To The Student

Why Develop Skills with
Digital Communication Tools?

For many students, digital tools are becoming a basic part
of daily life. By understanding how to use digital tools and appli-
cations, you will learn skills that will help you in school and in
your career.

Digital Communication Tools is intended to help you develop
skills needed to succeed in school and throughout your life. This
textbook was written and designed to help you achieve each of
the following goals:

Become a 21st Century Digital Citizen

# Understand how to use technology wisely and safely

® Understand how computers, digital tools, and the Internet work
® Evaluate the accuracy and usefulness of information on the Web
# Find and share information quickly, safely, and ethically

# Understand the norms of behavior as a citizen in the digital age

Become an Effective User of Technology Tools

@ Become a skilled user of PDAs, speech recognition, and Tablet PCs.

@ Become a skilled and creative user of Microsoft Word, Excel, PowerPoint, and
Access.

# Create interesting projects using both individual applications and integrated
applications.

® Become an effective researcher using the resources of the World Wide Web.
@ Become an expert at navigating the Web and evaluating Web sites.

Develop Learning and Study Skills for All Subjects

® Improve reading comprehension with both guided and independent reading
strategies

® Develop critical thinking skills

® Build teamwork skills

@ Integrate technology skills across the curriculum

® Offer constructive feedback to improve your own and others’ projects.

Copyright © by The McGraw-Hill Companies, Inc. Glencoe Digital Communication Tools To The Student
All rights reserved.



To The Student

BE AN ACTIVE READER!

When you read this textbook, you will be learning about technology
and how it is used in the world around you. This textbook is a good
example of non-fiction writing—it describes real-world ideas and facts.

It is also an example of technical writing because it tells you how to use
technology.

Here are some reading strategies that will help you become an active
textbook reader. Choose the strategies that work best for you. If you

have trouble as you read your textbook, look back at these strategies
for help.

©  pefore You Read

SET A PURPOSE

‘ ?
I reading the textbook? . .
:Xc})l\}z’v aElrilght I be able to use what1 learn in my own life?

EVIEW -
l:RRead the chapter title to find out what the topic will be.

# Read the subtitles to see what I will learn about the topic.
@ Skim the photos, charts, graphs, or maps.

& Look for vocabulary words t
they defined?

DRAW FROM YOUR OWN BACKGROUND

@ What do I already know about' the topic?
& How is the new information different from w

p——

hat are boldfaced. How are

hat I already know?

f
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© As You Read

QUESTION

® What is the main idea?

¢ How well do the details sy
® How do the
the main idea?

CONNECT

@ Think about people, places

there any similarities wit

PREDICT
@ Can I predict ev.

ents or outcomes b i : .
that I already know. y using clues and information

VISUALIZE

®Can I ima
described.

® Can I use/create graphic organizers to hel

® found in the information,

pport the main idea?
photos, charts, graphs, and maps support

» and events in my own life. Are
h those in your textbook?

gine the settings, actions, and people that are

To The Student

IFYOUDONT  /
KNOW WHATA 2
WORD MEANS...

€ think about the set-
ting, or context, in
which the word is
used.

check if prefixes such
as un-, non-, or pre-
can help you break
down the word.

look up the word’s
definition in a diction-
ary or glossary.

p me see relationships

v establish a purpose for reading.

v think about how your own experi-
ences relate to the topic.

v try different reading strategies.

J READING DON'Ts

Don't...

O ignore how the textbook is organized.
O allow yourselfto be easily distracted.

© hurry to finish the material.

© After You Read g

SUMMARIZE ' :
& What have I learned from this text: :
@ How can I apply what I have learned?

ASSESS .

& What was the main idea?
¢ Did the text clearly suppor
& Can I use this new informa |

subjects or at home? |
1

¢ the main idea?
tion in other school ‘

|

e
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To The Student

Understanding the Unit

S

in the unit.

Gurrigulum Gannections gives you a

: ics
snapshot of the links to core academic
you will study in this unit.

Speech Recognition Tools

Cs
On-Screen Writing—Tablet P!

o) Additional Features of
2 Digital Tools

urviculum Gonnegtions i
o Language Ans—Re;;::::gg
e language Arts—Wr
e Social Studies
e Technology

ﬂﬂig? _—Social Studies

|

| Link the new digial inpug i you will learn in Unie 2 with socia)
| studies while learning about elected officials. Your Pproject finishes with
' a class presentation,

]

|

|

|

{

00
Inthe DP99999° " projec

you research on the Ihterpet, gather
data, and make pre§entat1§ns utigg
digital tools. You Wlll see how he
use of digital tools: integrates vzll -
core academics. Link Fhe new 1g:
input skills you leaFn in eaEh1 lums.
with academic subjects as follows:

Elected Officials

Did You Know? In social studies class you learn about the structure
of the United States government. 2nd how our leaders are clecred g
their positions. Did you knoy you can contact the clected offcigle
who represent you? Citizens shoyld contact their elected officials
when they have 2 concern abour Proposed laws,
How Do vou Contact an Electeq Official? Eleceeq officials
fill many governmen; positions, such as mayor, councilperson,
commissioner, state senator, stare Tepresentative, governor, U5, Senator,
| and US. Representacive, 1o VOIEC YOUE opinion on laws that affecs
€itizens of your city, state, ang nation, you need o know how to congacy
the correct elected official. The addresses, office phone numbers, ang
e-mail addresses of elected officialy gre Dublic information, That means
you have a right to know (his information. Key words to search under
¢ find this information inclyde “State representation” ang “clection
districts.”

You start your Digital
Dimension project here and
continue building your )
i project at the end‘ of eac
Lhkadd e chapter in this unit. Your
: project culminates in th;
Unit Lab with a presentation
to your class.

' Digital Dimension Activities
Start-Up

Your state is divided into political districts from which state senators
and representatives are elected, Seqeh online for a map of pofigieq]
districts in your state, Pring the map and place an X in the diseriey 1y

Unit 1—Language Arts
Unit 2—Social Studies
Unit 3—Science

Unit 4—Math

i dent 4
Glencoe Digital Communication Tools To The Stu.



defined in the text.

To The Student

Understanding the Chapter

There are 15 chapters, 3 or 4 in each unit. The two-page
chapter opener gives you a brief introduction to the new
material that will be covered in the chapter.

The first page gives you a preview of
lessons in the chapter.

Handheld Compulters

i ad
Lesson 5.1 Enter Text in Memo P

You Will Learn To:
Read these learning objectives to

preview skills you will gain in the
chapter.

Lesson52  Explore Meme Pad

Lesson 53 Beam a Memo

Use, Create, and Beam
Categories .
Greate and Beam a Note with
Note Pad
Create an Address Book and
Business card

Lesson 5.4

Lesson 5.5

Lesson 5.6

Lesson 57 Use Date Book

create aTo Do List

Lesson 58

When Will You Ever Use ...
You will find out how you can

apply all the new skills you are
learning.

helds?

i Ever Use Hand

{ When Will You et
 dhere wete 4

. Use the @
Key Terms ) -
This is a list of the key

Key Terms

. . Reading St
terms that are intro- ] o ey
duced throughout the

L4 Synchronization

" you hav
th How, W, eacl ter
® Categories haf,’,;w}:;,’ _Wh’:’m, When, o
chapter. They are easy e
° © To Do Ljst e

to find—look for them
highlighted in yellow
the first time they are

M your pocker? There .
many differn o 5

a pers
nt applicarie
2 Paperless environmen,. -

can,
. 7 ' has
Writing Activity

Wiite a
Paragraph descrip:
and as, escribing hoy,
ENMENts. Remember g ges kP Fac
«
P

K of i
orrect 'mportant eyengs,

° a
unctuation gng spd“ngpmmmems,

reading strategies to boost
your understanding of

new topics. This is a great
resource; pick and combine
many of these reading strate-
gies to improve all of your
reading and comprehension.

—@ll 0000000 CONNECTION uifih—

Use this engaging activity to
connect what you already know
to what you will learn about

digital communication tools in

this chapter.
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To The Student

Understanding the Lessons

Each lesson introduces you to new topics in an easy-to-read format. You

learn about the topics in the first page or two and then immediately start

on step-by-step activities.

You will learn to:

These learning objectives direct your
reading as you progress through the
lesson. Use these as a tool for preview-
ing the lesson and for test review.

J Concept Check

This is a quick check to review the
topics introduced in the lesson. To
check your understanding, ask your
teacher for answers.

Key Terms
Look for the key
terms highlighted and
defined in the text
and in the margin.
Knowing these key
terms will help you be
an effective 21st century
communicator.

You will find this in the
margin in many lessons.
This gives you important
and useful tips on the
topics in the lesson.

o |

Suite

Sma r‘tsa

You will find this in the
margin in many lessons.
This gives you tips on

techniques that work in
many different software
applications, such as
keyboard shortcuts.

0 0000000 DIALOG @

In this discussion activity you
work in a small group to explore
the lesson topics. You will devel-
op one of the essential 215t cen-
tury employability skills: working
collaboratively in a team to
achieve results.

Step-by-Step
In these hands-on activities, you

immediately gain practical digital
application skills.

You will find one or more applica-

Rubrics give you the opportunity to check the tions immediately after the step-
quality of your work. Find rubrics for each by-step activities. This hands-on
Digital Communication Tools Application at feature gives you the chance to
the Online Learning Center, apply the new skills you have
digicom.glencoe.com. learned.

Glencoe Digital Communication Tools To The Student 6



To The Student

Understanding the Features

Each chapter has a selection of the features shown on this page. They
help you understand the practical and real-world application of the con-
cepts that you will master throughout this book. Each feature actively

involves you in discussing, applying, or evaluating what you are learning.

You will find this col=
umn feature in various
chapters. Each high-
lights real—world com-
panies or organizations
that are using digital .
tools in cutting-edge situ-
ations.

Topics covered include
medical teams, Olympic
security, the Giants
baseball, digital dentistry,
scientific research, the
military, and the New York
Fire Department (NYED).

ONLINE Resources

This refers to the Digital
Communication Tools
Student Online Learning
Center, which is created
specifically for this book.
At digicom.glencoe.com,
you will find more links to
resources online.

Look Who’s Digital Activity
The activity question gives

you the opportunity to
research current trends.
Also, you will use your own
creative-thinking skills.

Activity |n emergency medicine,
sharing information quickly can
save a life. What are other ways
these technologies would be
valuable to doctors, dentists, school
nurses, or team coaches? Work

with a partner to create a story that
describes such a situation.

Glencoe Digital Communication Tools

AECy,

)(ou will find this feature
In various chapters. Each
presents a technology or
workplace-related scenario
requ?ring your ethical
opinion.

This will help you develop
your essential 218t century

§kills of social responsibjl-
1ty. Apply your own ethica]
and critical-thinking skills
in the activity at the end.

ONLINE Resources

Tq flnd Web sites on thig topic, visit the
Dlglta.l Communication Tools Online
Lelarnmg Center at digicom.glencoe, com
Click on Lesson 0.0, XXXXXXXXX .

f&—@awc

‘_ESE:FOI‘IS

You will find this column
feature in all the chapters.
This gives you the oppor-
tunity to develop the essen-
tial 215t century learning
and employability skill of
problem solving. Analyze
information and apply your

critical-thinking skills.

\. J
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To The Student

Understanding the Features (continued)

Prepare for your future career by taking a look at how PDAs, Tablet PCs, and
speech recognition are put to use in 215t century careers in the Digital Career
Perspectives in Units 1 to 3. Then explore your own career path by participating
in a four-part career project of your own in the Personal Career Perspective project

in Unit 4.

\aw
s degree, 2%
oy ssing

Jio Safety
Law and Pub b
equired

fot To help you prepare for your career you will view
examples of 16 careers in Units 1 to 3 of this book. Each

presents an occupation from 1 of the 16 career clusters
outlined by the U.S. Department of Education. For each
occupation, find out the salary range and the training,
skills, and talents needed.
The final question, m will often ask you to
explore a related occupation in the career cluster and
speculate whether this might be a career for you
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chance to apply all the skills you have learned
in this course in an investigation of your own
career choice. Communicate, investigate, decide,

For your prege,

* Brin
Y explain
intengsggs 2% YOUP Carge,

"Mation haye ye,

* Icludeg
tWo Wep
intern, eb sites o,
expiinge” 10 oluntgqr
Y10 g g 1

0 Web sito
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Self-Evaluation Criteria

Use this handy self-evaluation checklist to
achieve better results.

To showcase your new skills with digital
communication tools and your 215t century
employability skills, you will build your own

electronic portfolio.
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To The Student

Understanding the Features (continued)

In every chapter, look for these real-world 215t Century Connection articles
on a variety of topics, including essential 215t century learning skills, such as
leadership, teamwork, media literacy, and self-direction. At the end of every
chapter, you will find the continuation of the Digital Dimension project that

you started in the unit opener.

Connect

Connect to the real world as you view
the 21st GENTURY CONNECTION feature.

ond-

o
qurce for pOStS®

g and Meetin! s offer 008120 Ll vothese . . . .
SIS | wwn ke This magazine-style article gives you a

folloy
rategy O ey to
reatind 2 SERCLL a1 he X
and achiey! " Setting €9

e
iing Y0 TR o tingS

visual way of studying the concepts.

s e ou-
\nc\udzﬂn ccomplish: C:mh
ou e timeframe PV Handbook Y20 rce in the
o thi about this €S
e Ut ed map of
o Make a o€t goals in &0
A

and
op,you Wil ™" ! raph 2bout @ goa!
Jouwert o wnte! ;‘?@nnmg i you 4010
n\gi"f“‘"::fare orni N wf;:n"fgr e zi::;‘g;‘,
ca e s
Gigita! t:;ﬂi:‘;a‘e n;“ m?:z x\?‘:\:f‘s Bt
future. 3 and mainta .

cam YO
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‘“‘;\S“ess has genv
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s jgang von GOl 1(;3;
o W: 'i losol (17491
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writer ant

Elected Officials

:{’img the dj

T
© Showcase the ey, digital inpyt

skills you

us;ﬂ: You've learneq in this chaptey

ol :{t:::ﬂP[DUA create a Jist nfyou:‘
‘ Include

5. e Address Bl oy s,V

feature, and s gp, "8

Apply

Apply the skills you have gained
in this chapter to build your
& (GLIITIATL] i i
e unit project.
The Digital Dimension project will
culminate in the Digital Dimension
Unit Lab, where you give a
presentation to your class.

. legislation he .
v 21 on, promored, ohbiag poc PFIIPated in—hg 1
e the Ppy 1\, 5 or wrore -
Address Book, Jo),
about g repres

5 ‘iw’e 21te {0 your dogymen
clude a graphic or photy

Save the do
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en 700 begin 1o adg gy,
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ook Place where y,
BOUE an indivigygis jos S add
T i S o
Ot mportant (o 4qs 1
where js jr3 -

Self-Evaluation Criter;,

Have You includeq: .

* Name ang address?

* Length of term?.

. Reﬁlecﬂqn date?

* Any billg or legis
Participateq in?

* The name of
Book to adg

® The steps to
information i

slation he or ge

3 place in Adgregs
narrative informationa
add narratiye
N Address Booko

th,
5 ed all th,
Necessary informatio, ‘
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Chapter Self-Assessment

Rank Your Understanding

This exercise gives you the opportunity
to rank your understanding of the top-
ics covered in the chapter. This may

be used as an aid to focus on where to
begin your studying and review.

ck YU
‘::Tab\c( e, 0

jour
4 can enter a0 track ¥
Yol

To The Student
Understanding Chapter Assessment

Find the Chapter Review and Chapter Self-Assessment at the end of every chapter.

This gives you an opportunity to review the major concepts just covered. Activities
help you review important technology and career terms.

Chapter Review

Read to Succeed PRACTICE

This section is designed to help you

review the concepts in the chapter using
an “After You Read” strategy.

Using Key Terms

This activity will call on your recollec-
tion of the vocabulary words introduced

) throughout the chapter. You will be
nan the 00€ ™ whic! .
oy o0enses ©° Jopliation arer @
' ked lete th h
oo 0 gy | T e+ s asked to complete the sentences or matc
3 it s of fil

o expense 08 /mrsmu\af‘we ou can . . e e .

‘ - - he k h its def
et @y @ | e the key term with its definition.
o tome Y mu charge ‘mmas\sandmay\mer

Gownload & e e a

that 1S,
& | s s cated
purchast

Take a moment to
have learneg iy
Your understan

Teview what yo,
his chapter, pan

ing of the topics by,
4 means, 1 ynge,

rstand all of this »
3 means, « o

1 und
3 ‘erstand some of this ~
1

To use a pring,
i out of thi; .
iicom.glenco, o ey 1 €0 t0

Chapter '™ and click qn
orPter 8, Self-Assessmeny,

means, |
" 5. "l understang veny ji, of this.”
205, 1 don't remempgp g -

" Ask your teacher fo;

Personal copy,

\u PDA to conve
- rt measurem
Create an expense log =
. Synchrnnize We
ford dacumentx fr
P from a deskto,
- 4 journa| entry using Memo Pad o e o
4 Port Word dvcuments into Journa| e
5
™ rk up Importeq nacuments in Joury
sdﬂ flags to Journa dncumu"l! =
- arch for flags in Jaurnaldacumant
)pen a template in Journa) :
Create 5 template in Journa|
* Usethe Write
Anywhere featy
- Lure of the
Enter and move text in OneNote e
Rename divider tabs in OneNote
*_Add flags in nengte

digicom,grep,
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To The Student

Understanding Unit Assessment

A two-page Digital Dimension Lab asks you to finalize your unit Digital
Dimension project. It requires research, exploration, interaction, critical thinking,

analysis, assessment, and finally a presentation to your class.

Unit Lab Page 1

This is the presentation you have been
building towards throughout the unit. In
this feature, you connect the new skills
you have gained in the unit with core
academics.

social Sdhe®

-

ing.
o been a0

glected officials .

I Unit 200
“kgr:::\'::m elected official®
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+ 1n Chapter T DI about

ghowcase
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tation class the pres’ .\ it to your
‘;"s‘:::\\ be p(ﬂvangihaaed.'\'h!‘5"3\0‘;‘: hosen elected e recardng. 59V
ou as bout
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Unit Lab Page 2

Follow ¢h,
ese steps to
chosen clec 0 complete yo,
N ected offiig); " Presentation on o,
ep
Pm:m‘rm Prepare ap Attention.-gegy;
Condipention. This could b 5 qunEclinE o
& rom
official, " * SUPrISng fact abou yoy.
Step @
Prepa,
foll Pare the o
loWing three ropics, " °f YOUr presentagion on the

Often you are guided through this
lab in a step-by-step method. You
gain confidence as you practice an
essential 215t century skill: creating
an effective oral, written, and multi-
media communication to present to
an audience.

Pening o your
he interview yop
r chosen elecgeq

1. Biograph
official,sach formation
fown, hobhie
expires

2. Highlighes of
quotes from ¢h

o n your cho
: sen
,YS::::;‘EY p(jhncal afﬁhau;nkz(:d
<1 his or her term of g
ce

he intervie,
W you .
e clected off Cym conducted, including

3. How th,
: < elected offic
issues. Inly ‘cial voted op gy,
issutcs am e how you oy i O SeParate
and explain ave voted on thege

Step @
make your

Prepar

< a closing

Dresentatign & for your
ake ag H

Y0u have presenge, o7 that relay

For example,

f citizeng g

Presentation, To hely
TIC0UTIgE memberg of
50 the informari.

Self-Evaluation Criteria

ar o fel strongly 4 1 YOur presentation, ayg o
€, you could g Tesponsibil; ® Incl ’ g
TEGiSter to yoge uld caertrs ibility cluded an g,
when zh 98¢ your qud, ention-gettin
e 18 yearg o] ience to Opening> g
Steg years old,
P Give your
€ self-cvalya Presentation 4 .,
Presentatign. 1" <Titetia for guige o hY title. Follgy,

: €lines to formar yony
teu
Save o
Sten record of
aportfoli. If you hayq o, prepan

- onsider arrangip, ol
Presentation, S

* Included the folloy
N your presentati
‘v:[mr‘malwn. highlj
* Aclosing to ence
Members to tak,

Wing throe topics
fon: biographga)
ights of the

L Presentation o yoy,
ed an elect,

d Onic presen-
video recording of yur

Self-Evaluation Criteria

Ourage audience
© action?

Before your presentation use this easy
and fun self-evaluation checklist to
ensure your success!
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