











Google drive

What is it

Google Drive is a file storage and synchronization service developed by Google. Launched on April
24, 2012, Google Drive allows users to store files on their servers, synchronize files across devices,
and share files. In addition to a website, Google Drive offers apps with offline capabilities for Windows
and macOS computers, and Android and iOS smartphones and tablets. Google Drive encompasses
Google Docs, Sheets and Slides, an office suite that permits collaborative editing of documents,
spreadsheets, presentations, drawings, forms, and more. Files created and edited through the office
suite are saved in Google Drive.

Google Drive offers users 15 gigabytes of free storage, with 100 gigabytes, 1 terabyte, 2 terabytes,
10 terabytes, 20 terabytes, and 30 terabytes offered through optional paid plans.

Files uploaded can be up to 5 terabytes in size.*?

How to
You only need a google account.

Why is it useful for VET

One of the most reason to use Google Drive is that whether you are at the office, home or on a
business trip, Google Drive allows you to access your files and folders from anywhere including
your mobile phone. Your files are stored through Google cloud network. By accessing your Google
account, you have full access to everything you need.

There is no need to worry about file conversions as Google Drive has the document, spreadsheet,
power point and drawing apps you need so you can get to work no matter where you are.

Another useful feature is that you can upload and share files.with your team. As files are written
they are automatically updated and synced so that your team or customers can view the files in real
time.

32—https://erLWikipediaorg/wiki/GoogIe_Drive
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Links:
«  https://www.google.com/drive/
http://www.coolheadtech.com/blog/4-reasons-to-use-google-drive

Dropbox

What is it

Dropbox is a global collaboration platform where files, folders, and docs are created, accessed, and
shared. Dropbox is available online at dropbox.com and for Windows, Mac, or Linux computers, as
well as Android and iOS phones and tablets.

Access your stuff wherever you are

Anything you add to Dropbox automatically syncs to all your computers, phones, tablets, and drop-
box.com. Put your stuff in Dropbox and you'll always have access—wherever you are.

Share with confidence

No matter what device you'’re using or where you are, Dropbox makes it easy to share your files,
folders, and docs. You can collaborate with co-workers on the go or show off photos from any de-
vice. Dropbox can even automatically upload photos and videos as you take them.

Safe and secure

Everything you put in Dropbox is private, and you control sharing. Dropbox stores your files with
256-bit AES encryption. You can also add an extra layer of protection to your account with two-step
verification.

How
You have to create an account on dropbox.com.

Why is it useful for VET

You can share and submit work from your phone or tablet, you can keep lesson plans organized in
Dropbox, share photos, files. So, any file you save to Dropbox is automatically synchronized to all
your devices—your home computer, your work computer, your phone, and online at dropbox.com

Links:
https://www.dropbox.com/help/sign-in/dropbox-overview

«  https://en.wikipedia.org/wiki/Dropbox_(service)

«  http://www.billselak.com/2012/dropbox
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4.3 Kanban Board Organisers

Trello

What is it

A Kanban Board Organiser is a visual representation of work and workflow that enables effective
participation of end-users and stakeholders in achieving optimal workflow. The development and
use of leading software tools such as Trello and Meister Task have now overtaken the original usage
of physical whiteboards, and moveable sticky-notes.

The overall aim of such tools is maximise communication and collaboration of project participants
in a real-time, structured manner. Trello keeps project participants informed of key tasks and task
assignments as they arise, with email notification and activity log capability. Project members can
be added or deleted as required.
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We have been using Trello for our IV4J project management tasks.

Key features of Trello are

«  Overview of front and back of cards
+  Drop and drag functionality

+  Uploading of file attachments

+  Ability to delegate and assign tasks
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+  Voting poll feature
+  Search function
Unlimited project/ files capability
+  Free pricing for basic Trello
«  Archiving feature
+  Online Trello app.

Why are they useful for VET
Trello offers many important project-related benefits for teachers and students in VET.

Firstly, Trello is easy to use and fully customisable. The Trello card system can be used as a formal/
informal means of communication on homework assignments or projects provide links to course
notes and multi-media educational material, assign peer-to-peer communication and collaboration
and provide real-time updates on live seminars or project-tasks.

Trello provides effective project management of teaching and learning requirements, with the
ability to assign and create tasks, start discussions, add attachments and email/ text alerts and
notifications. Files can be added from Dropbox, OneDrive or Google Drive. Students can benefit
from real-time adjustments to projects when working collaboratively and across geographies on
projects.

Trello has a powerful search, filtering and labelling capability, facilitating management and
negotiation of a complex and extensive curriculum of course materials, projects and deadlines. Such
facilities and features are particularly useful for longer programmes, theses, on-job assignments,
projects etc.

Trello is free for its basic service and has an app on iPhone and Android for mobile users. The web
version supports all major browsers and can be accessed from all standard electronic devices. The
business version of Trello includes features such as administrative controls, filter boards, added
security features and connection to services in Salesforce, Evernote, and Google Drive etc.

Trello is real-time, for example, when a card is added, removed or moved on a board, it simultaneously
moves on all other boards without end-users having to refresh or re-open tabs after screen lock-
downs or power-outage.

Trello keeps data secure and private through a secure SSL/ HTTPS connection and encryption
technology system. Because the vendor provides off-site storage of information, teachers and
students are at less risk of data loss and corruption

How to

To see how Trello works you can view the videos that we have prepared for you:
+  Trello-demo

+  Trello-intro

. Trello-setup

Links

+  https://trello.com/

+  https://www.mindmeister.com/
+  https://kanbanflow.com/

+  https://www.projectplace.com/
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MeisterTask
What is it

MeisterTask is very similar to Trello. Both are Kanban style organizers. Like Trello, MeisterTask
relies on columns for organizing information. The main difference is that MeisterTask focuses
more on task management whereas Trello can be considered just as good for organizing any piece
of information. So in MeisterTask, the task is the most important module. Each task can contain
checklists, attachments, due dates, and time-tracking. Also, each task can be assigned to a single
person at one time.
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Source: https://www.meistertask.com/blog/5-ways-apply-project-management-in-school/

MeisterTask also has a feature called task automatons. With this handy feature, you can set up
rules to update certain task features once it's moved to a different section.

Meistertask also integrates with other web 2.0 tools like Office 365, Slack and GitHub.

You can see both the similarities and the slightly different focus areas of Trello and MeisterTask by
comparing the naming of the almost identical organizational elements:

WIS CHERS Trello

Project Board
Section List

Task Card
Tag Label
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Why is it useful for VET

You could use it just for planning your class activities and share them with fellow teachers without
involving the students, but MeisterTask would be better used together with your students to give
assignments, track the work that's being done on them, see the time a student takes to complete
an assignment and more. Both the students and teachers would have a good overview of what's
being done what needs to be done and who needs to do it. It's also a good tool to communicate
about specific tasks or assignments. Like Trello, you can also use attachments, so you can
distribute learning materials or you can receive work from students.

How to

If you would like to learn how to use MeisterTask, the best option would be seeing their help page®
or viewing their video library3* on YouTube.

Links

video library - https://www.youtube.com/channel/UCXxKRNRpaNof6SNszGcyCIWg

help page - https://support.meistertask.com/hc/en-us/categories/200435011-MeisterTask-Re-
sources

using Meister Task in school - https://www.meistertask.com/blog/5-ways-apply-project-manage-
ment-in-school/

33 https://support.meistertask.com/hc/en-us/categories/200435011-MeisterTask-Resources
34 https://www.youtube.com/channel/UCXKRNRpaNof6SNszGcyCIWg
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4.4 Learning platforms

Adobe Connect

Adobe Connect web conferencing software service offers immersive online meeting experiences for

collaboration, virtual classrooms and large-scale webinars®®.

Adobe Connect Meetings

Adobe Connect Webinars

Adobe Connect Leamning

Discover the true power of
online meetings

Adobe Connect Meetings includes:

® Access across devices
® Personal digital office
 Rich recording and editing tools
¢ Highly secure communication and
compliance

View more »

The all-in-one webinar solution
for marketers

Everything in Adobe Connect Meetings, plus:

& Immersive experiences
* Robust registration
e Fully customizable events
® Built-in analytics

View more »

The complete digital learning
solution for trainers

Everything in Adobe Connect Meetings, plus:

® Engaging content delivery
« Mobile learning across devices
& Immersive classes live and on-demand
o Efficient training management and
tracking

View more »

https://www.adobe.com/products/adobeconnect/learning.html

Ihe complete digital learning solution across devices

35 https://www.adobe.com/products/adobeconnect.html

https://images-tv.adobe.com
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Enable mobile learning across devices

«  Train and participate directly from mobile
devices

«  Deploy interactive mobile experiences
including breakout sessions

«  Enjoy hosting, file sharing, whiteboarding,
and emoticons via mobile

«  Allow participants on desktop to enter
hassle-free with no downloads

https://www.adobe.com/products/adobeconnect/learning.html

Deliver immersive live virtual classroom
experiences

+  Measure live learner participation with
engagement monitoring

. Brand-able, customizable and persistent
virtual classrooms

+  Streamline live session management with
intuitive backstage tools

+  Maximize engagement with extensive
interactive options

https://images-tv.adobe.com
Support blended learning with synchronous and
asynchronous content

«  Create curricula with prerequisites and test-
outs

+  Manage enrolment notifications &
reminders

«  Generate course catalogues to enable self-
enrolment

+  Measure effectiveness with detailed learner
reports https://images-tv.adobe.com

Create and deploy engaging on-demand learning content

+  Generate structured curricula with
enhanced learner enrolment management

+  Rapidly generate and deploy content using
our Microsoft PowerPoint plug-in Adobe
Captivate and Adobe Presenter

+  Create content once and publish across
devices, including SCORM and AICC
content

+  Use the features of a Learning Management
System (LMS) at a fraction of the cost with https://www.adobe.com/products/adobeconnect/learning.html
Adobe Connect, or integrate it with your
existing LMS
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llias

The concept behind ILIAS is to offer a flexible online working and learning environment with integrated
tools. It goes far beyond the idea of learning being confined to courses. Rather, ILIAS can be seen as
a type of library, providing learning and working materials at any location of the repository.

SBH

Overview

News - Last Month o
Next

Wiki: Lernkarten

3.2 Stellung, Rechtsform, Organisationsstruktur

Wiki: Informations- und

Telekommunikationstechnik

Inhaltsverzeichnis

Wiki: Lernkarten

2.6 Kaufmannische Steuerung und Kontrolle

Wiki: Lernkarten

3.1 Ausbildungsbetrieb - Grundlagen

Wiki: Lernkarten

2.6 Kaufmannische Steuerung und Kontrolle

(]
=

ILIAS is not a locked ware-
house but an open knowledge

platform

llias is versatile:

Course management, learning
modules, test & assessment,
portfolios, surveys, wikis and
blogs are all built into the core,
making ILIAS a “one-stop solu-
tion” for your e-learning needs.

PERSONAL DESKTOP +

REPOSITORY v ADMINISTRATION +

E Fachlagerist/-in Ausbildung (integrativ)

== IT-Berufsausbildung (kooperativ)

o3

Fachinformatiker/-in fir Systemintegration, Fachinformatiker/-in far

Anwendungsentwicklung, IT-Systemkaufmann/-frau

== KBM-Ausbildung (integrativ)

Kaufmann/-frau fir Bliromanagement

= MFA-Ausbildung (kooperativ)

Medizinische/-r Fachangestellte/-r

E Tischler/-in Aushildung (kooperativ)

E Verkaufer/-in Ausbildung (integrativ)

== _Vorlagen_

Vorlagen fiir Kurse, Lerninhalte und weitere Inhalte

ADMINISTRATION ~

= 2, a Q-

Calendar o

<February 2018 >
W Mo Tu We Th Fr Sa Su

05 1 2 3 4
[ 7 8 9 10 1"
07 12 13 14 15 16 17 18
og 19 20 21 22 23 24 25

09 26 27 28

My Portfeolios o
Add Portfolio

Mail o
0 Mail(s)

Notes o
0 Notes

Bookmarks o

0 Bookmark(s), 0 Folder(s)

Basic

< General Settings

Layout and Styles
¢ Editing

% Languages

@ Help System
Accessibility
Plugins

4t Third Party Software

User Administration

#2 User Management
§ Terms of Service

* Roles

&, Authentication and
Registration

Privacy and Security
Organisational Units
Learning Outcomes
¥ Competence
Management
O Badges
B Certificates

Statistics and Learning

Progress

User Services
Personal Desktop
Portfolio
News and Web Feeds
‘Who is online?-Tool
Contacts
Calendar
Mail

Content Services

@ Search
Metadata

‘$ Tagging
Taxonomy

o ECS

fii Didactic Templates

Maintenance

21 System Check
Restored Objects

« Logging

Repository Trash and
Permissions

=. Workflow Engine

Container Objects
Repository
Course
Group

Study Programmes

% Bibliography
Blog
Chat Room
Exercise
Files
Forum
Learning Resources
Mediacast
Media Objects and Pools
Survey
Test and Assessment
Weblink
| Wiki

The European Commission support for the production of this publication does not constitute an endorsement of the
contents which reflects the views only of the authors, and the Commission cannot be held responsible for any use
which may be made of the information contained therein.



llias is open source:

No licensing fees, ever. Any
special requirements can be
implemented by our service
providers. A voluntary mem-
bership to the ILIAS Society
is inexpensive and grants you
direct influence on the long-
term development process.
www.ilias.de -in eight lan-
guages.

ILIAS is yours:

Change its look, implement your preferred learning
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36 https://www.ilias.de/docu/goto

fiasde » Community » ILIAS Verein » Mitgliederliste

= Mitgliederliste

Die folgenden und unterstiitzen bereits durch ihre
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= Karlsruher Institut far Technologle
= Kathalische Universitat EichstittIngolstadt

= Lufthansa Aviation Training Switzeriand AG, Kioten
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= Martin Luther-Universitat Halle Witenberg

» Padagogische Hochschule Bern
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= Phorms Education
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* Universiat Basel
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https://www.ilias.de/docu
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ILIAS is the Learning Management System that can cope with anything you throw at it: 100 or
100.000 users. Desktop or mobile. Use it as a simple course player, a complex authoring tool, a full-
fledged collaboration platform - or all of these combined!

Main Features

Full support of SCORM 1.2 and SCORM 2004

Powerful Test & Assessment tool that allows you to offer both self-evaluations for your
learners, as well as complete e-exams

Flexible Course Management for a multitude of didactical scenarios

Study Programs allow you to reproduce full curriculums with a single tool

Content sharing with really fast Drag&Drop File Upload

Personal Workspace for learners, allowing the easy creation of portfolios and blogs

Simple creation of study materials with our Authoring Tools: Build learning modules, wikis,
glossaries, and much more...

Streamlined Design: Despite their usage differences, usability of all tools in ILIAS is held very
similar - making it easy to explore new learning scenarios!

Learning Communities that help you bring your learners together...

..based on the integrated Communication Tools: Personal profiles, Contacts, Who is online
tool, mail, chat and more...

Highly developed Access Management allows you to fine-tune your permissions for each and
every object

No Lock-In: Your data can be exported in XML format

The European Commission support for the production of this publication does not constitute an endorsement of the
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4.5 Scheduling and time management

Google Calendar, Yahoo Calendar

What is it

Google Calendar is a time-management and scheduling calendar service developed by Google. It
became available in 2006 and it is available on the web and as mobile apps for the Android and i0OS
mobile operating systems. Google Calendar allows users to create and edit events. Reminders can be
enabled for events, with options available for type and time.
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https://Ih3.googleusercontent.com/aJetsFMWLOqJb5vXeNPA4XUaof-F_xsPq4Ck-
upR9RqIUqOW_yktmlogSmXowGyUyRfVn9ZKt=w640-h400-e365

Event locations can also be added, and other users can be invited to events. Users can enable or
disable the visibility of special calendars, including Birthdays, where the app retrieves dates of births
from Google contacts and displays birthday cards on a yearly basis, and Holidays, a country specific
calendar that displays dates of special occasions

Yahoo Calendar is a Web-based calendar service from Yahoo!. It can read calendar feeds and events
syndicated from sites that make use of the published Yahoo calendar programming interfaces. While
users are not required to have a Yahoo Mail account, they are required to have a Yahoo ID in order to
use the software.
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Why is it useful for VET
It is useful to coordinate and plan activities within participants to an activity or project.

Because they are connected to the main free email account providers (Gmail, Yahoo), it is a perfect
way to synchronise the agendas within participants e.g. to a project in a class.

How to - Google Calendar

1.

Access Google Calendar. Open a new web browser tab or window and go to Gmail.

Provide your Gmail email address and password in the fields given. If you do not have a
Gmail account, create one easily by hitting the “Create an Account” link below the login
window.

Click on the apps icon (bold dots in 3 rows and 3 columns, forming a square) at the top
right of the page.

A pop-up will appear showing a number of Google applications, including Google+, Google
Drive, Maps, News, YouTube, and Calendar. Click “Calendar” to go to the Google Calendar
application

2. Create an event. To begin creating an event, click the “Create New” button. It's the red button

found on the left side of the page. You will be directed to a page requesting you to input the
details of the event.

Provide the name of the event in the first field. Just tap the “untitled event” words in the
field and type in the name.

Below the title field, you will see the start date and time as well as the end date and time of
the event. Pick the dates and times of the event in these fields.

In the “Where” field below date and time, enter the location where the event will take place.
Add a little something about the event in the Description field if desired.

If you want Google Calendar to email you a reminder (like letting you know one day before
the event), set notification information in the Notification option. Under this option are 3
boxes. These boxes have drop-down menus. In the first box, select the way you want to

be notified (e.g., mail or a pop-up window that appears when your computer is on and is
connected to the Internet). The second and third box also contains a drop-down menu for
selecting minutes, hours, days or weeks to set a specific date and time for the notification.
You can also choose to invite friends to the event by typing their email addresses on the
“Add Guest” field. If you choose to invite friends, you have to specify their user rights. For
example, they can invite other friends, view other invited friends, or modify the event.

Click the “Save” button to complete the process of creating the event. The “Save” button
can be found at the end of the Create Event form. Next to this button is “Discard.” If you
want to cancel the event creation, click this instead.

3. View events. All created events can be viewed in the Agenda tab at the top right of the Calen-

dar page.

For a complete How to guide, please visit: https://www.wikihow.com/Use-Google-Calendar

How to - Yahoo Calendar

1.

Step 1 -- Go to Yahoo Calendar: First of all, you need to be logged into your yahoo mail. For the
purpose of this tutorial, we have already opened our yahoo inbox. Click on the calendar tab at
the top of your screen to access the calendar.

Step 2 -- Create new event: Once the yahoo calendar opens up, click on the new event button.
As a result, a new event pops up will appear on your screen. Over here, you can set the title of
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the event, the starting and ending time and the location. You can always insert notes for the
event as well. Once you are done with the details, click on the save button to create the event.

3. Step 3 -- Create To-Do tasks: Yahoo Calendar allows you to create To-Do tasks. Simply click
on the to-do button, right next to the new event button. In the pop up that will appear, you can
set the title and the due date. You can always leave notes for the to-do as well. Once you are
done, click on the save button. If you want to add something else to the to-do list, click on
the save and add another button. On the right-hand side, you will see the to-do pane. Alt text
“Make To-Do tasks”

— &glﬁlmg u-mgl-nﬂ |

https://images.macworld.com/images/reviews/graphics/133728-yahoocalendar.jpg

4. Step 4 -- Change the view of the Calendar: You can always change the calendar view by going
to the top and clicking on the day button. The calendar will be broken down into the 24 hours
available in the day. You can change it to weekly, monthly or yearly. Alt text “Change the cal-
endar view”

5. Step 5-- Delete a To-Do: Furthermore, the To-Dos that we made can be seen in the extreme
right corner of the page. Right click on a to-do and select the mark as done option if you have
completed the task. You can always delete a to-do by simply clicking on it in order to open it
and then clicking on the delete button. You will be displayed with a warning message. Click
on the delete button to delete the to-do for good. In this manner, you can work use Yahoo
calendars.

+  Video tutorial:_https://www.youtube.com/watch?v=PXtLSToaMJg

Links
+  https: [[calendar yahoo comz

+  https: [[www W|k|how com/Use-Google-Calendar
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Doodle

What is it
Doodleisanonline scheduling tool that can be used for time management, and coordinating meetings.
Itis possible to find a date and time to meet with people.

After a suggestion for dates and times for an event, the participants are able to choose, then Doodle
creates a polling calendar that can be sent to participants for feedback. As each participant selects
the dates and times from the polling calendar that he or she is free, Doodle aggregates the responses
and tells you which option works best for everyone.®”

Doodle can be a valuable tool for coordinating a large event like volunteer training as well as a small
event like a monthly meeting with the board.

Doodle is based in Zurich, Switzerland and has been operational since 2007.

It is available in 26 different languages, written in JavaScript and the slogan used by the company to
describe the tool is: “Easy scheduling”

Doodle rans Help  English - & Login | | @ CreateaDoodle

for free

Get together with Doodle <

The simple way to decide on dates, places & more.

R

& om ' Vlviv|iv]|v
& Paula v | v | v | |
& John v v v
s | v .

Compare availability to find the best time for everyone to meet.
Source: 10/01/2017 from https://doodle.com/en_GB/

Why is it useful for VET
It is essential to organise and manage the work in groups in accordance with the participants’
availability and planning needs.

It could be used to plan meetings, events and simple surveys.

How to
+  Suggest options: select dates, places, or preferences for the Doodle poll;

37 https://doodle.com/graphics/static/facebookSharingThumbnail.png, 10.01.2018
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Invite participants to vote: With the invitation, participants can select their preferences without
an account needed;

Select the best option: Once the votes are in, it is possible to pick the final option in few
seconds.

Other features

Calendar Integration: it is possible to connect a calendar to create and participate in polls
directly from Doodle’s calendar view. Doodle also automatically syncs the events;

Personalized dashboard: Management of the Doodle polls from one organized place with an
immediate view to all the polls from a dashboard (the ones you've created and also the ones

you've participated in).

Doodle everywhere: Track the Doodle polls on the go and receive activity notifications. The free
Doodle app works seamlessly with all major devices. (AppStore, Google Play)

Simple surveys: the participants could vote on anything with an easy-to-use interface.

PREMIUM features:

Customized branding: Replace the Doodle logo with own personal brands/images.

Request contact information: Ask for the participants’ email addresses, mailing addresses, or
phone numbers.

Ads-free: it is also possible to provide a clean, ads-free experience. No ads. Just Doodle.

Links

https://doodle.com/en_GB/
https://en.wikipedia.org/wiki/Doodle.com
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Chapter 5. Web 2.0 TOOIS
for CREATIVITY






5.1 Creativity tools

+ enhance creativity with tools using words, pictures, sounds, online Design Thinking
Methodology e.g. Scratch, E-toys

google-slides

Prezi

mind-maping
pixIr popplet
mindmeister
visme
Picktochart
canva
cmaptools

5.2 Presentation tools

Prezi

What is it
Prezi is a web-based presentation software, created in Budapest
(Hungary) in 2009. The word Prezi is the short form of “presentation” in
Hungarian.

It is a visual storytelling software alternative to traditional slide-based
presentation formats. Prezi presentations feature a map-like, schematic
overview that lets users pan among topics at will, zoom in on desired
details, and pull back to reveal context.

Prezi is t is compatible with most modern computers and web browsers
and it is an HTMLS5 application which runs on JavaScript. It is available
in English, Portuguese, Spanish, Korean, Japanese, German, Italian, French, Hungarian.

Why is it useful for VET
Because it is designed for people who aren’t designers and could be started with several templates.

The presentations created are different from the common MS PowerPoint because it permits a
Conversational Presenting: the term was coined by the company in 2015 to describe the organic
flow of information Prezi enables. By letting presenters adapt the order of their content delivery,
this method allows questions and concerns to be addressed as they arise, rather than according to
a scripted path.
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How to

+  Creation: thanks to a creative and intuitive interface Customise: by choosing a designer
template, selecting a wide range of fonts and colours, importing media, adding photos, videos,
and PDFs.

+ Insert charts: by creating charts and zoom in to reveal the stories behind your data with
supporting text, images, or videos.

+  Collaboration: work in cloud together with others

- Present: deliver your presentation on desktop, mobile devices (via APPs)

+  Analyse the data thanks to Prezi Analytics (Premium)

Examples:

THE PSYCHOLOGY OF
STEFANIE & CO. (UN)FORGETTABLE
. NEW Marketing Strategy CONVERSATIONS

COLLECTION

MERCHANDISING
SUPPORT

Source 10/01/2018: https://prezi.com/gallery/

Links
+  https://prezi.com/

. https://en.wikipedia.org/wiki/Prezi
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Google slides

What is it
Google Slides is a free online tool to create, edit, collaborate
and present, wherever you are.

1 Google Slides

. . . Source: 09/01/2017 from: https://
Itis based on online Google Docs package products and it staticl.squarespace.com/static/

includes a variety of presentation themes, hundreds of fonts,
embedded video, animations and more. All free of charge.

It permits the access to the presentations anywhere, at any time - from the phone, tablet or com-
puter — even when there’s no Internet connection. It is also possible to work together in the same
presentation at the same time. It is compatible with MS PowerPoint

Why is it useful for VET
Because it is integrated with other Google Docs package products (Google Docs, Google Sheets and
Google Forms) and also with Gmail and all APPs developed by Google.

It is perfect way to access to several themes, fonts and materials free of charge.

How to

+  Access from your PC or download the APP for Android and iPhone/iPad
«  Start a new presentation or select a template from the gallery

+  Edit the form as MS PowerPoint

«  Share the form online thanks to the integration with Google Drive cloud
+  Save, download, export in MS PowerPoint, PDF

Examples

Making
Presentations That

Stick

| WEST COAST
\ ROAD TRIP

Nour Name o Sepl 2088

Aguide by Chip Heath & Dan Heath

Cickto 204 speaker noies

Source 10/01/2018: https://docs.google.com/presentation/u/0/

Links:
«  https://docs.google.com/presentation/u/0/
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5.3 Mind Mapping

What is it

Mind mapping (or “idea” mapping) has been defined as ‘visual, non-linear representations of ideas
and their relationships’ (Biktimirov & Nilson, 2006). Mind maps comprise a network of connected and
related concepts.

Why it is useful for VET?

Mind-mapping software can be used to organize large amounts of information, combining spatial
organization, dynamic hierarchical structuring and node folding. Software packages can extend
the concept of mind-mapping by allowing individuals to map more than thoughts and ideas with
information on their computers and the Internet, like spreadsheets, documents, Internet sites and
images. Naturally, the new trend is making these tools available to iPhone, iPad and Android mobile
platforms.

How
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Buzan makes the following recommendations when mind mapping (Buzan & Buzan, 2000).
1. Place an image or topic in the centre using at least 3 colours
2. Useimages, symbols, codes, and dimensions throughout your Mind Map.
3. Select key words and print using upper or lower-case letters.
4

Each word/image is alone and sitting on its own line.
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5. Connect the lines starting from the central image. The central lines are thicker, organic and
flowing, becoming thinner as they radiate out from the centre.

Make the lines the same length as the word/image.
Use colours—your own code—throughout the Mind Map.
Develop your own personal style of Mind Mapping.

Use emphasis and show associations in your Mind Map.

2 0 ® N O

0. Keep the Mind Map clear by using radial hierarchy, numerical order or outlines to embrace
your branches

The CmapTools Software Toolkit

The CmapTools (Cafas et al., 2004b) software (available for download at: https://cmap.ihmc.

us/) developed at the Institute for Human and Machine Cognition brings together the strengths of
concept mapping with the power of technology, particularly the Internet and the World Wide Web
(WWW). The software not only makes it easy for users of all ages to construct and modify concept
maps in a similar way that a word processor makes it easy to write text, it allows users to collabo-
rate at a distance in the construction in their maps, publish their concept maps so anybody on the
Internet can access them, link resources to their maps to further explain their contents, and search
the WWW for information related to the map.

The software allows the user to link resources (photos, images, graphs, videos, charts, tables,
texts, WWW pages or other concept maps) located anywhere on the Internet or in personal files to
concepts or linking words in a concept map through a simple drag-and-drop operation.

Links:
. Mind-mapping software
+  Free mind mapping software

Popplet

What is it
Popplet is an online tool for visually organizing ideas and projects. This process is also referred to
as ‘mind mapping.’ Popplet is available as a browser-based web tool or as an app for mobile devices
and tablets. We will be focusing on the web tool as it presents the most functional free version of the
experience.

The iOS app version limits you to just one project in the free, or ‘Lite’ version. The full version costs
$4.99. If you head over to Popplet.com you can start to see how the tool works. Basically, you
create connections and clusters between ideas or tasks on a virtual whiteboard. So, you might use
Popplet to present your research on a particular subject, adding details around and connected to
your core subject.

Or you could use it to map out the various phases of a project, clustering the detailed steps around
each phase. The great thing about Popplet is that it's easy and intuitive to use and actually has a lot
of great functionality within its feature set. This includes tools for collaborating with others on your
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Datei Bearbeiten Ansicht Chronik Lesezeichen Extras Hilfe

DocuWiki IV4) and little more - X en:collaboration [Soziale Medi: X E) Popplet

— c o @ & popplet.com o D 1 |, Suchen 2 11 @

mm tryitout gettheapp login

2OPPIETHOTANOTK
FOT :}a"k‘:lkuﬂ.lqu_[;-xLu inthe ¢ T
OO :}'y .

£ Download on the

'___I_’._pp Store

Popplet, as well as powerful tools for sharing your Popplet and using it for dynamic, visual presen-
tations.®®

Popplet allows your students to do: https://www.youtube.com/watch?v=v8N6IbC_VCk

How to Make a Popplet, a Mind Mapping Tool: https://www.youtube.com/watch?v=GkKg2qKnsRw

How to
To see how Popplet works you can view the videos that we have prepared for you:

Popplet Overview

Popplet Demo

Links
*  https://popplet.com/
«  http://popplet.com/app/#/public

38 KQED EDUCATION - https://www.youtube.com/channel/UCtUVOmMPvqgxxghhHFx8112KA
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Mindmeister

What is it

MindMeister is an online mind mapping application that allows its users to visualize, share and
present their thoughts via the cloud. MindMeister is a collaborative online mind mapping software
that’s both versatile and easy to use. Students of all ages can utilize MindMeister to study more
efficiently, unleash their creative potential and get ahead in their educational career.

Online mind mapping is a simple yet powerful tool that can greatly benefit students of all ages. The
benefits are: improved memory and recall, free flow of ideas, structured information, and better
communication.

How to

MindMeister provides a way to visualize information in mind maps utilizing user modeling, while also
providing tools to facilitate real-time collaboration, task management and creating presentations.
Here you can see how to create your own map!

Why is it useful for VET

Now, innovative Web-based technologies have made these tools available to distance educators
and trainers. Online mind maps facilitate teaching complex and multifaced topics while offering a
visually rich and interactive interface that fuels students ‘curiosity and creativity. There are some
important uses of Mindmeister:*°

«  take better notes - write less, retain more

+ engage and collaborate - work in group project and more

« research and write - outline essays and scientific papers

«  create presentations - visualize and communicate complex information

Links

+  Mind-mapping software

+  http://www.imdevin.com/top-10-totally-free-mind-mapping-software-tools/

*  https://www.mindmeister.com/741431317?new=1

«  https://en.wikipedia.org/wiki/List_of_concept-_and_mind-mapping_software

+  http://www.educatorstechnology.com/2012/06/18-free-mind-mapping-tools-for-teachers.
html

*  https://www.mindmeister.com/?gad_campaign=World
brand&gclid=CjwKCAjw6djYBRB8EiwAoAF6ocl
Pw3ui2rvW1cLWODDGicykdQYj6xNhT8fCeX161mMz_lYavZVhxoCF3UQAvD_BwE#all

*  https://en.wikipedia.org/wiki/MindMeister

«  https://www.youtube.com/watch?v=zHVcwapbs-k

+  https:/www.mindmeister.com/646318401/creative-presentation-tools

39 https://www.mindmeister.com/content/education
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5.11Infographics Creation

What is it

Infographics are visual representations of information. Instead of having blocks of texts and boring
tables that people will never read, you can give the same information in a different way by using an
infographic that it is more friendlier and easier to understand.

You can create infographics very easy using online tools. In the last few years a number of online
tools have emerged that allow anyone to create great visual content. Each new project starts with a
template, so you can use it for a project for work, personal use, or social media.

These new tools are vector graphics applications that run in your browser as a replacement for
using an expensive professional desktop application like Adobe Illustrator to put your infographic
design together. Each one offers different tools, image libraries, charts, fonts and templates as a
starting point. None of these have the full capabilities of a professional desktop application, but
you probably don't need that much power to create a simple infographic.

Here are some free tools: Visme, Canva Infographic Maker, Google Charts, Piktochart, easel.ly.
Some of the options here are even suitable for non-designers, as templates and other features
make them easy to use.

Why is it useful for VET

Infographics offer engaging options for spicing up presentations and encourage creators to apply
skills in everything from graphic design to math. These apps and websites for creating and designing
infographics can help people communicate their ideas and demonstrate learning, visual and
conceptual thinking while cultivating valuable design skills.

Infographics are easy to digest, fun to share and extremely engaging. By employing the tools of co-
lourful imagery, distinctive movement, and eye-catching content, infographics help retain complex
and large data easily.

How to

Visme promises to help you ‘speak visually’. You can also use it to build presentations, but it's
especially geared towards creating engaging infographics. This free tool includes over 100 free
fonts, millions of free images and thousands of quality icons, and there’s options to include video
and audio (including the ability of record a voiceover directly in the editor — handy!). You can also
animate your content to make things clearer.

Canva is a powerful and easy-to-use online tool that’s suitable for all manner of design tasks, from
brochures to presentations and much more besides. It also offers users a vast library of images,
icons, fonts and features to choose from.

It features a dedicated infographic maker that you can use for free, with hundreds of free design
elements and fonts at your fingertips, and many more premium elements that you can buy for up to
$1. You can either use it in the browser or download the Canva iPad app to design on the move.

Google’s chart tools are powerful, simple to use, and free. You can choose from a variety of charts
and configure an extensive set of options to perfectly match the look and feel of your website. By
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connecting your data in real time, Google Charts is the perfect infographic generator for your web-
site.*?

Piktochart is an infographic and presentation tool that enables you to turn boring data into engag-
ing infographics with just a few clicks. Piktochart's custom editor lets you do things like modify
colour schemes and fonts, insert pre-loaded graphics and upload basic shapes and images. Its
grid-lined templates also make it easy to align graphical elements and resize images proportionally.

There's a free version offering three basic themes, a Lite pricing plan for $15 per month or a Pro
account that costs $29 per month.

This free web-based infographic tool offers you a range of templates to start you off, all of which
are easily customisable. You get access to a library of things like arrows, shapes and connector
lines, and you can customise the text with different fonts, colours, text styles and sizes. The tool
also lets you upload your own graphics and position them with one touch.*

Links

«  https://sproutsocial.com/insights/free-image-creation-tools/

«  https://www.socialmediaexaminer.com/create-graphics-for-social-media/

*  https://www.theedublogger.com/2014/07/16/our-3-favorite-free-online-image-editors-for-
education/
https://www.easel.ly/

Example
«  Private School vs Public School - How Do The Students Compare?

What's the difference between a private school and a public school? Which kids are more success-
ful? Who will go on to make more money in life? Let’s find out in this episode of The Infographics
Show: Private School vs Public School.

Private School vs Public School - How Do The Students Compare?

B THE
?’I‘ INFOGRAPHICS
R sHow

PUBLIC SCHOOL

40 https://www.huffingtonpost.com/randy-krum/5-great-online-tools-for-_b_5964874.html?guccounter=1
41 https://www.creativeblog.com/infographic/tools-2131971
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+  How to Make Your Infographic Useful: advices and tips from Easel.ly team

How to Make Your Infographic Useful

nOUOW |0
MAKE YOUR
INFOGRAPHIC USE

4

| 2 I D) 0-02.«'350
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5.12 Image creation or editing

Learning how to use image editing software can be difficult and time consuming. So, there are
several free, online alternatives that are easy to use and allows novice users to quickly become
comfortable editing digital images.

Canva

What is it

Canva is a free graphic-design tool website,
founded in 2012. It uses a drag-and-drop
format and provides access to over a million
photographs, graphics, and fonts. It is used
by non-designers as well as professionals.
The tools can be used for both web and print
media design and graphic #2 fomine

Workshop One: This is Canva

Teaching Materials

Workshop Two: Fonts, Colors, Images

There are so many different design tem-
plates that make it easy for users to create
images, build resumes or design book cov-
ers. Canva also has social media templates,
making it easy to create social media imag-
es, including: cover photos, profile pictures,
posts and advertisements.

Workshop Three: Backgrounds, Shapes, Layouts Workshop Four: Branding Basics

©

How to

Users create an account (with an email address or by linking their Google or Facebook account)
and then follow a tutorial, which orients them on how to get started and how to use the tool’s
many features. Users can upload their own images and create their own layouts or choose from a
selection of thousands of built-in images and design templates (some of which are available for in-
app purchase).

Features abound: You can adjust brightness and contrast, resize images, overlay images with text
and colours, and more. Once users have finished creating, their designs are automatically saved to
the cloud (so it requires an internet connection) and are accessible from the user’s home page in
the app or on the website. Users can then export their creations via email, as Facebook posts, or
via Twitter, and they can download their images in JPEG, PNG, or PDF format.

How to Use Canva: An 8-Step Guide to Creating Visual Content

42 https://en.wikipedia.org/wiki/Canva
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Why is it useful for VET

Good and attractive presentations make students to be more focused, so it is useful to know
how to manage Canva. Use these design tools to bring extra verve to your course documents,
class website, or social media presence. There are great graph templates built in, too, which
could be great tools to help math and science classes display data; plus, students could use
chart templates like the Venn diagram tool to help illustrate what they've learned in class.
Check out Canva'’s teaching materials for more inspiration

Links

+  https://about.canva.com/

+  https://www.pinterest.com/canva/
«  https://www.canva.com/features/

PixIr

What is it

PixIr is the image editor for everyone. PixIr Editor is a browser photo editor for all your editing needs.
Have full control over your images, including layers and effects

Their site provides 3 different levels of editing that allow you to make the process as simple or as
involved as you want it to be.

PixIr O-Matic is a very simple editor that is very similar to Instagram. Choose your picture, or take a
picture using your webcam. Then use a pre-set selection of filters, borders and overlays to custom-
ize your image.

PixIr Express is the next step up. It allows you to pull in an image from your computer, from a URL,
or to take one with your webcam. It also allows you to create a collage. The collage mode only
allows you to upload pictures from your computer though.

While Express does provide more editing options than PixIr O-Matic, the editing menu is very
simple and the options are limited enough not to become overwhelming. It provides a full selec-

@ PIXLR WEBAPPS MOBILE

»
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tion of adjustment, overlay, border, text, sticker and effects tools while keeping the interface very
user-friendly.

PixIr Editor is PixIr's most comprehensive image editor. The interaction in this editor is very compa-
rable to Photoshop, and it is definitely for more advanced users. If you're looking for a free Photo-
shop alternative, this is great, but not recommended for the casual user.*®

How to

+ No account necessary. Create an account for free storage space if you prefer.

+  Nothing special to download or install. Just fire it up in your browser when you need it.

+  Provides tools like layers, lasso tool, brush controls, cloning, and filters.

+  Optional private PixIr Library where you can store all your photos and images.

+  Tools include red-eye reduction, a spot healing tool, drawing tools, clone tools, sharpen, blur,
and many more.

. Filters include mimic HDR, glamour glow, tilt-shift, Gaussian blur, vignetting, noise, and many
others.

+  Adjustments include advanced concepts like Levels, Curves, Cross Process, Desaturate, Auto
Levels, Hue/Saturation and Brightness/Contrast.

How to use the PixIr Online Image editor teaches you how to navigate and use the options in the
PixIr online image editor in order to make changes to an image or photo.

Why is it useful for VET
Because with this tool you can edit your own photos for presentations, publications, and create
motivational posters even if you are not experienced with photo editing.

Links

+  https://pixlr.com/

*  https://www.youtube.com/watch?v=y28QW05xtI8

«  https://pixirforteachers.wordpress.com/how-to-use-pixir-in-the-classroom/
+  https://books.google.ro/
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