
preparation program could do to better prepare them 41.7% suggested that there should be more
courses on ICT. One participant was even quoted saying, “It should go beyond just using
PowerPoint (Simard 2016)." This study showed that preservice teachers are aware that their
surface level understanding of technology is not enough to implement it in their future classroom
in a meaningful way.

Lack of Training

Before successfully implementing any new initiative or strategy in a classroom, teachers
need training on the topic. Technology is a quickly changing field and varies from school district
to district. When new programs, learning management systems, and technology devices are
introduced to schools there is limited training on how to use them prior to implementation in
individual classrooms.

Dr. Serhat Kurt and Dr. Muhammaed Ciftci’s study mixed method study on teachers’
technology use in Turkish elementary schools identified perceived barrier to technology use by
teachers. The most barrier they found was that the teachers lacked the training to successfully use
the provided technology in their school. Of the studies participants 92% of them identified their
own lack of training as a barrier (Kurt 2012).

Within the United States, there has been a significant push to move to 1 to 1 device in
public k-12 schools. Researchers Trent Grundmeyer and Randal Peters studied whether high
school 1 to 1 laptop initiatives were for preparing students to use them in college through
qualitative interviews of college students. From their research a common factor to success was
identified. The researchers found that there was an “implementation dip” for most of the

programs due to increased availability of technology without correlating increased professional
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development for teachers on implementation. The college students discussed how they observed
their teachers attempting trial and error methods during the first year of implementation. The
students found that this impacted their ability to be successful academically. As their 1 to 1
program progressed the students observed that their teachers were able to use the laptops more
effectively during lessons which in turn help their students be more successful. The researchers
also acknowledged that when training is provided it needs to be provided continuously so that
new teachers can benefit from the training every year (Grundmeyer 2016).

In Tanzania, researcher Katherine Fulgence conducted a qualitative study to try to
discover what methods teacher educators at the university level were using to develop their own
digital skills so they can help their students. From her findings she discovered that 60% of her
participants self-identified that they developed their digital skills by seeking out individual
trainings and that only 31% felt they received training through their university. The researcher
concluded that Tanzania’s government needs to invest in instructional designers, content
developers and educational technologists who can provide educators the quality training they
need to develop their digital fluency as technology continues to change (Fulgence 2020).

Lack of Time

Time is a finite resource, and this is evident in the current expectations of teachers. As a
society we have placed increasing roles and responsibilities on teachers. With the movement to
fully virtual, teachers are now expected to also be masters of technology in addition to their
previous tasks. Even prior to the pandemic, the research shows that teachers had a lack of time to
learn the tools necessary to effectively use ICTs.

Atef Abuhmaid completed a mixed methods study attempting to analysis if teachers in

Jordan were prepared to use ICTs to support their students’ learning and if they were not what
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were the factors preventing them. Over a four-year period, he administered his questionaries to
115 teachers and 15 Principals. His participants all taught at schools that participated in ICT
trainings provided by the Ministry of Education in Jordan and 113 of the participants had
attended at least one training. Despite receiving training, only 42.6% felt that they had enough
time to develop and practice the strategies that they learned in their training session (Abuhmaid
2011).

Marthese Spiteri and Shu-Nu Chang Rundgren conducted a qualitative study to see how
elementary school teachers in Malta use technology in their classroom and how training could
impact this. After interviewing 26 elementary school teachers, a common theme of lack of time
to finding quality ITCs appeared. The participants had to use a significant amount of time
searching for online resources such as videos, PowerPoints, and interactive games. They knew
they needed more training and stated they were willing to invest their time in professional
development. The study reflects that schools need to provide the time and space for these
trainings to ensure time is not a barrier preventing all teachers from receiving professional
development on necessary technologies (Spiteri 2017).

During the 2013-2014 school year the Bluffton University faculty sought to engage their
students through increased technology use in their course. One of their case studies focused on a
Computers and Technology class and how the professor provided choice to students to increase
engagement. The teacher spent considerable time creating multiple units and assignments so
students could pick two assignments and a technology integration unit of their interest. The
teacher saw increased engagement in her students but what the study notes that the faculty also

voted to have a sabbatical for the majority of their normal faculty governance work for the
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school year. This study demonstrated that in order to create and implement engaging digital
content that teachers need unencumbered time (Nisly 2015).
Need for Individualized Training

Public education often discusses the importance of making learning individualized to
make it more meaningful to the learner. This does not only apply to public school students but
also to educators when they are receiving professional development. In order to more effectively,
and quickly, implement new technology they need trainings to relate to their subject matter.

In 1997 Mexico implemented ICTs into their public education system and from 2013-
2015 gave out various computers and tablets to 51 grade students. Without a federal initiative,
changing focus each year, and limited training for educators there was limited success in the
implementation of ICTS. At the beginning of the 2016 school year, the Secretary of Public
Education arranged for an independent body, the General Coordination of @prene.mx, to design
and administer a training and support program that would help schools use the ICT as a learning
tool. Due to the wide nature of the program, 13 states, the researchers were able gain insight into
a wider pool of participants. Their findings showed that participants that experienced the greatest
growth in incorporating ICT where those who were designing materials for their own content
matter in their trainings (Franzoni 2020).

Dr. Zeynep Ayvaz-Tuncel and Dr. Fatma Cobanoglu created a qualitative study that
examined the opinions and ideas of new educators on in-service training they participated in. The
494 first year teachers, student teachers and counselors were all new to their schools in Denizli
for the 2015-2016 school year. From their questionaries, the researchers found that most of the
participants found the training unenlightening because it was a repeat of what they learned

college education courses. Participants also found that the training was a contradiction because
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the presenters would lecture on how to embrace a constructivist type of teaching without
providing the learners with an opportunity to see it put into practice (Ayvaz-Tuncel 2018).

The University of Lisbon saw the need to encourage their professors to use online
learning resources and various technologies. To meet this need they developed an e-learning Lab
(e-Lab), whose role would be to create and offer courses to help the university’s teachers to
design their own e-learning courses for students through improving their ICT skills. Researchers
surveyed the 103 professors who attended workshops from 2014 and 2017. Participants were
able to select the training that best fit their needs between Moodle (Learning management
system), E-learning pedagogy, multimedia creation, e-learning support tools. By providing
participants with the ability to attend the training they felt they needed, the e-Lab experienced
greater success. Researchers found that participants were highly satisfied with their training
because the workshops were designed to address both technical ITC skills and how to integrate
them into participants content area (Bastista 2017). This study showed that when training is
individualized for the specific needs of the learners, that the learners will be more satisfied and
find more value from the training.

Lack of Confidence

Teachers, just like their students, need exposure and practice with a topic before they can
confidently use and present it to their students. If schools and society expect teachers to embrace
new technology into their instruction, teachers need to have the confidence that they are
knowledgeable enough to use the technology devices and ICTs.

Begum Cubukcuoglu conducted a case study to pinpoint the factors that encouraged
teachers in Northern Cyprus to use ICT resources while teaching. Through his interviews with

seven teachers over a period of two semesters he discovered one of the main factors to use was
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teacher confidence. Suzan, one of the participants, was interviewed saying, “The more a person
is involved in technology, the more s/he will tend to use it even more and better. A person who
does not know how to use technology (computers) will avoid using it... so, having technology
(computer) skills is an enabler factor in integrating ICT into teaching. (Cubukcuoglu 2013).”
Charles Buabeng-Andoh, in a non-research article, identified the key factors that

influenced whether teachers would use ICTs in their classroom. He discusses the importance of
teacher’s computer self-efficacy. Without their own confidence in the ability to use the ICTs,
teachers will not be able to successfully use ICTs in their classroom (Buabeng-Andoh 2012).

Kleopatra Nikolopoulou and Vasilis Gialamas, were also interested in identifying
teacher’s perceived barriers to computer usage in the classroom. For their quantitative study
they interviewed 119 high school teachers from various schools in Athens, Greece. Through
their findings they discovered that lack of confidence with technology was higher in female
teachers and teachers who did not receive the first level of ICT training. Conversely, teachers
with increased exposure to computers and more time with computers expressed greater
overall confidence with technology (Nikolopoulou 2016).
Summary

The research shows that these factors are preventing the successfully implementation of
various ICTs across multiple levels. There has been much research completed about identifying
the factors and barriers to the use but there is little research on how to begin addressing the
barriers, especially at the K-12 level. As a current middle school teacher, | was most interested
to see if there would be a positive correlation between teacher confidence and training in ICTSs.
There was no research on training teachers to use Microsoft’s Educational Apps specifically

despite its frequent use by school districts.
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Chapter 3 - Research Methodology
Research Design

This mixed methods action research study will consist of adult learners completing
quantitative pre/post study surveys as well as lesson reflections in order for the researcher to
assess their confidence level with Microsoft’s Educational Apps.

A pre study survey will be designed and analyzed to gain an understanding of the current
technology and confidence levels of the participants. A post survey will be designed and
analyzed to compare participants confidence level from before the training to after the training.
At the end of each lesson, participants will respond to open ended qualitative reflection
questions.

Surveys will be created using Microsoft Forms and linked in the study’s OneNote Class
Notebook. Once the surveys are received, the data will be organized and coded for anonymity.
Research Questions

How will educating teachers on Microsoft’s Educational Apps affect their confidence in
using them to create assignments for their virtual classroom? This question will be approached
through action research by administering a pre/post survey identify initial confidence levels prior
to providing provide training on Microsoft’s Educational Apps and after providing training.
Participants

There are four participants in this study. All four participants are teachers in the same
middle school in Virginia. The Pre-Training Survey shows that the participants currently teach
sixth, seventh and eighth grade in a virtual and/or hybrid setting. The participants have a range of
teaching experience from one year to twenty-two years. Within the participant group one

participant has an endorsement to teach English Second Language Students (ESOL) in a
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language arts classroom, one is a librarian who teaches researching and supports all content
teachers, another is a math teacher, and one is a school counselor responsible for teaching career
and social emotional lessons. All of the participants are highly motivated to increase their
understanding of technology. The researcher requested volunteers and all four participants
expressed interest in the training. From the Pre-Training Survey, participants expressed a real
desire to improve their understanding so they could help their students more effectively. The
school they work for is part of Microsoft Education District and is in its second year of 1-1
devices implementation. A copy of the Pre-Training Survey can be found in Appendix B.
Data Collection Instruments and Methods

To address the research questions in this study, participants will complete surveys and
end of lesson reflections. They will answer seven Likert questions about their confidence and
the effectiveness of the training. Three open ended questions will seek to understand their
feelings and opinions about the technology, their confidence and the training. As participants
complete each lesson, they will complete a reflection of how they can use the specific
Microsoft Education App in their classroom.
Data Security and Confidentiality

The raw data gathered from this research, with any personal identifiers, will be kept
private and confidential. Participants’ information will only be seen by the researcher and
individual participant names will not be used in report findings. Data will only be reported in the
aggregate. Participants emails will be collected throughout the survey to compare pre and post
responses. Once data has been analyzed it will be coded to ensure participants anonymity when

sharing results of the data.
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Summary

Action research will be used to investigate the impact of training on teachers’ confidence
towards education. The training has been broken up into eight self-paced lessons: Microsoft
forms, Microsoft word, Microsoft Sway, Microsoft Excel for organization, Microsoft Excel for
student work, Microsoft PowerPoint, setting up a Microsoft OneNote Class Notebook, creating
pages within Microsoft OneNote Class Notebook. Participants will work through the self-paced
training lessons with support from the researcher through email and videoconferencing over a
two-week period.

Once participants have agreed to voluntarily participate in this study, the researcher will
email them the Informed Consent. Within the Informed Consent participants will be made aware
of the types of data that will be collected and how the data will be used. After the Informed
Consent is returned, the researcher will send a welcome email with information on how to join
the OneNote Class Notebook where all training information will be kept. In the introduction
lesson, the researcher will include the pre study survey to assess the current level of participants
confidence and technology use. The participants will be informed that they may select to
withdraw from participating in the study at any time by notifying the researcher without
penalties.

Before the lessons participants will complete an Introduction and at the end of the course
participants will complete a Wrap Up. Each App lesson should take participants approximately
an hour to complete with the introduction and wrap up taking approximately thirty minutes. For
each of the lessons, learners will be provided with example(s) of how the app can be used in a
classroom, training videos on how to create their own and then create an assignment or activity

using that app for their own classroom. At the end of each lesson, they will complete a reflection
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of how they plan on using the app in their classroom. Throughout the training the instructor will
be available by email and can schedule Microsoft Teams meetings to provide additional 1-1
support. All of the videos, links, and sample activities will be housed within the Microsoft One
Note Classroom for participants to access at their own rate and for other instructors to use as
well.

At the end of the study, learners will complete the post study survey. They will be sent a
thank you email which includes information about how they can obtain results of the study and
that the researcher may contact them after the data has been analyzed for additional feedback.
The surveys and the data will be organized in a chart for data analysis.

The data will be coded to support maintain participant anonymity. The data will then be
analyzed to identify and explore themes of participants confidence with the specific ICTs. The
researcher will use this information to make conclusions about the impact of training has on
teachers’ confidence with technology. From the pre/post surveys, researchers will be able to see
if there was an impact on teachers’ confidence by looking at the Likert ratings. From the same
surveys, researchers will be able to see if participants found content specific training to be more
effective, less effective or no change in effectiveness as opposed to previous trainings. This
qualitative data will be analyzed through descriptive statistics to look for trends in participants
responses comparing pre/post survey. By comparing the pre/post survey responses, the
researcher can determine if there has been group growth.

Triangulation will occur by using lesson reflection and the open-ended survey questions,
to use qualitative data to provide anecdotally evidence that supports the quantitative data
collected from the pre/post study survey. Participants will provide feedback at the end of survey,

which provides additional validity of the findings.
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Chapter 4 - Results

Results Overview

This study sought to determine the impact an instructional course covering Microsoft
Education Application had on teachers’ confidence. Quantitative and qualitative data was
gathered for the purpose of comparing the confidence levels of participants prior to and
following an 8-hour training course (Appendix A). The population sample from which data was
collected included four licensed K-12 teachers currently teaching virtual or hybrid in a public
school during the 2020-2021 school year. Of the four participants, two completed the entire
training. The remaining two participants completed approximately half of the training. The two
participants who completed the training have already implemented some of the new uses for the
applications they have learned. One of them is using Microsoft Forms to create the sign up for a
virtual Poetry Reading event and the other is planning on using Microsoft Class Notebook in her
classroom moving forward.

Quantitative data was gained through the Pre-Training Survey and Post Training Survey
Likert scale questions. Participants ranked themselves on their technology skills for each
application: Word, Forms, PowerPoint, OneNote Class Notebook, Excel, and Sway. They could
rank themselves as unfamiliar, learner, basic, proficient, or advanced (Appendix B). Data from
the Pre/Post-test were compared to identify if participants perceived growth in their ability to use
each application. Data was analyzed for each application, as well as the mean was calculated to
identify average growth. Additional quantitative data was collected from the Pre-Training Survey
to identify what previous training participants had participated in prior to this training.

Qualitative data was gained through the pre/post survey open ended questions and the

lesson reflections. Participants were able to describe their relationship with technology, their
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confidence with technology and how they felt about the training (Appendix B). This qualitative
data was used to identify themes affecting participants confidence pre/post training and provide
anecdotally responses of the effect the training had on participants’ confidence.

From analyzing the data of this study, it shows that teachers are more confident to use
Microsoft Education Applications in their classroom after participating in the training. This is
seen through the mean scores of participants’ survey results and their positive statements in their

reflections.

Data Analysis

Quantitative data was gained through the Pre-Training Survey and Post Training Survey
Likert scale questions where participants ranked themselves on their technology skills for each
application: Word, Forms, PowerPoint, OneNote Class Notebook, Excel, and Sway (Appendix
B). They could rank themselves as unfamiliar, learner, basic, proficient, or advanced.
Participants completed the Pre-Training Survey prior to instruction and the Post Training Survey
after completing the eight lessons. Data obtained through these surveys were analyzed in terms
of mean score.

Overall participants’ confidence towards using Microsoft Applications to create materials
appeared more positive following the training as evidenced by comparison of pre- and post-
instructional means scores derived from the Pre-Training and Post Training Surveys. As seen in
Table 1 and Chart 1, participants identified themselves from a pretraining mean of 3.17
confidence level to a 3.92 level post training, indicating an 0.75 increase in participants
confidence towards using Microsoft Applications in their classroom. When looking at specific

apps the greatest increase occurred for Microsoft Sway with a mean increase of 2. Only one
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application did not show an increase but also did not show a decrease with a mean of 4.5 at both

the Pre-Training and Post Training surveys.
Table 1

Likert survey responses indicating confidence level with using Microsoft Applications.

Pre-Training Survey and Post Training Survey: Participants n=2

1=Unfamiliar 2=Learner 3= Basic 4= Proficient 5=Advanced

Microsoft Application Pre-Training Post Training Change from
Pre to Post

Word 4.5 4.5 0
Forms 35 4 +0.5
PowerPoint 4 4.5 +0.5
OneNote Class Notebook 2 3 +1
Excel 3 3.5 +0.5
Sway 2 4 +2
All Applications 3.17 3.92 +0.75

Chart 1 “Comparisions of Average Pre/Post Results
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Additional quantitative data was collected in the Pre-Training Survey to identify any
previous training participants had completed on the Microsoft Educational Applications. As seen
in Table 2 both participants have sought out training but have not been required to complete any
training through their school district. All of their training has been optional and sought out by the
participants.

Table 2

Prior Training on Microsoft Applications

Training Participant 1 Participant 2
Mandatory District Training 0 0
Optional District Training 1 0
Microsoft Educator Center Courses 0 1
YouTube Videos 1 0

Qualitative data was gained through the Pre-Training Survey and Post Training Survey
open ended questions. As shown in Table 3 both participants in the Pre-Training Survey
discussed themes of a lack of time and a lack of opportunities to practice but after completing the
training, they only discussed the lack of time again. This showed that participants still feel that
time is an issue affecting their confidence but that the training had provided them with the
opportunity to practice using the applications.

Table 3

Factors affecting Confidence

Pre-Training Survey and Post Training Survey: Participants n=2

Factor Pre-Training Post Training

Time 2 2
Lack of opportunities to practice 2 0
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Additional qualitative data was gained through the lesson reflections at the end of each
lesson. From the eight lessons a total of sixteen reflections were completed between the two
participants. Table 4 and Chart 2 shows the common themes that appeared throughout the
different lessons. In nine of the reflections participants described that they had not thought to use
the application in a way that the training had shown them. In eight of the reflections, participants
shared that they had learned new features that they could use and in five of them, they
specifically mentioned that they had learned time saving strategies for using the application.
Furthermore, participants shared that they were excited to share the application with their
students in five of the reflections. In three reflections there were small themes of participants still
feeling confused and participants feeling that the training had made the application more

approachable.

Table 4

Themes from Lesson Reflections

Lesson Reflections: Possible number of times identified n=16

Theme Number of times identified

Learned new features

Hadn’t thought to use it that way

Still confused

Training made application more approachable
Learned a time saving strategy

Excited to share with students

U101 W W O o
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Chart 2

Number of Times Themes were Identified in Lesson Reflections
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Answers to the Research Questions

This study sought to identify how educating teachers on Microsoft’s Educational
Applications would affect their confidence in using them to create assignments for their virtual
classroom. Through action research, the researcher has concluded there is a positive correlation
between providing training and teacher confidence. This is seen through the mean increase of
overall confidence using the applications of 0.75 from Table 1. Additionally, the qualitative data
collected support these findings due to the themes identified that show participants learned new

ways to use the applications and were excited to use the applications with their students.
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Chapter 5 - Discussion and Conclusion

Overview

The conclusions reached from this study are that with training on using Microsoft
Educational Applications that teachers will have increased confidence to use them in their virtual

classroom to create resources.

Problem Solutions

The solution to the problem of lack of confidence and training to use Microsoft
Educational Applications in their virtual classroom has been identified by providing effective
training on the applications. The proposed solution is to provide training in how to use Microsoft
Word, Forms, PowerPoint, Sway, OneNote Class Notebook, and Excel Applications, specifically
for use in their virtual classroom. As the data from this study shows, teachers who are provided
training on these applications have increased confidence in using them to create activities within

their classroom.

Strengths and Weaknesses

One strength of the training program was that learners were able to move at their own
pace and had access to all of the resources throughout the experience. This provided learners the
ability to rewatch the training videos as needed to review the material. If they were working on
their example and forgot how to do something, they were able to return to their training to see it.
By moving at their own pace, they were able to move quickly through the material they already
knew and spend more time practicing new concepts. They were not slowed down by other

participants questions. Another strength of the training was requiring participants to practice
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using each app as they learned about them. This helped them retain the information and

increased their confidence in using it. A final strength of this study was that the training was built
into one of the applications, Microsoft OneNote Class Notebook. This gave participants firsthand
experience of what their students would see when using the application. It also gave them the
opportunity to see how the different applications could work together.

One weakness of this study was due to its asynchronous nature. Due to COVID 19
restrictions and teaching schedules, the training could not be completed in person. Although
participants could still ask questions by email, Form and video conferencing, help could not
always be provided right away. This delayed participants’ progress as they worked through the
training program and left participants confused about some parts of the lessons. The second
weakness was the length of the training. Participants struggled with keeping track of their
training due to the amount of content that was covered. To help address this a checklist was
provided but participants still had to deal with learning a large quantity of new information over
a short period of time. The length of the training also affected the number of participants.
Teachers are already limited on time and have trainings required by their school or district. It
was difficult to arrange participants due to the voluntary nature of the training and the lack of
credit towards their job. Two of the participants were unable to finish the training within the two-

week time period due to responsibilities with their job.

Influential Factors

The first factor that may have influenced the findings is that all of the participants work
in the same school as the researcher. The researcher has worked in the school for one year and

two of the participants in particular are part of the researche’rs social group. Another factor that
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may have skewed the findings is the fact that due to COVID-19 the training was completed fully

virtual and asynchronously.

Further Investigation

Further investigation could include comparing the effects of different training methods on
teacher confidence. It would be valuable to know if the instructional setting of virtual
asynchronous training, virtual “live” training, and/or in person training has a greater impact on
teacher confidence. All of the participants of this study were middle school teachers so it would
be interesting to continue this study with additional grade levels to see if that has an impact on
confidence as well. This training focused on Microsoft Educational Apps but could be applied to
a variety of different educational applications used by teachers, such as Canvas, Google Suite,

Schoology, etc.
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Appendix A

Introduction — 1. Welcome Letter

o

OneNote

1. Welcome Letter

Monday,

Hello and Welcome to your online learning platform!

Thank you again for volunteering to be a participant in this educational research
study on Training and Teachers’ Confidence with Microsoft Applications. This is
an 8-hour instructional unit delivered entirely online. You have two weeks to
complete the surveys and course work. This online learning platform has been
created using Microsoft OneNote Class Notebook and is available to you 24/7.

Please Note:

The deadline to complete this course and submit your Post-Questionnaire
responses is Wednesday January 20th. , 2021, by 11:59 pm EST

The Pre-and-Post Surveys must be completed and submitted to complete this
study.

Your email is being collect from each survey to compare your various responses
throughout the study. Prior to the research being shared, all identifying factors
will be removed.

You will work through each lessons in sequential order. If you delete a page on
accident you can retrieve a copy of it from the Content Library (this is great
practice for what you would tell your students to do in the same situation!).

Although this is a self-guided/independent course, | am available to answer any
questions you may have. Please complete the help form located in each lesson

to request help by email or Zoom/Teams call.

Please continue to Introduction Page 2 to complete the Pre-Training Survey.

s edul_layous/1/Doc sy sourcedoc= % TB6TBIFCO1-SF29-481C-B413-2E3ESDODCSB2 D k.

Introduction — 2. Pre-Training Survey

112021

OneNote

2. Pre Training Survey

Saturday, December 12,2020 3:07 PM

If you are having issues opening the form within OneNote you can
click this link to access the form from Forms - wicrosoft Forms

Hi Julie, when

you submit this form, the owner will be able to see your name and email address.

Demographic Information

1. What grade(s) do you teach?

[] Kindergarden
[J 1st grade
[ 2nd grade
[ 3rd grade
[] ath grade
[] sthgrade
[] éth grade

Please conti
will need to

nue to Introduction Page 3 to read about the supplies you
complete this training.

j_pes_edu | un
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Introduction — 3. Supplies

1112021

OneNote

3. Supplies

Monday, December 21,2020~ 3:56 PM

SUPPLIES & MATERIALS NEEDED FOR INSTRUCTION:

You will need a stable internet connection, and a device to
login such as a computer/tablet/cell phone, etc. All materials
will be housed within this Microsoft OneNote Class
Notebook. The only additional items you may need is paper
and pen if you prefer to take notes or write things down.
You will also need access to your PWCS Microsoft Apps to
practice using them.

You can complete this training using the web based versions
of the Microsoft Applications but are encouraged to
download the free desktop versions as well to get the most
functionality of all the Applications.

You may also like to document this journey by recording
entries in a journal or binder, but this is not required.

Please note that this site was created for optimal
appearance on a tablet or computer. Using your phone to
access this course may impact the view, and you may need
to use a different device to access and fill out the forms.

Please continue to Introduction Page 4 to read about how to
access the applications.

j_pcs_edu | un

Introduction — 4. Accessing the Apps

20

OneNote

4. Accessing the Apps

Saturday, December 12,2020 9:27 AM

All of the Apps discussed in this training can be found in your
Microsoft Waffle. The waffle can be accessed from your email or
OneDrive and then clicking on the waffle. If the apps are not
listed click the All apps. Once you open it once it should move up
to your regular apps.

Apps

R Outlock @ Oneoiive

Il v W e

@ roverpoint I OneNote

0 Teoms @5 class Natebaok
Kl swey i rorms

B csssoom i Ps-Profession.
o Zoom B ceendar

Thank you for completing the introduction. Please continue to
Lesson 1 - Forms Page 1 to begin your training. There is an
optional checklist in this folder to help you keep track of your
progress if you would like to use it.

slej_pwes_cd’ | 29-481cbi1 et 1
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Introduction — Check List (Optional)

20 OneNote

Check List (Optional)

Wednesday, January 6, 2021 12:09 PM

To help you keep track of where you are in the
course! This is not required but a resource if you
would like to use it.

Introduction
[1. Welcome Letter
[72. Pre Training Survey
[3. Supplies
[ 4. Accessing the Apps

Lesson 1 - Forms
[71. Whatis Forms?
[T2. Examples of Use
[ 3. Training
[T4. Practice
[5. Reflection

Lesson 2 - Word
[71. Whatis Word?
[T2. Examples of Use
[ 3. Training
[T4. Practice
[5. Reflection

Lesson 3 - Sway
[1. Whatis Sway?
[2. Examples of Use
[ 3. Training
[T4. Practice
[5. Reflection

Lesson 4 - Excel Part 1
[71. What s Excel?

i pes_edu 2 n

Lesson 1 — Forms — 1. What is Microsoft Forms?

20 OneNote

1. What is Microsoft Forms?

Saturday, December 12,2020 9:35 AM

With Microsoft Forms, you can create surveys,
quizzes, and polls, invite others to respond to it
using almost any web browser or mobile device, see
real-time results as they're submitted, use built-in
analytics to evaluate responses, and export results
to Excel for additional analysis or grading.

H
-
-

Forms

Please continue to Lesson 1 - Forms Page 2 to see
and/or manipulate examples of how to use this
application in a classroom.

sl pcs_cdu/| S
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Lesson 1 — Forms — 2. Examples of use

1112021

OneNote

2. Example of use

Saturday, December 12,2020 9:40 AM

Please look over the two examples of ways to use Forms in
the classroom. They have been embedded into our Notebook
but if they do not open for some reason you can click the
hyperlink at the top of the form.

DNA SOL Review Quiz

| teach 8th grade science in VA. Our end of the year standardized test covers
material from 6th, 7th, and 8th grade science. To help me discover what topics
I need to focus on during our end of the year review | give out this short review
forms on 6th and 7th grade topics. | tell students that if we do well on them,
we won't have to spend time reviewing that topic.

DNA SOL Review - Form Example - Microsoft Forms

j_pics_edu | n

Lesson 1 — Forms — 3. Training

1112021

OneNote

3. Training

Saturday, December 12,2020 9:40 AM The Waffle

Accessing Microsoft Forms
* You can search it in Google,
Bing, etc.
* From your waffle

Selecting Form vs. Quiz
You have the choice of creating a form or a quiz. Both are useful but you
want to make sure you are selecting the correct one for what you are trying
to accomplish.

* Aform can be used to collect feedback, conduct surveys, accept
signups, peer collaboration, and lots more.

* A quiz can be used to assess student learning, provide instant results and
feedback, conduct a quiz and more.

Question Types

This video breaks down the different types of questions you can include on
a form or quiz.

Forms Quiz - Question Types

|_pcs_edul_| s

y12021

OneNote

Student Info Survey (Offered in English' & Spanish)
Moving to virtual learning this year,.l knew.| would need to adjust my normal
beginning of the year survey. | used this to get some background information
on my students technology situation. For my school we have a large enough
Spanishspgaking population that | wanted to provide them with a translated
version in case a family member helped them fill it out.

tudent Info Survey - Form Example - Microsoft Form:

* Required

1. What name do you prefer to be called? *

Enter your answer

2. What device(s) will you primary use to complete schoolwork? *

Enter your answer

3. How comfortable are you with turning your camera on during zoom? *

Please continue to Lesson 1 - Forms Page 3 to watch tutorial
videos on how to use Forms in your classroom.

|_pcs eI n
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Lesson 1 — Forms — 4. Practice

1112021 OneNote

4. Practice

Saturday, December 12,2020 9:40 AM

It's your turn to try out some of the features you
have learned about. Create a Microsoft Form that
you can actually use with your students. Once you
do, share it below using the share as a template
option.

Copy your Form link here:
Please continue to Lesson 1 - Forms Page 5 to
complete your reflection form on this lesson.

Need help while you are working on your form? Fill out this form
to request a 1-1 help session!

Help Request Form

j_pics_edu |

Lesson 1 — Forms — 5. Reflection

112021 Microsoft Applications Traning Course

5. Reflection

Saturday, December 12,2020 9:40 AM

Complete the form below after completing parts 1-
4 of this Lesson.

Microsoft Forms

Thank you for completing Lesson 1. Please continue
to Lesson 2 - Word Page 1 to continue your
training.

pcs_edu

n
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Lesson 1 — Forms — Extra Help/Resources

201

Extra Help/Resources

Saturday, December 12,2020 9:43 AM

Frequently asked questions - icrosoft.
ked. b forms-495¢4 dd8-dfosedsaftl

Video about question types -

microsoft.com/en- 1vgim
Microsoft's Forms help and learning site - https:/support.microsoft.com/en-
us/forms
pes_cdul 2 cdifewdetrger. 11

Lesson 2 — Word — 1. What is Microsoft Word?

Vi

1. What is Microsoft Word?

Saturday, December 12,2020 9:35 AM

Most of us have used Microsoft Word before but
there are some great new features that you might
not be aware of:

Embed a YouTube video

New Collaboration Feature

Translation Feature

Dictation Feature

Immersion Reader Feature

Microsoft Editor Feature

Transform into a website (Sway) - will be covered in

Word

Please continue to Lesson 2 - Words Page 2 to see
and/or manipulate examples of how to use this
application in a classroom.

hupsipweps: | pwes_edu/_layours/15 51294816 ba13 2635, n
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Lesson 2 — Word — 2. Examples of use

112021

Onenate v

2. Example of use

Saturday, December 12,2020 9:40 AM

Please look over the three examples of ways to use Word in
the classroom. They have been embedded into our Notebook
for you to view but to type in them you would need to click
the hyperlink at the top to open them.

Science Article Reflection Template

Last year one of my goals was to focus on increasing literacy in my science
classroom. To aid this my students would select an science article and
complete the attached template. The template provided them with the
structure they needed to encourage them to read and reflect on their selected
article. Students would complete within their Office 365 Account and submit
once done.

Student Article Template Example.docx

v

OneNate
available to them while they are working on the study guide. To work around
these issues | have embedded review videos at the end of the study guide for
students to use as reference if needed.

The preview doesn't let you click on the videos but if you would like to see
what it looks like for students click this link to see the actual document -

https://pweps-my. W, lej..pwcs,

YMIUYxNu6uB18b7CAQBSArWEcxOVEXSk_SNbOLK1A?e=PeCxbX

Beomes and Ecosystems Study Guide Fxample docx

Biomes and Ecosystems Study Guide

P— your wiee
s ameer 5 b 10t gt of st s g 8 wach S ko e o S . s are a1
e ot o the mgrmant

FR T Tt

3 Laakng 3t the purure what is the ADIORIC tacter in the pcture?

Please continue to Lesson 2 - Word Page 3 to watch tutorial
videos on how to use Word in your classroom.

g

PRSI - 2 w

OneNese

Science Article Reflection
Research Planning Sheet
When | have my students complete research projects, | give them research
plannifif§hets. | used to print them out for students so they could submit it to
me, but with being virtual this year | had to move it all enline. It actually works
better foc.the.students because they can increase the space between questions
if they need more room for record their findings. Below is the planning sheet |
provided my 7th graders to help them with their research for their Survivor
Locatio PItER GrajEet. Students use it as they complete their research and tum
itin. I look it over to see if there are any major areas of concerns before they
start creating theic final.project.of.a RowerPoint, paper, or speech.

r .1‘ aeaTioR PIEeH" Pldhning Sheet E

R Gove cxamplen of s leam 3 typical fuma/amimale
9. Explaim. i devai, b these amirmuh have adapied w throve and sursive in the ecomysem
10, Graphics o puctares shomwang your ccomystems (sboukd inchode animals, plants, and landscape

11 Woebsites wed

o1 m 0

Study Guide with Videos

Students usually complete a study guide for me, using their interactive
notebooks. Since we are fully virtual this year my students can use their digital
class notebook to help them but | realize this is harder for some kids to go back
and forth between their notebook and study guide. | also might not be

e ad_ayoen15Duc ST anebaLL
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Lesson 2 — Word — 3. Training

12021 OneNate

[}

3. Training

Embed a YouTube Video

When you want to add a YouTube video directly into your word
assignment this video shows you how. It is perfect for providing
additional review, introducing a topic, video responses, etc.

Microsoft Word - Embedding 2 Youtube Vi

Microsoft Word - Embedding a Youtube Video

Collaboration Mention Feature

If you are having students work collaboratively on a document they
can use the mentions feature to let group members know there is still
work that needs finished/fixed. You can also use this during peer
review or when giving feedback to alert students they need to fix
something in their document.

@menions Excel, and Powerpoint

Draw attention to a comment with @mentions in Microsoft Wor.

Translation Feature

Vi OmNae

i o harepaine comy el phepie]. s, edu’_lepumtn /D aaps s o (87 3601 29 ARTe 541122 eSS dtiommotet wiaryet 4

Microsoft Word - Editor Feature

Adding a Word to a Canvas A

You've made a great activity in a word document and now you want ta
make it available to them in Canvas. This video shows you how to add
it to a Canvas Assignment and how to trouble shoot finding it when
your students get an error message.

Micresoft Wond - Ebedding Documers jn Carnas Assignma

Please continue to Lesson 2 - Word Page 4 to begin creating a
Word you can use in your real classroom,

Vv OneNewe

If you need to provide a quick translation of your document to
students or families, the translate feature is perfect. Students with
limited English can also make use of this by typing in their native
language before translating their document to English. As with every
translation it will probably not be perfect but it gives your students,
families and you a starting place.

Micrasaft wond - Transate bratune

Microsoft Word EFSRSISIR SIS

Diction Feature
If you have students who struggle with typing or just prefer 1o talk, the
diction feature will help them start to get their words down.

cssnctt Wond - Dictin faaturs

Editor Feature

English teachers, and really anyone who assigns research assignments,
are going to love this feature of the online version of Microsoft Word.
The Editor tool is a great tool to use when reviewing student work but
also a great tool to share with students so they can start checking their
work before they submit their assignments.

Microsoft word - Etoe Featies

Bt e com e plegie].pwes a5 g e {(6TH D1 - SET9-481 -4 13- 2e M52 e i acet
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on 2 —Word — 4. Practice

OneNate

4. Practice

Saturday, December 12,2020 9:40 AM

It's your turn to try out some of the features you
have learned about. Create a Microsoft Word that
you can actually use with your students. Once you
do, share it below using the share as a template
option.

Copy your Word link here:

Please continue to Lesson 2 - Word Page 5 to
complete your reflection form on this lesson.

Need help while you are working on your Word document? Fill out
this form to request a 1-1 help session!

Help Request Form

_pcs_edu_| w»

Lesson 2 — Word — 5. Reflection

1112021

OneNote

5. Reflection

Saturday, December 12,2020 9:40 AM

Complete the form below after completing parts 1-
4 of this Lesson.

Microsoft Forms

Thank you for completing Lesson 2. Please continue
to Lesson 3 - Sway Page 1 to continue your training.

|_ps_edul_| 1

121

Hi Julie, when you submit this form, the owner will be able to see your name and email address.

1.1 need help with the following app(s):

(] Forms

(] word

(] sway

(] Excel

(] Powerpoint

("] OneNote Class Notebook

2.1 would like to schedule a 1-1 help session. Select all days of the week that work
for you
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Lesson 2 — Word — Extra Help/Resources

20 OneNote

Extra Help/Resources

Saturday, December 12,2020  9:43 AM

Remote teaching and learning in Office 365 Education -
ft. h

d 7 b b

Article that describes how to use the mention function with Collaboration -
ention-in-comments-to-tag:
-a4fb-afe01820c1fd?

i pves_edul 2 "

Lesson 3 — Sway — 1. What is Microsoft Sway?

20 OneNote o

1. What is Microsoft Sway?

Saturday, December 12,2020 9:35 AM

Sway is a new app from Microsoft Office that makes it easy to
create and share interactive reports, personal stories,
presentations, and more.

Start by adding your own text and pictures, search for and
import relevant content from other sources, and then watch
Sway do the rest. With Sway, you're no longer limited to
picking a pre-designed template that makes your
presentations look like everyone else’s, and you don't have to
have any design skills to transform and showcase information
in modern, interactive, and attention-getting ways.

With Sway, there’s no need to spend lots of time on
formatting. Its built-in design engine takes care of making your
creation look its best. If the initial design doesn’t quite match
your taste or mood, you can easily apply another — or fully
customize your layout to make it your own.

It's super easy to share your finished Sways. Family, friends,
classmates, and coworkers can see your creations on the Web
without signing up, signing in, or downloading anything. And
you can change the privacy settings for any Sway whenever
you want more control over what you share.

OneNote

@' Sway

Please continue to Lesson 3 - Sway Page 2 to see and/or manipulate
examples of how to use this application in a classroom.

O ——— 2 et 12
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Lesson 3 — Sway — 2. Examples of use

e
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Vi

Microsoft Word EiGGAVerting Word 10 SWayl

Designing a Sway

This video shows how | designed my example of the Element Project
for my students. This video breaks down how to focus first on the text
and pictures. From there you would design the layout and finally
customize it visually.

Microsoft Sway - Designing 2 Sway Website

Please continue to Lesson 3 - Sway Page 4 to begin creating a
Sway you can use in your real classroom.

OneNote

Please continue to Lesson 3 - Sway Page 3 to watch tutorial
videos on how to use Sway in your classroom.

| pwes_edul_lay,

112021

Onenate

2. Example of use

Saturday, December 12,2020 9:40 AM

Please look over the example of a way to use Sway in the
classroom. The Sway have been embedded into our
Notebook but if it do not open for some reason you can click
the hyperlink at the top of the Sway.

Element Project Example

Last year | had students research an element and create a poster containing
information on the element and it's importance. With being virtual this year |
am going to given them the options to write a paper, create a PowerPoint or
design a Sway website. The Sway below show you the example Sway that |
would show students.

Sway.

Example by Ms. Phegley

« element name - Oxygen

« element symbol - O
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Lesson 3 — Sway — 3. Training

e OneNere

3. Training

Sway Introduction
Of all the apps this one is the one most people are unfamiliar with.
This video gives you an overview on the elements of Sway.

The Sway Way - Microsaft Sway Tutarials

Converting Word Document to Sway

Already made a assignment, notes or project in a word document?
This video shows you how you can transform it directly into a Sway.
This is also great for students who complete research and need to
create a final presentation of the information.

Microsaft Word - converting Word to Sway

Nt ey sharepoine ol ],y 1/ Do g e 670 M1 -SC29 481 411 2eMO O o timente wisarger. . 12

Lesson 3 — Sway — 4. Practice

112021 Microsoft Applications Traning Course

4. Practice

Saturday, December 12,2020 9:40 AM

It's your turn to try out some of the features you
have learned about. Create a Microsoft Sway that
you can actually use with your students. You can
make it about a topic/lesson, an example of a
student project, a class newsletter, or any other
amazing idea you have thought of! Once you do,
share it below using the view link option.

Link your Sway here:

Please continue to Lesson 3 - Sway Page 5 to
complete your reflection form on this lesson.

Need help while you are working on your Sway? Fill out this form
to request a 1-1 help session!

=

elp Request Form

pcs_edul un
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Lesson 3 — Sway — 5. Reflection

y11/201

Microsit Applicaons Traning Coure
5. Reflection

Saturday, December 12,2020 9:40 AM

Complete the form below after completing parts 1-
4 of this Lesson.

Microsoft Forms

Hi Julie, when you submit this form, the owner will be able to see your name and email address.
Technology Questions

These questions help researchers identify effectiveness of the training in relationship to
teacher confidence level in using Microsoft Forms in their classroom.

1. Rank your own technology skills with using Microsoft Sway.

Unfamiliar: I have never hear of Word.

Learner: I am not sure how to use Word.

Basic: I have used Word now, but might need additional training before using it
again.

() Proficient: I can use Word without any assistance.

Thank you for completing Lesson 3. Please continue

tra

to Lesson 4 - Excel Part 1 Page 1 to continue your

ining.

u

Lesson 3 — Sway — Extra Help/Resources

20

Microsoft Applications Traning Course

Extra Help/Resources

Saturday, December 12,2020 9:43 AM

Microsoft's Tutorial Page -

ft

‘sway-db30c63b-6548-456d-b0e2-9fcd68bfa7a0?uizen-us&rs=en-us&ad=us

slej_pwes_cdul|

2048141

45



Training and Teachers Confidence with Microsoft Apps

Lesson 4 — Excel Part 1 — 1. What is Microsoft Excel?

201 Microsoft Applications Traning Course

1. What is Microsoft Excel?

Saturday, December 12,2020 9:35 AM

With Microsoft Excel you can easily create
spreadsheets from templates or on your own and
use modern formulas to perform calculations. Share
your workbook with others and always work on the
latest version for real-time collaboration to help get
work done faster.

Excel has great potential for tracking/organizing
data, as well as, can be used for student

assignments. This lesson will focus on the
tracking/organizing data portion of excel.

T3 Microsoft”

Excel

Please continue to Lesson 4 - Excel Page 2 to see
and/or manipulate examples of how to use this
application in a classroom.

pes_cdul 2 cdifendetrger. 11

Lesson 4 — Excel Part 1 — 2. Examples of use

20 Microsoft Applications Traning Course

2. Example of use

Saturday, December 12,2020 9:40 AM

Please look over the two examples of ways to use Excel in the
classroom for tracking information by clicking on each link.

Missing Work Intervention Sheet

My team uses an excel sheet at the start of the year to track major missing
assignments. As the year goes on we focus on our frequent flyers to see what
work they are still missing. This sheet is designed to total up missing
assignments across all for content areas. The total column will change colors
when it reaches a certain number of missing assignments to bring attention.
The link below takes you to the sample editable version. Feel free to
add/remove missing assignments to students to see how it changes the sheet.

https://pweps-
h t pwcs_edu/El

MSIQOI Zkwh8cgjKpGLW1g2e=J6I15H

Token Economy Sheet

One of my former coworkers runs a token economy system with his 7th
graders to help teach them about economy. He usually does this through paper
money passed out during class. With going virtual this year, he was not able to
do this. Instead | created this spreadsheet for him. The link below takes you to
the editable version. Feel free to add in new deposit/withdraws or change the
amount of money a student receives for an activity. Watch what it does do
their current balance.

https://pwcps-my.share

noint. pwes umitoc-
XIpOBInFomiOOlcmWQ7fA29tXeQ?e=cKb2HP

Please continue to Lesson 4 - Excel Page 3 to watch tutorial
videos on how to use Excel in your classroom.

slej_pwes_cdul| 2048141 et 1
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Lesson 4 — Excel Part 1 — 3. Training
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3. Training

12,2000 9:40AM

Sum Function

This video shows you how to set up your spreadsheet to add up your columns or
sheets. The sum function will update as you change the data. This is great for
shared excel sheets where multiple team members need to input data.
=sum(B3-E3)

Microsofi Excel - Sum Function

Freeze Cell Function
This video shows you how to solve the issue of needing to see your header
columns and rows when using an larger excel sheet.

IMicrosoft Excel - How 1o freete cells

e adu_aposns 15 Do Prp—

OnNere

Microsoft Excel - How to set up conditional formatting

Please continue to Lesson 4 - Excel Page 4 to begin creating a Excel you
can use in your real classroom.

e st 15Doc Are ANt b

wizoen

OpeNere

Microsoft Excel - How to freeze cells

Count Function

This video shows you how to create a formula that will auto calculate the
number of cellswith text or with a specific phrase.

ECounta(B3-E3) counts how many cells are filled
ECountif(B3-E3, "word to count”) counts how may cells contain the specific word

Microsoft Excel - Using CountA and Countif functions

Conditional Formatting
This video shows you how you can use conditional formatting to code cells to
change colors when certain values are reached within your sheet.

Microsoft Excel - How to set up conditional formatting

PREpI— i 94N
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Lesson 4 — Excel Part 1 — 4. Practice

y11/201 Microsoft Applicaions Traning Course

4. Practice

Saturday, December 12,2020 9:40 AM

It's your turn to try out some of the features you
have learned about. Create a Microsoft Excel that
you can actually use for tracking data within your
classroom. Once you do, share it below using the
share as a template option.

Link your Excel Sheet here:

Please continue to Lesson 4 - Excel Page 5 to
complete your reflection form on this lesson.

Need help while you are working on your Excel sheet? Fill out this
form to request a 1-1 help session!

=

elp Request Form

Hi Julie, when you submit this form, the owner will be able to see your name and email address.

1.1 need help with the following app(s):

[] Forms
[] word
[ sway
[ Excel

™1 Prwerpoint
| _pucs e u

Lesson 4 — Excel Part 1 — 5. Reflection

112021 Microsoft Applications Traning Course

5. Reflection

Saturday, December 12,2020 9:40 AM

Complete the form below after completing parts 1-
4 of this Lesson.

Microsoft Forms

Hi Julie, when you submit this form, the owner will be able to see your
name and email address.

Technology Questions

These questions help researchers identify effectiveness of the training
in relationship to teacher confidence level in using Microsoft Forms in

Thank you for completing Lesson 4. Please continue
to Lesson 5 - Excel Part 2 Page 1 to continue your
training.

pwcs e, u
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Lesson 4 — Excel Part 1 — Extra Help/Resources

201

Extra Help/Resources

Saturday, December 12,2020 9:43 AM

Excel Text Functions Cheat Sheet - https: dumm oft-
las-and-functions-for-dummies-cheat-sheet,

What the different Excel cursors mean -

shapes.php

pes_cdul 2 cdifendetrger. 11

Lesson 5 — Excel Part 2 — 1. What is Microsoft Excel?

20 Microsoft Applicatio

1. What is Microsoft Excel?

Saturday, December 12,2020 9:35 AM

We need to be exposing students to Microsoft Excel
because most office jobs require a basic
understanding of how to use excel. Our students
need more exposure to excel throughout their
schooling. There are many ways Excel can be used
for different content areas. This lesson will focus on
creating student assignment portion of excel.

T Microsoft’

Excel

X

Please continue to Lesson 5 - Excel Page 2 to see
and/or manipulate examples of how to use this
application in a classroom.

slej_pwes_cdul| 2048141 et 1
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Lesson 5 — Excel Part 2 — 2. Examples of use

vizam OnNate OueNore

DIRECTIONS - You are not typing or deleting == = o= i romm o o
anything. For each answer, use the fill cell 2 e el

to select it. == >

2. Example of use

- the two examples of ways to use Excel in the classroom. They have been embedded

ok for you to view. If you would like to open them and manipulate the sheets, click the For exmple: Selact A 25 the correct annver by Aling JEREESSSSR Choice B Choice €
links. |1t with yeliow:
[Overview Questioas Choice A Choice B Choice €
Practice Creating Graphs T 1 t
| e b ythin e e s s sk s iy - ot
When we went fully virtually n the Soring of 2020, | o0k the opportuity to step back and think sbout what real world siills would ! !
my students nesd. Most of them would not have 1o worry. oy hand in th bt some of them P — - velume oy

would have 10 use excel 1o ook at data and create graphs from it Thus this assignment was created to give them practice do just B K gy of o b e s el v e s 1 1
oyl ety o chemaat property e

that Bafore assigning this. | modelad tha concept with my students during cur Teams meating and providad them with walk amberprncs o o - rdmaty A o0
hrough videos 1o hetp them out,Prblen 2 d 3 vy b hir e =
; [EATeemy s s e e ot e Jyre— ey [——
Making Graghs {Compular Baied) Sample.abis A e Dy s | Docmmiy b chermical | Mehing post o & chersacal Bl post i 8
' — gy st e, _| oyt | gy o

A . ¢ o £ & T 0 Whac of the fibowing ssemnss e a3 chemcal| Viagactiom v 3 hemcal | O 3 pysical |
Bachground The thickness of the annual rngs inds what type of o Fuperny of mana ot mavas
enironmental utuation was accurring the time of the tree’s developmens & ;
thin ring usually indicates a rough period of development such a3 Lack of water, (Classify the following as cither a physical property or a chemical property of matter. ]
forest fires, o insect infestation. On the other hand. & thick ring means & orart

Dot
| Prowperous period of deveiopment. o

r—
Average Thickness of
bl:::ﬂ[n\ ﬁk:“ll‘l:um o —
s (mitimetery | Fores 8 (miimeters)
X f A o Please continue to Lesson 5 - Excel Page 3 to watch tutorial videos on how to use Excel in your
s ) 15 1 n dassroom.
. » I u
i % ) u
s ® n 5
s 0| % T u
it ® 0 51
Oratir Veacn PrOM1 Pebion? otien
Properties Sort
I had 2 worksheet with 3 sort that they usually circle the correct answer. | wanted an easy way to have students complete the same
concept virtually so | would be sble to grade it just as quickly. To meet this need | decided to copy the information into a excel
sheet, This way | could ensure the submitted responses would all be laid out in the same format, | uploaded it as an external tool
scbmission and my studants were able own cogy o v i e Speed
Grader for quick grading.
Properties Sart Example wisx
¥ S ST S ——"Py VR TP Sy AT S T pe—————r" sy [ w25 RN it i, 22
e onenae o e
3. Training Online Micrasoft Excel - Craating a Line Geagh

Saturday, December 12,2020 9:40 AM

Online Microsoft Excel - Creating a Line Graph

Self checking answers

We all know the importance of practice for our students.
This video shows you how you can use conditional

formatting to create self checking practices for students. n
The video shows a math example but it can also be used
for vocabulary practice, spelling/translating between
languages, etc.

Microsoft Excel - Conditional Formatting for self checking

Microsoft Excel - Creating  Bar Graph

Excel - Conditi F ing for self checking

Creating Graphs
In science we obviously love creating graphs but this is a
valuable skill for students to know when they want to
present information in a more visual setting then just a
data table. Graphs help make information visually easier
for students to understand. The ability to make a line, bar,
and circle graph is valuable for teachers and students
alike. These videos show how to easy it is to create graphs
using the Online version of Excel.

j_pwes_edul_| va Bt e edu_lay i1 3D TS AN R
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Lesson 5 — Excel Part 2 — 3. Training Continued

i DN

Microsoft Excel - How to make a Pie Chart or Circle Graph

Creating Geography data tables

n social studies we like to compare different areas of the
word within various categories. Excel has a built in
geography feature that allows teachers and students to
guickly compare different counties, states, and countries.

Microsoft Excel - Geogranhy. Feature

Embedding a Sheet into Canvas

In this video it shows you how to embed an excel
spreadsheet into Canvas. Please note that this method
does not collect data but is great for in showing
information to students. If you want to collect student
responses and give them their own copy, insert it into an
assignment as a external tool submission type.

Microsaft Excel - Embedding an excel table or sheet into Canvas

e s harupaine ool plegbe.puc.sd’ ey 15/Doc g Rowmedee67h 01 SE29 481 541 -2 000 ootk wd marpet

Lesson 5 — Excel Part 2 — 4. Practice

112021 Oneate

4. Practice

Saturday, December 12,2020 9:40 AM

= It's your turn to try out some of the features you
have learned about. Create a Microsoft Excel
activity that you can actually use with your
students. It doesn't have to be something huge,
even just an intro activity to expose your students
to using excel. Once you do, share it below using
the share as a template option.

Link your Excel Sheet here:

Please continue to Lesson 5 - Excel Page 5 to
complete your reflection form on this lesson.

Need help while you are working on your Excel sheet? Fill out this
form to request a 1-1 help session!

Help Request Form

e Ouee
Microsoft Excel - Embedding an excel table or sheet into Canvas
Please continue to Lesson 5 - Excel Page 4 to begin
creating a Excel you can use in your real classroom.
- [ — p—r— - IO S AN A1 2
o OneNore
Hi Julie, when you submit this form, the owner will be able to see your name and email address.
1.1 need help with the following app(s):
(] Forms
(] word
(] sway
[ Excel
(] Powerpoint
(] OneNote Class Notebook
2.1 would like to schedule a 1-1 help session. Select all days of the week that work
for you
w2 Lpves_cduLL o n
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Lesson 5 — Excel Part 2 — 5. Reflection

y11/201 Onenate

5. Reflection

Saturday, December 12,2020 9:40 AM

Complete the form below after completing parts 1-
4 of this Lesson.

Microsoft Forms

Hi Julie, when you submit this form, the owner will be able to see your name and email address.

Technology Questions

These questions help researchers identify effectiveness of the training in relationship to
teacher confidence level in using Microsoft Forms in their classroom.

1. Rank your own technology skills with using Microsoft Excel.

Unfamiliar: T have never hear of Word.

Learner: T am not sure how to use Word.

~, Basic: I have used Word now, but might need additional training before using it

O
~ again.

(O Proficient: I can use Word without any assistance.

Thank you for completing Lesson 5. Please continue
to Lesson 6 - PowerPoint Page 1 to continue your
training.

Lesson 5 — Excel Part 2 — Extra Help/Resources

20 OneNote

Extra Help/Resources

Saturday, December 12,2020  9:43 AM

Excel Text Functions Cheat Sheet - d rosoft-
formulas-and-functions-for-dummies-cheat-sheet,

What the different Excel cursors mean -

shapes.php

slej_pwes_cdul| 2048141 et 1
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Lesson 6 — PowerPoint — 1. What is Microsoft PowerPoint?

y11/201

Onenate

1. What is Microsoft Powerpoint?

Saturday,

ecember 12,2020 9:35 AM

Most of us have used Microsoft Word before but
there are some great new features that you might
not be aware of:

> ¢ Embed a YouTube video
* Translation feature
* Recording audio
* Creating task cards/interactive activities

A
PowerPoint

Please continue to Lesson 6 - PowerPoint Page 2 to
see and/or manipulate examples of how to use this
application in a classroom.

Lesson 6 — PowerPoint — 2. Examples of use

112021

| pucs | u

Oneate

2. Example of use

Saturday, December 12,2020 9:40 AM

Please look over the two examples of ways to use PowerPoint
in the classroom. They have been embedded into our
Notebook but if they do not open for some reason you can
click the hyperlink at the top of the form.

Bohr Model Drag and Drop

When in person we usually practice drawing Bohr models on whiteboards but
in the virtual setting | wanted a way to see students' work. | created this drag
and drop activity. The example below has been shortened to demonstrate the
activity. During zoom | modeled a few examples, then had students work
through a few more with me checking answers every few minutes. They then
completed the last five which | graded for a summative assignment. Check it
out and don't worry if you don't know the answer.

Bohr
Model

Editable version

pwcs e n

y11201

Onenate

Metals, Nonmetals and Metalloids Sort

When in person | love to use task cards for a check for understanding. In the
virtual setting this is understandably more difficult. To accomplish the same
goal, | use my premade task cards and adapt them to fit in a PowerPoint. When
you open up the PowerPoint you will find that the only thing my students can
move are the cards themselves, with everything else locked into the
background to prevent students from accidently deleting or messing up the
formatting.

Metals,

Nanmatale

Editable version

Copy.pptx

- Surta Owreave
Bgagmem Maaabia ba
st (e il SR
hacesid el Part1-
R - i Characteristics
z Place each box in in the
= correct part of the Periodic
N0 hosiviont Luater (ohiny) Renctive
b Table.

pwes e,

2

53



Training and Teachers Confidence with Microsoft Apps

Lesson 6 — PowerPoint — 2. Examples of use continued

201

OneNote

Please continue to Lesson 6 - PowerPoint Page 3 to watch
tutorial videos on how to use Forms in your classroom.

pes_cdul 2 cditfendetarger... 33

Lesson 6 — PowerPoint — 3. Training

112021

Oneate

3. Training

Saturday, December 12,2020 9:40 AM

Embedding a YouTube video

In the virtual setting keeping all of your lesson resources in one place
is more important then ever with students accessing work
asynchronously. This video shows you how to embed a YouTube video
directly into your PowerPoint so students can watch it directly within
the PowerPoint.

Microsoft Powerpoint - Inserting a Youtube Video

Microsoft Powerpoint - Inserting a Youtube Video

Translation Feature

If you give your notes using PowerPoint the translation feature is a
great way for you to make your notes more assessable to your ELL
students. What's great is that you can also teach them how to use the
translate button so they can do it themselves when they need to. This
video shows you how it works. Please note you will need to use the
desktop version of PowerPoint to use this feature.

Microsoft Powerpoint - How to translate text on slides

pwcs e w

OneNene

Microsoft Powerpoint - How to translate text on slides

Recording audio

With virtual teaching you have some students who might be accessing
the PowerPoint notes or activities on their own. The ability to record
audio recordings is perfect for providing extra information to students.
Your vocal inflection alone can provide additional understanding of the
information on the slides. This video shows you how to record audio
directly in PowerPoint.

Microsoft Powerpaint - How Lo recard audia

Creating a sort/interactive activities

it compermomal ey, prvese’_lay a1 g oo {71 8- S22 - 13- Be Stk S 2 o
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Lesson 6 — PowerPoint — 3. Training continued

y11/201

Oonetvte
We all have used sorts before when teaching in person. The first video
shows you how to take your premade sorts and convert them into a
format that you can use in the virtual setting. The second video
expands on the concept and shows you how to create interactive drag
and drop activities.

Microsoft Powerpoint - How to convert a paper sort activity to a...

Microsoft Powerpoint - how to create drag and drop activitie:

Microsoft Powerpoint - how to create drag and drop activities

Lesson 6 — PowerPoint — 4. Practice

112021

Oneate

4. Practice

Saturday, December 12,2020 9:40 AM

It's your turn to try out some of the features you
have learned about. Create a Microsoft PowerPoint
that you can actually use with your students. You
can adapt a previous activity or create a brand new
one. Once you do, share it below using the share as
a template option.

Link your PowerPoint here:

Please continue to Lesson 6 - PowerPoint Page 5 to
complete your reflection form on this lesson.

Need help while you are working on your PowerPoint? Fill out this
form to request a 1-1 help session!

Help Request Form

pwcs e,

vz oneote
PowerPoints are embedding into Canvas the same way
you would embed a Word Document or Excel
Spreadsheet

Please continue to Lesson 6 - PowerPoint Page 4 to begin
creating a PowerPoint you can use in your real classroom.

w s | as

17z OneNote

Hi Julie, when you submit this form, the owner will be able to see your name and email address.

1.1 need help with the following app(s)

(] Forms
(] word
(] sway
[ Excel
(] PowerPoint

(] OneNote Class Notebook

2.1 would like to schedule a 1-1 help session. Select all days of the week that work
for you

n sle_pwes_edu/_layouts/1 5/ 2 et 22
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Lesson 6 — PowerPoint — 5. Reflection

y11/201 Onenate

5. Reflection

Saturday, December 12,2020 9:40 AM

Complete the form below after completing parts 1-
4 of this Lesson.

Microsoft Forms

Hi Julie, when you submit this form, the owner will be able to see your name and email address.
Technology Questions

These questions help researchers identify effectiveness of the training in relationship to
teacher confidence level in using Microsoft Forms in their classroom.

1. Rank your own technology skills with using Microsoft Powerpoint.

(O Unfamiliar: I have never hear of Word.

(O Learner: T am ot sure how to use Word.

(- Basic: T have used Word now, but might need additional training before using it
~ again.

(O Proficient: I can use Word without any assistance.

Thank you for completing Lesson 6. Please continue

to Lesson 7 - OneNote Class Notebook Part 1 Page 1
to continue your training.

1w

Lesson 6 — PowerPoint — Extra Help/Resources

20

OneNote

Extra Help/Resources

Saturday, December 12,2020  9:43 AM

PowerPoint Basics -

Us&ad=US

slej_pwes_cdul| 2048141
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Lesson 7 — OneNote Part 1 — 1. What is Microsoft Excel?

y11/201

Onenate

1. What is Microsoft OneNote Class Notebook?

Saturday, December 12,2020 9:35 AM

OneNote Class Notebooks have a personal workspace for every
student, a content library for handouts, and a collaboration
space for lessons and creative activities. Class Notebooks are
limited to within your district. The training for class notebook
has been split up into two sections. This lesson covers how to set
up a class notebook with some tips and tricks.

Just like with the other Microsoft Apps there is a desktop version
and a web version. The web version is better for when creating
certain tasks and the desktop version is better for others.
Throughout the videos | will share which one to use for various
things. | encourage you to download the desktop version to get
the full range of tools available to you.

Eﬂ OneNote

Please continue to Lesson 7 - OneNote Class Notebook Page 2 to
see and/or manipulate examples of how to use this application
in a classroom.

Lesson 7 — OneNote Part 1 — 2.

112021

Oneate

2. Example of use

Saturday, December 12,2020 9:40 AM

This training course is built within a Class Notebook, so the
entire course is an example of how you can use Class
Notebook in your classroom. This lesson will focus on how
you set up a notebook for your own classes.

Please continue to Lesson 7 - OneNote Class Notebook Page 3
to watch tutorial videos on how to use Class Notebook in
your classroom.

pwcs e,

u

Examples of use

u
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Lesson 7 — OneNote Part 1 — 3. Training

y11/201 Onenate

OneNese

3. Training Microsoft OneNote Class Notebook - How to add or removing stu

Saturday, December 12,2020 9:40 AM

Setting up Notebook through Canvas

Canvas allows you to link one Class Notebook to each of your Canvas u
courses. This video walks you through the steps to create your
notebook directly through Canvas.

Microsoft OneNote Class Notebook - how to set up from Canvas

Difference between Desktop Version and Web Version

ust like with the other Microsoft Apps there are differences between
Microsoft OneNote Class Notebook - how to set up from Canvas he desktop and web based version. Both have their value and this

Micrasoft OneNote Class Notebook - Deskiop s Web Based Notebook

Adding/Removing students to your notebook

This video shows you how to add and remove students from your
notebook as needed. | recommend you also add your students using
this method instead of having them join to ensure that all of them are
added to the notebook. Once you start typing a students name it will
auto-populate once enough letters are written.

Please continue to Lesson 7 - OneNote Class Notebook Page 4

Microsoft OneNote Class Notebook - How to add or removing students from a notebook to begin creating a Class Notebook you can use in your real
classroom,
s | 2 v o oo ol vt w15 s (T W1 SET9481 -4 1 2SS 2 s w et

Lesson 7 — OneNote Part 1 — 4. Practice

1112021 OneNote 101 OneNote

4. Practice

Saturday, December 12,2020 9:40 AM

It's your turn to try out some of the features you
have learned about. Create a Microsoft OneNote
Class Notebook that you can actually use with
your students. You can create it through your
Canvas sandbox or from your Microsoft Waffle. Hi Julie, when you submit this form, the owner will be able to see your name and email address.
Create at least one section in your notebook.
Don't worry about creating pages or content yet,

! ) 1.1 need help with the following app(s):
you will do that in the next lesson.

[ Forms
Once you do, share it by adding me as a student 0 werd
using my email address: pheglej@pwcs.edu. [ sway
Once the course is completed, | will remove [ Excel
myself from your notebook. [ Powerpoint

. OneNote Class Notebook
Please continue to Lesson 7 - OneNote Class =

Notebook Page 5 to complete your reflection

form on this lesson.

2.1 would like to schedule a 1-1 help session. Select all days of the week that work
for you

Need help while you are working on your Class Notebook? Fill

out this form to request a 1-1 help session!

Help Request Form

|_pwes e w» Hipsiipweps. | pwes_edul_layours/15 5294816413263 n
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Lesson 7 — OneNote Part 1 — 5. Reflection

y11/201 Onenate

5. Reflection

Saturday, December 12,2020 9:40 AM

Complete the form below after completing parts
1-4 of this Lesson.

Microsoft Forms

Hi Julie, when you subit this form, the owner will be able to see your name and email address.

Technology Questions

These questions help researchers identify effectiveness of the training in relationship to
teacher confidence level in using Microsoft Forms in their classroom.

1. Rank your own technology skills with using Microsoft OneNote Class Notebook.

O Unfamiliar: T have never hear of Word.
(O Learner: T am not sure how to use Word.

(~ Basic: I have used Word now, but might need additional training before using it
~ again.

Thank you for completing Lesson 7. Please

continue to Lesson 8 - OneNote Class Notebook

Part 2 Page 1 to continue your training.

Lesson 7 — OneNote Part 1 — Extra Help/Resources

20 OneNote

Extra Help/Resources

Saturday, December 12,2020 9:43 AM

Getting Started - ft. -
started-with-the-onenote-class-notebook-a for.
bSe-b

teach

OneNote Training Website - https://onenoteforteachers.com/

slej_pwes_cdul| 2048141 et 1
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Lesson 8 — OneNote Part 2 — 1. What is Microsoft OneNote Class Notebook?

ey oneate o OneNore
examples of how to use this application in a

1. What is Microsoft OneNote Class Notebook? classroom.

satu

ay, December 12, 2020

OneNote Class Notebooks have a personal
workspace for every student, a content library
for handouts, and a collaboration space for
lessons and creative activities. Class Notebooks
are limited to within your district. The training
for class notebook has been split up into two
sections. This lesson covers how to create
content for your notebook.

Just like with the other Microsoft Apps there is a
desktop version and a web version. The web
version is better for when creating certain tasks
and the desktop version is better for others.
Throughout the videos | will share which one to
use for various things. | encourage you to
download the desktop version to get the full
range of tools available to you.

OneNote

Please continue to Lesson 8 - OneNote Class
Notebook Page 2 to see and/or manipulate

| pucs | 1w ps._edul D sourceck o dtdewdetarger... 212

Lesson 8 — OneNote Part 2 — 2. Examples of use

iz Onevte 1z Onente
After taking notes on density we practiced it together. | was able to see where
2. Example of use students were struggling and provide a YouTube video at the bottom for those

who needed additional review.

cembe 9:40 AM

Please look over the two examples of ways to use OneNote
Class Notebook in the classroom. They are screenshots of my
students science notebooks | use with my students because
the Class Notebook is a closed system.

Notetaking

Without access to an physical notebook, | turned to the Class Notebook to
provide my students with a notetaking. It provides my students with a
centralized place to study for quizzes but also let me embed videos and
PowerPoints in for their reference. | would provide students with fill in the
blank Cloze Notes and during zoom we would fill in and discuss the yellow
blanks together.

1. Atomic Theory Timeline

L

Directions: i you missed Zaom filln the bianks using the PowerPoint ta
the right. I you are an z0om, we will do this togather.

Democritus (460 ~ 370 BC)

* Datarmined that the world Is made up of tiny _particals__that coulda't
be broken down further.

+ Ho cald them stoms, which mears *_indivisble___* Open ended response and Simulations
1 was able to embed my PHET directly into the class notebook. This was great
Dalton (1803) because students didn't have to split their screen to answer the questions
© Histheory was thet ol SAREis mede up of SRS while we did this simulation activity.

* His modsl was of tiny, Indestructibie __spheres_ that have litte structure.
« Solid sphere or __billiard_ball model

1) Thomson (1904) Part 1 Itin ciass, Ms. the PHET. If you are

‘compIaling iL on your ewn, GEN & Secand browssr 10 Slales of Mallar. BAsics oF use NG nsar
below.

* Discovered __electron,

* His modsl had electrons embedded in 3 sphere that had 3 _positive.

- R i wy —
Practice
States of Matter

sle_pwes._cdul| 2048141 ST
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Lesson 8 — OneNote Part 2 — 2. Examples of use continued

y117201 Oneate

States

States

1. Tha program shousd start win selid Nean. Doscrine the SRAaciNg and MEtian of the parcies in a
sakd

spacrg
Mtin

Close together

2. Whal happens a5 you ccol the saild? {Ga al the way 1o 2 K)
‘Siewed derwn, SHi vibraling but at 8 slower rate.

3, Whal happens 5 you heat the sokd? (Go all ine way o 20 K]
Medecules speed up.

e ot 0 quicker rate

Please continue to Lesson 8 - OneNote Class Notebook Page 3
to watch tutorial videos on how to use Class Notebook in
your classroom.

| pucs | EE)

Lesson 8 — OneNote Part 2 — 3. Training

112021 Oneate

OneNene

3. Training Microsoft OneNote Class Notebook [NSSHINGEIMICIOSOIUEOI

Adding Interactive Elements
To get the most out of your OneNote notebook this video shows you how you can
embed different interactive resources into your pages.

Microsoft OneNote Class Notebook - adding. to your OneNote Class Notebook n

Distributing a Page
This video explains how to distribute your notebook pages to students.

Microsoft OneNote Class Notebook - adding interactive elements to your OneNote Cl..

Diccosoft Onetiote Clags Hotebook - distibutiog 2 sage 1o stuudent aolebooks

Adding a Microsoft Form
The one exception to the prior video is Microsoft Forms. This video shows how you use
the Web based version to insert a Form into your pages.

Microsoft OneNote Class Notebook Inserting a Microsoft Form
= ; g Feedback to Stud,
This video shows different ways that you can provide feedback within OneNote.

Miceosoft Onehote Class Motebook - Providing Student Feedhack

pucs e, g 13 R T —

A S e S PP S —
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Lesson 8 — OneNote Part 2 — 3. Training Continued

Lesson 8 — OneNote Part 2 — 4. Practice

1112021

OneNere

Microsoft OneNote Class Notebook - Providing Student Feedback

Please continue to Lesson 8 - OneNote Class Notebook Page 4 to begin
creating a page for your Class Notebook that you can use in your real

classroom.

e ey sharepoine com s el pc._ed_beyumn /Do acpa e 670 M0 5629 4K1c

OneNote

4. Practice

Saturday, December 12,2020 9:40 AM

It's your turn to try out some of the features you
have learned about. Within your newly created
notebook create a page that you can actually
use with your students.

Take your notebook page and add it to my
student notebook.

Please continue to Lesson 8 - OneNote Class
Notebook Page 5 to complete your reflection
form on this lesson.

Need help while you are working on your Class Notebook? Fill
out this form to request a 1-1 help session!

Help Request Form

B 20NN et st

|_pcs_edul_|

w»

101
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Lesson 8 — OneNote Part 2 — 5. Reflection

e oneae
5. Reflection

Saturday, December 12,2020 9:40 AM

Complete the form below after completing parts
1-4 of this Lesson.

Microsoft Forms

Hi Julie, when you submit this form, the owner will be able to see your name and email address.

Technology Questions

These questions help researchers identify effectiveness of the training in relationship to
teacher confidence level in using Microsoft Forms in their classroom.

1. Rank your own technology skills with using Microsoft OneNote Class Notebook.

) Unfamiliar: I have never hear of Word.

Learner: I am not sure how to use Word.

~ Basic: I have used Word now, but might need additional training before using it
' again.

Thank you for completing Lesson 8. Please

continue to Wrap Up Page 1 to complete your

Post Training Survey.

1

| pucs |

Lesson 8 — OneNote Part 2 — Extra Help/Resources

20 OneNote

Extra Help/Resources

Saturday, December 12,2020 9:43 AM

OneNote Training Website - https://onenoteforteachers.com/

2048141 et 1

slej_pwes_cdul|
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Wrap Up — 1. Post Training Survey

y11/201

Onenate

1. Post Training Survey

Saturday, December 12,2020 9:37 AM

If you are having issues opening the form within
OneNote you can click this link to access the
form from Forms - wmicrosoft Forms

Hi Julie, when you subit this form, the owner will be able to see your name and email address.

Demographic Information

1. What grade(s) do you teach?

[[J Kindergarden
[] 1st grade
[ 2nd grade
[ 3rd grade
(] 4th grade
[] sth grade

Please continue to Wrap Up Page 2.

| pucs |

Wrap Up — 2. Thank You

1112021

OneNote

2. Thank you!

Monday, December 21,2020 4:50 PM

You are officially
DONE!

| would like to take a moment to thank you once
again for participating in this study. | hope it has
provided you with some new skills and
confidence in relation to using Microsoft
Applications in your classroom.

At this point if you would like to be removed
from this Class Notebook, please let me know by
email. Otherwise you will continue to have
access to it for your reference.

Some reminders from your Informed Consent
Form:

Confidentiality

The raw data gathered from this research, with any personal
identifiers, will be kept private and confidential. Your
information will only be seen by the researcher and individual
participant names will not be used in report findings. Data will
only be reported in the aggregate.

y Participation and

|_ps_edul_|

u

w»

101 OneNote

ips:

Your participation in the study is completely voluntary and you
have the right to withdraw at any time. Participants may also
submit a request to the researcher that their individual results
be excluded from the final report. To withdraw from the study,
the participant must notify the researcher.

Questions, Rights and Complaints

Participants have the right to view the results of the study. If
you have questions about this study, please contact me, Julie
Phegley by calling: (908) 328-8083 or by email:
jphegl2@student.wgu.edu.

If you have any unresolved questions or complaints, contact
the WGU IRB e-mail: IRB@wgu.edu.

s gle_pwes_edul_layouts/15 5294816413263
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Appendix B

Pre-Training Survey
Section 1: Demographic Information

1.
2.
3.
4.

What grade(s) do you teach?

How many years have you been teaching for?
What subject(s) do you teach?

How are you currently teaching?

Section 2: Technology Questions
Please evaluate each of the following statements. Select one for each question: strongly agree,
agree, neutral, disagree, or strongly disagree

1.
2.
3.

4.

| feel confident in my ability to use technology in my classroom.
| feel confident in my ability to integrate multiple technologies into my instruction.
The amount of time needed to prepare technology-based lessons deters me from
creating them.
| am aware of the resources available by my district that can help me learn how to
integrate technology.
| do not have the technology skills to support my students when they use technology for
a project.
I am familiar with what technology is available to my students in me in our building.
Select all the types of training you have received on Microsoft Apps: mandatory district
training, optional district training, Microsoft Educator Center courses, no training,
other.
For each Microsoft App rank your own technology skill according to the scale below:

a. Unfamiliar: | have never heard of this

b. Learner: | am not sure how to use this

c. Basic: | have used this before, but might need some help

d. Proficient: | can use this without any assistance, or Advanced: | could train staff

to use this.

How often do you integrate these Apps into your instruction or materials? Please select
one for each App.

a. Regularly: At least once per week

b. Frequently: At least once per month

c. Occasionally: At least once per semester

d. Rarely: At least once per year

e. Never: Never use it

10. What is/are factor(s) that have affected your confidence with technology?
11. How would you describe your relationship with technology?

Lesson Reflections
1. Rank your own technology skills with using the Microsoft Application (Word, Excel,

PowerPoint, OneNote Class Notebook, Form, Sway)
a. Unfamiliar: I have never heard of it.
b. Learner: | am not sure how to use it.
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N

3.

4.

c. Basic: I have used it now but might need additional training before using it again.
d. Proficient: | can use it without assistance.
e. Advanced: | could train staff to use this.
Did you learn anything new from this lesson?
How would you describe your comfort level with using the Microsoft App after this
lesson?
Any additional comments you would like to make about the lesson.

Post Training Survey
Please evaluate each of the following statements. Select one for each question: strongly agree,
agree, neutral, disagree, or strongly disagree

1.
2.
3.

4.

o

8.

9.

| feel confident in my ability to use technology in my classroom.
| feel confident in my ability to integrate multiple technologies into my instruction.
The amount of time needed to prepare technology-based lessons deters me from
creating them.
| do not have the technology skills to support my students when they use technology for
a project.
| am familiar with what technology is available to my students in me in our building.
For each Microsoft App rank your own technology skill according to the scale below:
a. Unfamiliar: | have never heard of this
b. Learner: | am not sure how to use this
c. Basic: | have used this before, but might need some help
d. Proficient: | can use this without any assistance, or Advanced: | could train staff
to use this.
How often do you integrate these Apps into your instruction or materials? Please select
one for each App.
a. Regularly: At least once per week
b. Frequently: At least once per month
c. Occasionally: At least once per semester
d. Rarely: At least once per year
e. Never: Never use it
What is/are factor(s) that have affected your confidence with technology?
What impact has this training had on your relationship with technology?

10. What did you like about this training?
11. What would you like additional training on?
12. Is there anything additional you would like to share?
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Appendix C

Informed Consent

Adult Participants
Western Governors University - Teachers College
MED, Learning and Technology

Julie Phegley
Training and Teachers’ Confidence with Microsoft Applications

Introduction

Julie Phegley, a graduate student researcher in the Learning and Technology Program of Western Governors
University’s Teacher College, is seeking to conduct a research unit for the purpose of determining the impact an 8-
hour asynchronous online training course in using Microsoft Applications (Forms, Word, Sway, Excel, PowerPoint,
and OneNote Class Notebook) on teacher’s confidence in creating engaging assignments for virtual learning.
Participants are from the researcher's social group so no initial approval to conduct research and gather data for
reporting purposes is required. By signing this consent form, you agree to participate in the study. All data collected
will be reported as aggregated summaries. Individual names will not be used.

Description of the Project

Adult learners from the researcher's social circle will work through an 8-hour online asynchronous training that is
broken up into 8 lessons. Participants will have 2 weeks to complete the training. The lessons will cover Microsoft
Forms, Word, Sway, Excel, PowerPoint and OneNote Class Notebook. The training will be contained within a
Microsoft OneNote Class Notebook and each lesson contains an introduction, examples, training videos, opportunity
to practice using the application and a reflection survey. Support from the researcher through email and
videoconferencing. Prior to and after the training participants will complete a survey to determine knowledge,
perceptions, feelings and thoughts surrounding the content area of the course.

Benefits and Risks of the Study

Some participants may feel a minimal degree of performance anxiety towards using the technology and completing
the surveys. A normal amount of anxiety is to be expected and the researcher has addressed this letting participants
work at their own pace and providing detailed videos demonstrating how to use each application. Other participants
will not be able to see their progress and additional 1-1 training is available to participants. All anticipated risks to
participation in this study are minimal and no greater risk than those which are normally encountered in training
programs.

A possible benefit to participants include learning more about how to use the different Microsoft Applications.
Participants will be informed that the study activities are intended to help them better understand how to use the
different Apps, enabling them to be more confident in their ability to create electronic resources for their classroom.
The study may help the researcher acquire additional training opportunities to facilitate learning.

Confidentiality
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The raw data gathered from this research, with any personal identifiers, will be kept private and
confidential. Your information will only be seen by the researcher and individual participant names will
not be used in report findings. Data will only be reported in the aggregate.

Voluntary Participation and Withdrawal

Your participation in the study is completely voluntary and you have the right to withdraw at any time.
Participants may also submit a request to the researcher that their individual results be excluded from the
final report. To withdraw from the study, the participant must notify the researcher.

Questions, Rights and Complaints

Participants have the right to view the results of the study. If you have questions about this study, please
contact me, Julie Phegley by calling: (908) 328-8083 or by email: jphegl2@student.wgu.edu.

If you have any unresolved questions or complaints, contact the WGU IRB e-mail: IRB@wqgu.edu.
Consent Statement

By signing this document, you agree to participate in the study and have had your study participation
guestions answered. Participation in the online survey constitutes informed consent. You also
acknowledge that you have received a copy of this form.

Participant Signature Typed/Printed Name

Date
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