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Practical Exercises

Materials: internet connection, computer, screen

The proposed activities will take about 50 minutes. The idea is to prepare your trainees to apply for a
proposed job, via the LinkedIn Platform, and teach them how to use Google Maps in case they would be
called in the company’s office for an interview. In order to achieve that, they would need to create a
professional email account, to create an appropriate LinkedIn page in order to apply to the proposed job via
the LinkedIn application. Afterwards, they will use Google Maps inserting their address and the address of
the company and choose the most convenient way to travel to the place. It is proposed to use true

information to create the profiles that they could later use in their life and apply for existing jobs.

The first steps into a smooth introduction to the digital ways of searching and communicating, are through

being acquainted with the computer.

Be acquainted with the computer and find the proper email address

Aims: Browsing, searching and filtering data, information and digital content. Evaluate data, information and

digital content.
Duration: 5 minutes

Description: Have them choose an email address they believe is more professional. In order to achieve that
they would need to implement a search activity in the Google platform, with keywords like “professional
email address ideas” or common sentences. After they would have completed the search, they can decide

the most appropriate email address. More specifically, they will need to:

@ a) Open the Computer: The trainees would press the appropriate button of the PC-

Tower and the screen in order to open the computer.
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@ b) Wait forthe screen to load, and afterwards press with the left click of the mouse

on the chrome button?

c) Ifall are done right, it should load the Google website. If not on the field in the

top of the website type www.Google.com

G Google x - o

¢« 5 (sl

Google

Geoglo Search i Fesling Lucky

Gesale affered in' Fhhnuss

d) On the middle of the Google website type: “professional email address ideas” or

common sentences.

. Google

Q )
Google Search I'm Feeling Lucky
Google offered in: EAnvikd
e) Have them choose an email address name they prefer.
1lcons made by https://www.flaticon.com/
Co-funded by the European Commission's support for the production of this content does not

constitute an endorsement of the contents, which reflect the views only of the
Erasmus+ Programme authors, and the Commission cannot be held responsible for any use which may

of the European Union  be made of the information contained therein.



http://www.google.com/
https://www.flaticon.com/

Enhancing the social inclusion
& pa re nt b a n |< of low income single parents

Create an email account

Duration: 5 min
Description: Your trainees would have to be divided into groups now. Once they have decided the
proper username for their email account, they would need to create it. For this to happen, they would
need to:

a) Inthe chrome webpage on the top, press the + with the left click of their mouse in order to

create a new tab.

How to Choose a Professional Er - X +

<« > C @ blog.hubspot.com/mofessional—email—address

b) on the top write the following:

https://accounts.Google.com/sighup/v2/webcreateaccount?hl=en&flowName=GlifWebSign|

n&flowEntry=SignUp .

B Howto Choose a Professional En X G Create your Google Account X

€ > C @ accountsgoogle.com/si reateaccount?hl i i y=SignUp

L)

Google

Create your Google Account

First name Last name

Username @gmail.com
You can use letters, numbers & periods
Use my current email address instead ej
-
Password Confirm @
Use 8 or more characters with a mix of letters, numbers & One account. All of Google
symbols working for you
Sign in instead Next

English (United States) + Help  Privacy  Terms

If all is done right, the above page will be displayed on their screen.
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c) Now they will need to type their personal info (remind them that they want to create a

professional email in order to apply for a job position), and then click the next icon.

Google

Create your Google Account

First name Last name

firstname lastname

Username I

lastname.firstname (@gmail.com

You can use letters, numbers & periods

Use my current email address instead ‘

Password Confirm
abc1234. abc1234. (©]
Use 8 or more characters with a mix of letters, numbers & One account. All of Google
symbols ‘ working for you.
Sign in instead Next
English (United States) « Help Privacy Terms

d) Inthe next step they still need to fill some information and then again click on the next

button:
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Google

ParentBank, welcome to Google

®

parentbankdigitalactivities@gmail.com

= v Phone number (optional)

We'll use your number for account security. It won't be visible to

others.

Recovery email address (optional)

We'll use it to keep your account secure

Month Day Year
January v 01 1978
Your birthday

Gender

=g

Your personal info is private & safe

[ Rather not say

Why we ask for this information

e) Afew stepsto go. We are almost there. Have them tick the boxes on the bottom of the page

and then to click on the Create Account.

MORE OPTIONS v

» u | agree to the Google Terms of Service

| agree to the processing of my information as
» u described above and further explained in the Privacy

Policy

Cancel

English (United States) ~

- Create Account

Help Privacy Terms

f)  One more step. Just click on the Confirm button.
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Just to confirm...

This Google Account is set up to include personalization features like
recommendations and personalized ads, which are based on personal information
saved to your account.

You can choose “More Options” to change your personalization settings and the
information saved to your account. ‘

More Options

g) Congratulations! Your trainees would have completed the first step of the activity. They will

have their professional email address. Ask them to not close the chrome site. Remind them to

leave these pages open in order to present them later to the other groups. You now may

proceed to the following activity.

B3 HowtoChoose a Professional En X G Gaogle Account x  + = o »
€ 5 C @ myaccountgoogle.com/?utm source=sign in no continuesipli=18mlr=1 * ]
Google Account Q. Search Google Account Ol o
e @ G 9
B Fersonalinfo Account Search Maps
C® Data& personalization

_ Welcome, ParentBank Kmop [ » | . ™M
& security

o
=

=]

Pecple & sharing

Payments & subscriptions

YouTube Gmail

p3
Z

Manage your info, privacy, and security to make Google work better for you

Privacy & ) Security issues found onkacts Diive S
personalization Protect your account now by resolving
See the data in your Google Account It

@
pd
]

and choose what activity is saved to
personalize your Google experience

»
Y
Q

Translate Photes Duo

Manage your data & personalization Secure account

Create a LinkedIn Profile

Duration: 15 min

Aims: Interact through digital technologies. Sharing through digital technologies. Collaborate through digital

technologies. Develop digital content. Integrating and re-elaborating digital content.

Co-funded by the European Commission's support for the production of this content does not

constitute an endorsement of the contents, which reflect the views only of the

Erasmus+ Programme authors, and the Commission cannot be held responsible for any use which may
of the European Union  be made of the information contained therein.




Enhancing the social inclusion
& pa re nt b a n |< of low income single parents

Description: In this activity, your trainees will need to access the LinkedIn website, create a new LinkedIn
profile using their new email address. Through searching of the proposed job offers that you will have told
them about, they will need to discuss with their group and decide in which job they think they can create a
better profile in order to be hired. After they make a decision, they will build an online profile and they will

apply for the job, through the platform. More specifically.

a) On the top of the page they will again open a new tab and type LinkedIn.com/reg/join

How to Choose a Professional £ X | G Google Account X [ SignUp | Linkedin x  +

< C @ linkedincom/regfjoin

Linked [

Make the most of your professional life

Password (6 or more characters)

By cicking Agree & Join, you agree ta the Linkedin User
Agreement, Privacy Policy, and Cookie Policy.

Agree & Join

Already on LinkedIn? Sign in

b) They will then insert their email address that they created and a password (it is proposed to
insert the same password, as the email account and then click at the Agree & Join Button. (If

it is about to be a real LinkedIn page they could insert a different password for safety reasons)

Linked [1}

Make the most of your professional life

Email

parentbankdigitalactivities@gmail.com

Password (6 or more characters)

By clicking Agree & Join, you agree to the Linkedin User
Agreement, Privacy Policy, and Cookie Policy. ‘

Agree & Join

Already on LinkedIn? Sign in
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c) Later, they will be asked to provide their personal information (First Name and Last Name).

Remind them that it is about a professional Page that they intend to apply for a job position.

After they insert them, they will press on the Continue button

Linked [}

Make the most of your professional life

First name

ParentBank

Last name

DigitalCompetences

d) They have almost completed the first steps! They now have a profile. They will be asked to fill

in additional information such as their location and later to press the Next button.

Linked {3

Welcome, ParentBank!

Let's start your profile, connect to people you know, and engage with them on
topics you care about.

Location *

‘ ‘ Athens, Attiki
=

e) If they had previous job positions, or if for an imaginary profile they think that a previous job
position would increase their probabilities of being hired ask them to add them here. They

can also add more later. Then they can press Continue. (It is very important to remind them
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that if they are creating a profile that they intend to use later for their actual professional life,
to write only true information. False information could defame their personality and cost

them their professional career.)

Linked

Your profile helps you discover the
right people and opportunities

Most recent company *

Most recent job title *

[ Project Manager |

Industry *

[ Non-profit Organization Management - | ' There are 3189980 members in the same

industry on Linkedin

I'm a student

1 111

f)  Once they have filled this information, they will be asked to confirm their email account.

Linked

Let's confirm your email

Type in the code we sent to parentbankdigitalactivities@gmail.com.

| ] |

Q Your privacy is important
We may se mber upd: recruiter messages, job
suggestions, invitations, reminders and promotional messages from us
and our partners. You can change your preferences anytime.

Agree & Confirm

Didn't receive the code? Send again

ates, recruiter

g) What they would have to do is to open a new tab in the top of the page and type
“mail.google.com”. They will see the following page. On the top with bold black letters, they
will see an email from LinkedIn Messages. Ask them to press on it. As they read, it gives them

a password of six digits.
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B How o Choose a Professional £ X | G Google Account x \ D Linkedin X M Inbox (2) - parentbankdigitalact. X 4 = a
» © & mailgoogle.com/mail/u//#inbox ‘ ® tr (o e
= M Gmail Q  searchmail - ® @

o- ¢ 1-20f2 ¢ PR - ]
-|- Compose

0 Primary 2% Social @ Promotions
O  inbox 2 e S
+ Starred » LinkedIn Messages ParentBank, your pin is 085378. Please confirm your email address - Linkedin Thanks for signing up. Please confirm your ema... 11:28 AM
© snoozed Google Community Te. Finish setting up your new Google Account - Google banner Hi ParemtBank, Welcome to Google. Your new account comes with 11:02 AM
> Sent
B Drafts

i x
Were Account Created @ e v e @ Get Gmail for mobile
10%
'&Pammﬁank b4 +
Choose a theme '"‘Ff" contacts and e Change profile image
Setup progress mai

h) They can now press on the previous tab on their left (the LinkedIn Tab) and type the password.

Then they could Press at the Agree & Confirm button.

Linked

Let’s confirm your email

Type in the code we sent to parentbankdigitalactivities@gmail.com.

| 085378 |

Q Your privacy is important
We may send you member updates, recruiter messages, job
suggestions, invitations, reminders and promotional messages from us
and our partners. You can change your preferences anytime.

Agree & Confirm

Didn't receive the code? Send again

i) They will be asked to provide more information. Have them press on the Yes button and type

the Positions they are interested to and then the Search Jobs button.
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Are you looking for a new job?

Your answer won't be shown to others.
» ‘ Yes ‘

‘ Not now ‘

Search for a job you're interested in

‘ Q, Project Manager ‘

‘ © Athens, Attiki ‘

> I

Q Get job alerts for this search On ()

Skip

j)  Now on the right of the page, have them click on the small grey icon, and then click View

Profile.
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i ParentBank

- DigitalCompetences | I
Project Manager at KMOP

View Profile @

, ACCOUNT f

28 Settings & Privacy
Help
Language

MANAGE

Posts & Activity

Job Posting Account
ections

Sign Out

ire [ connec

k) Now, they are on their personal profile section. They can add in this section whatever
information they deem necessary for the advancement of their professional profile, by clicking

at the Add Profile Section button, and choosing the + button on whichever category they want.
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in EEX & & =] =

Home My Network Jobs Messaging

ParentBank DigitalCompetences Intro ~
Project Manager at KMOP About -
Athens, Attiki, Greece - Contact info

Featured ~

Background -~
Profile Strength: Beginner Work experience

=1 position on your profile » @

[ — i
2 Education

B Get 11x more profile views by @

When did you work at KMOP? adding your school

Over 300,000 searches are done by years of experience eve Licenses & Certifications
[E] showcase your expertise with @
your credentials

Next ? .
Volunteer experience -
® ®L

Highlight your passions and
how you like to give back

Your Dashboard Skills ~
Private fo you Accomplishments ~
O O Additional information ~
Who viewed your profile Article views Supported languages -

Wbt eehimsss Fledinn e fim Framrmmthianls dinitalemmntancan 3 EABERA ABIAA i Inrs iontimm o]

I) Congratulations! Now that they have prepared their profile, they are ready to search for jobs!
Ask them to go on the top of the page in the Search field. Once they press on it, they will see
a number of categories (People, Jobs, Content, Companies, Schools, and Groups). Ask them to

press on the Jobs button.

How to Choose a Professional Er X | G Google Account X [ Search all Jobs | Linkedin X M ParentBank, your pinis 085378.7 X | +
< C' @ linkedin.com/jobs/search/?geflll=8keywords=&llocation= o 3
. 0 ass iy Premium Free
4] Q search by title, skill, or com... || © Greece ﬁ(u.*) 28 =] I—EI ja . HH "’,?E\”ru{:’;"_:"
Jobs ¥ l Sortby ¥ l l Date Posted ¥ l l LinkedIn Features ¥ l l Company ¥ l l Experience Level ¥ l All filters
| Jobs in Greece RNV Y

<« > C @ linkedin.com/in/parentbank-digitalcompetences-36155b1a9/

Search

(Ccntent) (Companies) (Schcols) (Grcups)
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m) They would see on their left some proposed jobs based on their profile. If they are not satisfied
with them, they could also search with specific keywords in the Search Field. If they choose a
job and click on it, on their right they will see more information about the position. If they like

it they could press the Apply button (or just save it to look at it later)

How to Choose a Professional E- % | G Google Account X [ Search all Jobs | Linkedin X M ParentBank, your pin is 085378, 7 % | +

< C @ linkedin.com/jobs/search/?pivotType=jymbii

= . . - : ® 22z Tiy Premium
‘Q Search by title, skill, or com... l Q city, state, or zip code ‘ Search ‘ ® & B ® 2T Mot

Jobs based on your Profile

Software Engineer - iOS A e

Software Engineer - iOS  Promoted Athens, GR

» Athens, GR Posted 3 weeks ago - 312 views
3 weeks ago
Apply «

ABAP Software Engineer Promoted

Athens, GR

Job Company Connections
2 weel
2 weeks ago + 8 applicants + 1,001-5,000 employees You have 0 connections at this
_ . company
Volunteer Website Design Consultant for . Associate . Add >

Univation Promoted

s GR Please note this role is based in BANGKOK, Thailand! We provide full relocation
packages for you and your family

1 wesk ago - 3 applicants
About
N is one of the biggest and is part of the
the world's largest online travel business (100B$ Market
Cap) with over 2 Million properties listed
 We have 5000+ employees, 90 nationalities, 40+ offices, and 1000+ people in
1 week ago technology
« Our mobile team consists of 100+ amazing engineers and technology
professionals who consistently improve an already world class product. Here is

Charging Systems Integration Engineer -
Graduate Promoted

Athens, GR

Volunteer Hr Management Consultant

some information about our App...
* We support 38 lanquaaes and 50 currencies

n) If they choose to apply, they will be asked to share their profile. Ask them to make sure that
this option is On and the click Continue. Congratulations! They are now able to use LinkedIn

to search for job positions!

Share your profile?

ParentBank DigitalCompetences
Project Manager at KMOP

Increase your chance of being viewed

Share your full profile with the job poster when you click apply.

Adjust setting anytime in privacy settings » Continue
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Use Google Maps in order to reach quickly on their destination
Duration: 15 min
Aims: Identifying needs and technological responses. Creatively use digital technologies.

Description: Now that they have their profile and have applied for a number of job positions, they need to
be able to choose the best available route to travel to their destination quickly. In order to achieve that they
will use Google Maps, and they will be given a specific time for the interview, in order to have a chance not
only to see a proposed ride, but see the traffic in that specific time, see alternative rides, rides either with

tolls or without, or even choose transportation. More specifically:
a) On the top of the chrome page, ask them to open a new tab and write “Google Maps”

How to Choose a Professional Er X | & Google Account x | M Linkedin X 9 Google Maps x  +

& > C G googlemaps -

b) They will choose the first option that is presented to them

How to Choose a Professional Er X | G Google Account X | E Linkedin X G googlemaps - Google Search X 4

& > C & googlecom/search?q=googl =google+ =chrome.0. 2j69i6013.40643j0j4&sourceid=chrome&ie=UTF-8 Q

Google google maps X & Q

QA Q Maps [E@Images & News [J Videos i More Settings  Tools

About 1,260,000,000 results (0.43 seconds)

maps.google.com v 9
Google Maps == 9 7R e
Find a place. Your location. Trails. Dedicated lanes. Bicycle-friendly roads. Dirt/unpaved trails. iT H ol |
Live traffic. Fast. Slow. 2000 km. Set depart & arrive time. B

\
- (&) Moreimages

Settings
Find a place. Your location. Trails.
Dedicated lanes. Bicycle

Google Maps <

More results from google.com »
Website

c) If all are done right, they will be on the maps, website. On top there is the search field. On it
ask them to type the address that they would like to go to. Make sure to choose from the

proposed that the map shows and press enter.
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<« - C @& google.com/maps/@38.0177884,23.7502464,14z

M A
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1 = @& Q ¢ g

3
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= & B3
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@  skoufaEgaleo EKNON Agioi.
"EKNON An:rgyrm
Skoufa Galatsi S Yo
¢ e FLEVA Avdpyupot
R ) ®AEBA
= ] Cha
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Coronavirus (COVID-19) NOURIOS Xak
> | a
Get local info & updates NOXRIOR
e PP R L
2
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0.
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v See more like this _ g g q p
S — 3

LOFOS NEA il

d) On their left now, there is a blue table. On the second field, there is the address that they
chose. On the first field, ask them to type the address that they want to depart from and press
enter. As they can see on their right, on the map, there is a line that will be guiding them to
their destination point.

They can make as many alterations as they like. For example they can add the time of their
depart in the appropriate field, or they can see how to arrive to their destination by car, on foot,

on bicycle or by bus (pressing on the appropriate icons each time). If they choose the route by
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A parentbank

car, they may see some red line. This means that this specific part of the road had traffic. They

can now decide which way could be more convenient for them to arrive to their destination.

€ > c

#& googlecom/maps/dir/Eginitou, + Kifisia + 145+ 62/Skoufa, + Athina/@38.0269527,23.7574609,12.74/data=4m1814m 17 1m5! 1 m1! 1s0x14a19eec255190d7.0x 1 fcBcfBc feab9635:2m21 1d23.830.. @ Q # G
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Presentation of Results

Duration: 10 min

Aims: Enhancing presentation skills using digital means. Enhancing Debating skills.

For the last step of the activity, they will present their results and decisions in live time, showing their choices

in the computer and explaining to other groups why they chose this specific email address and job, how they

built their resume, and which criteria made them choose this specific route. Remind them to keep open the

chrome page, in order to be able to choose between the tabs and explain their decisions.

How to Choose a Professional En X ‘ G Google Account X ‘ m LinkedIn

x ° Eginitou, Kifisia 145 62 to Skoufa X +

After the presentation, an evaluation will follow in order to verify how effective the activity was and exactly

which skills they either exercised, or acquired.
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