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Run times  are approximate times to complete tutorial. Total amount is given at left with individual     time for each section given in parentheses
Ex .    Run Time:  12 min    ( 4 min / 8 min)  
 In the previous example  12 min is  total time to complete tutorial .  4 min are devoted to the instructional  video or source (URL)  and  8 min are allotted  to the practice the new techniques. 

Tutorials marked with ** are very important, all labbies should try to do them.
 Tutorials without the ** are just very specific and informative, they are recommended only for            interested lobbies. 




[bookmark: _Toc269474391]Hardware

[bookmark: _Toc269474392]Basic Knowledge about Macs

· Tutorial #1**    Introduction to Macs
· Description: Instructional video on basic Mac computer navigation. (not recommended for someone with Mac  knowledge)
· Run Time:  11 min   (11 min / 0 min)
· Video: http://www.apple.com/findouthow/mac/#anatomy 
· Video : http://www.apple.com/findouthow/mac/#windowsmac
· Practice : No practice with this tutorial, though you may wish to experiment with a MAC computer for practice.
· Practical Use in Lab: Increase knowledge of Mac computers so that you can troubleshoot simple problems.


[bookmark: _Toc269474393] Print Locator For PC

· Tutorial #2**    Print Locator For PC
· Description:  Step by Step descriptions of adding a Baylor network printer to a PC laptop . 
· Run Time:   6 min     (1 min / 5 min) 
· Source : http://www.baylor.edu/pawprints/    
· Practice : Obtain PC laptop and follow steps to set up a moody lab printer
· Practical Use in Lab: Patron wishes to print from their own or from our check out PC laptops, now you have the knowledge to help them out

[bookmark: _Toc269474394]Print Locator For Mac

Note:  This tutorial requires a Mac laptop
· Tutorial #3**    Print Locator for Mac
· Description:  Step by Step directions for adding a Baylor network printer to a mac laptop . 
· Run Time: 6  min   (1 min / 5 min)
· Video: http://www.baylor.edu/pawprints/index.php?id=39805
· Practice : Obtain Mac laptop and follow steps to set up a moody lab printer
· Practical Use in Lab:  Patron wishes to print from their own or from our check out Mac laptops, now you have the knowledge to help them out

[bookmark: _Toc269474395]Odyssey Client

· Tutorial #4 **   Odyssey Client (Reauthenticating AIRBEAR) **
· Description:  Step by Step instructions to reauthenticate  AIRBEAR on check out PC laptop.
· Run Time: 2  min   (1 min / 1 min)
· Source: Odyssey Client Instructions
· Practice : Obtain Check out laptop and reconnect to AIRBEAR after having logged on. 
· Practical Use in Lab:  If patron has taken laptop out of AIRBEAR coverage, after having initially logged on, it may not automatically reconnect.  Follow instructions to reconnect to AIRBEAR without having to log off computer. 



[bookmark: _Toc269474396]AIRBEAR  SET UP

[bookmark: _Toc269474397]Windows 7
· Tutorial #5A **   AIRBEAR 802.1x on Windows 7  
· Description:  Instruction to set up AIRBEAR on Windows 7 laptop. 
· Run Time:   15 min   (5 min / 10 min)
· Source:   Windows 7 Instructions
· Practice : Obtain Windows 7 laptop and configure AIRBEAR.  
· Practical Use in Lab: Will increase Knowledge and efficiency of setting up AIRBEAR.  

· Tutorial #5B**    AIRBEAR WPA2  on Windows 7
· Description:  Instruction to set up AIRBEAR on Windows 7 laptop. 
· Run Time:   15 min   (5 min / 10 min)
· Source:   Windows 7 Instructions
· Practice : Obtain Windows 7 laptop and configure AIRBEAR.  
· Practical Use in Lab: Will increase Knowledge and efficiency of setting up AIRBEAR.  

[bookmark: _Toc269474398]Windows Vista/XP
· Tutorial #6A**     AIRBEAR  802.1x on Windows XP
· Description:  Instruction to set up AIRBEAR on Windows XP laptop. 
· Run Time:   25 min   (10 min / 15 min)
· Source:  Windows XP instructions
· Practice : Obtain Windows XP  laptop and configure AIRBEAR.  
· Practical Use in Lab: Will increase Knowledge and efficiency of setting up AIRBEAR.  

· Tutorial #6B**     AIRBEAR WPA2  on Windows XP
· Description:  Instruction to set up AIRBEAR on Windows XP laptop. 
· Run Time:   25 min   (10 min / 15 min)
· Source:  Windows XP/ instructions
· Practice : Obtain Windows XP laptop and configure AIRBEAR.  
· Practical Use in Lab: Will increase Knowledge and efficiency of setting up AIRBEAR.  



· Tutorial #6C **    AIRBEAR  802.1x on Windows Vista
· Description:  Instruction to set up AIRBEAR on Windows Vista laptop. 
· Run Time:   25 min   (10 min / 15 min)
· Source:  Windows Vista instructions
· Practice : Obtain Windows  Vista  laptop and configure AIRBEAR.  
· Practical Use in Lab: Will increase Knowledge and efficiency of setting up AIRBEAR.  

· Tutorial #6D**     AIRBEAR WPA2  on Windows Vista
· Description:  Instruction to set up AIRBEAR on Windows Vista laptop. 
· Run Time:   25 min   (10 min / 15 min)
· Source:  Windows Vista instructions
· Practice : Obtain Windows Vista laptop and configure AIRBEAR.  
· Practical Use in Lab: Will increase Knowledge and efficiency of setting up AIRBEAR.  

[bookmark: _Toc269474399]Mac  Panther  (10.3)
· Tutorial #7**     AIRBEAR 802.1x on Mac
· Description:  Instruction to set up AIRBEAR on MAC Panther laptop. 
· Run Time:   25 min   (10 min / 15 min)
· Source:   http://www.baylor.edu/content/services/document.php/36445.pdf 
· Practice : Obtain Mac laptop and configure AIRBEAR.  
· Practical Use in Lab: Will increase Knowledge and efficiency of setting up AIRBEAR.  

[bookmark: _Toc269474400]Mac  Snow Leopard (10.6 )
· Tutorial #8A **    AIRBEAR  802.1x on Mac
· Description:  Instruction to set up AIRBEAR on MAC Snow Leopard laptop. 
· Run Time:   25 min   (10 min / 15 min)
· Source:  http://www.baylor.edu/content/services/document.php/105413.pdf 
· Practice : Obtain MAC Snow Leopard laptop and configure AIRBEAR.  
· Practical Use in Lab: Will increase Knowledge and efficiency of setting up AIRBEAR.  

· Tutorial #8B **    AIRBEAR WPA2 on Mac
· Description:  Instruction to set up AIRBEAR on MAC Snow Leopard laptop. 
· Run Time:   25 min   (10 min / 15 min)
· Source:  http://www.baylor.edu/its/index.php?id=66650 
· Practice : Obtain MAC Snow Leopard laptop and configure AIRBEAR.  
· Practical Use in Lab: Will increase Knowledge and efficiency of setting up AIRBEAR.  
[bookmark: _Toc269474401]Software
[bookmark: _Toc269474402]iMovie

· Tutorial #9    iMovie-Basics
· Description: Basic instructional video about navigating through iMovie
· Run Time: 20  min   (4 min / 16 min)
· Video: http://www.apple.com/ilife/tutorials/#imovie-intro 
· Practice : No Practice for this tutorial
· Practical Use in Lab: Simplest Program to help patron save recorded film , edit , and create a movie. Use iMovie to upload to YouTube or  Use iDVD to burn.


· Tutorial #10    iMovie-Export to YouTube
· Description: Basic instructional video about sharing movie in YouTube
· Run Time: 20  min   (4 min / 16 min)
· Video: http://www.apple.com/ilife/tutorials/#imovie-youtube 
· Practice : No Practice for this tutorial
· Practical Use in Lab: Instead of making DVD, patron may wish to publish to YouTube the export to iDVD is right next to the YouTube export 

[bookmark: _Toc269474403]iDVD

· Tutorial #11    iDVD – Burning From iMovie project
· Description: Basic instructional video about Magic DVD in  iDVD
· Run Time: 20  min   (4 min / 16 min)
· Video: http://www.apple.com/ilife/tutorials/#idvd-magic   
· Practice : No Practice for this tutorial
· Practical Use in Lab: Allows user to add Theme to iMovie project and burn to a DVD. Only use if there is time. For straight camera to DVD burn use One-Step DVD tutorial


· Tutorial #12    iDVD – Burning  Straight From Camera
· Description: Basic instructional video about OneStep DVD in  iDVD
· Run Time: 10  min   (1min / 9 min)
· Video: http://www.apple.com/ilife/tutorials/#idvd-onestep 
· Practice : No Practice for this tutorial
· Practical Use in Lab: Fastest way to burn a DVD. Only for camera video that requires no editing or themes.

[bookmark: _Toc269474404]Final Cut Pro

· Tutorial #13    Final Cut Pro- Importing from tape
· Description: Video with instructions for importing film footage in Final Cut Pro
· Run Time:  5 min   (2 min / 3 min)
· Video: http://www.apple.com/finalcutexpress/tutorials/#capturing-from-tape 
· Practice : No Practice for this tutorial
· Practical Use in Lab:  Help patron upload film into Final Cut Pro


· Tutorial #14    Final Cut Pro- Exporting Movie
· Description:  Video with instructions in exporting finished movie in Final Cut Pro
· Run Time:  5 min   (2 min / 3 min)
· Video: http://www.apple.com/finalcutexpress/tutorials/#sharing-your-movie  
· Practice : No Practice for this tutorial
· Practical Use in Lab: Help patron export movie to QuickTime

[bookmark: _Toc269474405]Windows Movie Maker

· Tutorial #15   WMM Importing Film  from Tape
· Description:  Video with instructions for importing film footage in Windows Movie Maker
· Run Time: 15  min   (5 min / 10 min)
· Source : http://windows.microsoft.com/en-us/windows-vista/Import-video-from-a-videotape 
· Practice : No Practice for this tutorial
· Practical Use in Lab: Help patron import film from camera to WMM


· Tutorial #16  WMM  Exporting your Movie
· Description: Video with instructions in exporting finished movie in Windows Movie Maker
· Run Time: 15  min   (5 min / 10 min)
· Source : http://windows.microsoft.com/en-us/windows-vista/Publish-a-movie-in-Windows-Movie-Maker 
· Practice : No Practice for this tutorial
· Practical Use in Lab: Help patron export movie created on WMM

[bookmark: _Toc269474406]SPSS

· Tutorial #17    SPSS
· Description:  Extensive Guide to navigating SPSS 17.0
· Run Time: 40  min   (20 min / 20 min)
· Source:https://www.washington.edu/uware/spss/docs/SPSS%20Statistics%20Brief%20Guide%2017.0.pdf 
· Practice : No Practice for this tutorial
· Practical Use in Lab: Increase knowledge of SPSS to troubleshoot specific patron problems . Look particularly at how to print. 
[bookmark: _Toc269474407]JMP

· Tutorial #18    JMP
· Description:  Introduction to SAS JP 8
· Run Time: 20  min   (20 min / 00 min)
· Video: http://www.jmp.com/software/demos.shtml 
· Video : http://www.jmp.com/software/jmp8/demos.shtml 
· Practice : No practice for this tutorial
· Practical Use in Lab: Not many patron questions stem from JMP, so this tutorial is really just for the interested labbie.


[bookmark: _Toc269474408]Adobe Software
 
[bookmark: _Toc269474409]Adobe Acrobat Pro


· Tutorial #19 **   Adobe Acrobat User Interface
· Description:  Video tutorial on navigation through Acrobat 8 . 
· Run Time:  8  min   (6 min / 2 min)
· Video: http://www.adobe.com/products/acrobat/tutorials/newui/index.html 
· Practice : No practice for this tutorial.
· Practical Use in Lab: Increase knowledge of Adobe Acrobat Software for easier Troubleshooting. 


· Tutorial #20**    Combining files into Single PDF
· Description:  Video tutorial on how to combine several (different) files into one single PDF. 
· Run Time:  6  min   (3 min / 3 min)
· Video: http://www.adobe.com/products/acrobat/tutorials/combiningdocs/index.html
· Practice : Combine two images (jpg), a word document, and a PDF document into a single PDF document
· Practical Use in Lab: After having scanned multiple files a patron now wants to print them. Instead of printing them one by one, combine all  50 files into a single pdf which will make printing or saving  easier to access and manage.


· Tutorial #21 **   PDF Forms
· Description:  Video tutorial on how to create a PDF with Forms  
· Run Time:  8  min   (6 min / 2 min)
· Video: http://www.adobe.com/products/acrobat/tutorials/autofieldcreation/index.html 
· Practice : Open an application PDF  and transform it into an editable PDF  Material
· Practical Use in Lab: Patron wishes to fill out an application etc., but adobe reader does not allow text to be added. Simply open with Adobe Acrobat add forms and resave. The newly saved PDF will now allow text to be added or saving of text in adobe reader.



· Tutorial #22**    PDF Printing
· Description:  Video tutorial on how to make different  types of  print jobs for PDFs. 
· Run Time:  5  min   (5 min / 00 min)
· Video: http://www.adobe.com/products/acrobat/tutorials/printingdocs/index.html 
· Practice : No practice for this tutorial. 
· Practical Use in Lab: If patron needs to print out booklet, have them convert document to PDF and use the Adobe easy to follow print features. 
[bookmark: _Toc269474410]Photoshop

· Tutorial #23**    Photoshop Tools
· Description:  Video tutorial on navigating Photoshop Tools 
· Run Time:  5  min   (5 min / 00 min)
· Video: http://www.youtube.com/watch?v=o-u-OYz2qaU
· Source:  http://simplephotoshop.com/photoshop_tools/index.htm
· Practice : No practice for this tutorial. 
· Practical Use in Lab: Increase knowledge of Photoshop functions and abilities

· Tutorial #24    Photoshop-Resolution
· Description:  Video tutorial on change resolution in Photoshop. 
· Run Time:  13  min   (8 min / 5 min)
· Video: http://www.youtube.com/watch?v=eSECLBwpRB8
· Practice : No Practice for this tutorial
· Practical Use in Lab: If file size is too large for printer to handle, Image can be opened in Photoshop and resolution can be decreased to make file size smaller.

· Tutorial #25   Photoshop-Layering
· Description:  Video tutorial on how to work with layers in Photoshop. 
· Run Time:  26  min   (11 min / 15 min)
· Video: http://www.youtube.com/watch?v=n0uDsF0FXNA
· Practice : No Practice for this tutorial
· Practical Use in Lab: Patron specific troubleshooting for adding/extending  background, watermarks , etc.

[bookmark: _Toc269474411]Dreamweaver
· Tutorial #26 A   Dreamweaver Basics
· Description:  Video tutorial on Dreamweaver Interface. 
· Run Time:  6  min   (6 min / 00 min)
· Video: http://www.youtube.com/watch?v=d9KDMgGM5jk 
· Practice : No practice for this tutorial. 
· Practical Use in Lab: Basic knowledge of which buttons do what in Dreamweaver interface. 

· Tutorial #26B **   Dreamweaver Publish through bearspace
· Description:  Video tutorial on Dreamweaver Interface. 
· Run Time:  17  min   (5 min / 12 min)
· Souce: Dreamweaver/Bearspace 
· Practice : Follow instructions to publish webpage created in Dreamweaver on bearspace  
· Practical Use in Lab: Part of Newbie Training that all labbies should remember.




[bookmark: _Toc269474412]Illustrator
· Tutorial #27    Illustrator
· Description:  Video tutorials about vectoring, shapes , and gradients in Illustrator. 
· Run Time:  27  min   (15-7-5 min /0 min)
· Video: http://www.youtube.com/watch?v=k1DXJZlncZA
· Video: http://www.youtube.com/watch?v=cxClXSz9yBc&feature=related 
· Video: http://www.youtube.com/watch?v=opxcDA2z_pU&feature=related 
· Practice : No practice for this tutorial. 
· Practical Use in Lab: Increase basic knowledge of Illustrator to better assist patrons 

[bookmark: _Toc269474413]In Design
· Tutorial #28    InDesign
· Description:  Video tutorials about basic InDesign navigation
· Run Time:  14 min   (14 min / 00 min)
· Video: http://www.youtube.com/watch?v=dmiXPoz_PlQ 
· Video: http://www.youtube.com/watch?v=Gt-GH4qwUck&feature=related 
· Practice : No practice for this tutorial. 
· Practical Use in Lab: Increase basic knowledge of InDesign to better assist patrons


[bookmark: _Toc269474414]Microsoft Office
[bookmark: _Toc269474415]Word

· Tutorial #29   Intro to Word 2007 
· Description:  Instructional reading about navigation in MS Word 2007. 
· Run Time:   25 min   (10 min / 15 min)
· Video:  http://www.fgcu.edu/support/office2007/word/GettingStarted.asp      (use links on top or bottom to go through whole tutorial “Getting Started”-“Tracking Changes” )
· Practice : No Training required for this Tutorial 
· Practical Use in Lab: Will increase Knowledge of Word 2007 to better aid patron trouble shooting




· Tutorial #30 **   Page Numbering on Word 2007 
· Description:  Instructional reading about page numbering on word document. 
· Run Time:   25 min   (10 min / 15 min)
· Video:  http://office.microsoft.com/en-us/word-help/insert-page-numbers-HP001226513.aspx#BM4 – 
· Source: http://office.microsoft.com/en-us/word-help/CH010372762.aspx 
· Practice : No Training required for this Tutorial
· Practical Use in Lab: This a specific advanced question asked by patrons usually working on research papers/thesis. Particularly how to start numbering on second page . 

· Tutorial #31 **   Header/Footers on Word 2007  
· Description:  Instructional reading about headers/footers on word document. 
· Run Time:   25 min   (10 min / 15 min)
· Video:  http://office.microsoft.com/en-us/word-help/insert-headers-and-footers-HP001226486.aspx?CTT=5&origin=HP001226513#BM2 
· Source: http://office.microsoft.com/en-us/word-help/CH010372762.aspx 
· Practice : No Training required for this Tutorial
· Practical Use in Lab: This a specific advanced question asked by patrons usually working on research papers/thesis. Particularly how to have a different first page header.

[bookmark: _Toc269474416]Excel
· Tutorial #32A    Intro to Excel 2007 (1)
· Description:  Instructional reading about navigation in MS Excel 2007. 
· Run Time:   25 min   (10 min / 15 min)
· Video:  http://www.fgcu.edu/support/office2007/excel/gettingstarted.asp  (use links on top or bottom to go through whole tutorial “Getting Started”-“Customize the Layout” )
· Practice : No Training required for this Tutorial
· Practical Use in Lab: Will increase Knowledge of Excel 2007 to better aid patron trouble shooting.

· Tutorial #32B **   Create a Bar Graph from a Table
· Description:  Instructions on how to make a bar graph in Excel 2007
· Run Time:   8min   (5min /  3min)
· Video:  http://office.microsoft.com/en-us/excel-help/create-a-chart-HP001233728.aspx 
· Practice : Bar Graph Material    - Make a bar graph     
· Practical Use in Lab:  One of the most frequently asked questions about Excel  is making tables/graphs



· Tutorial #32C**    Create a Line Graph from a Table
· Description:  Instructions on how to make a line graph in Excel 2007
· Run Time:  6 min   (3 min /  3min)
· Video:  http://biology.uta.edu/introlabs/1441/Week%202/LineGraphExcel.pdf        
· Practice : Creating line graph material    - Make a line graph  
· Practical Use in Lab: One of the most frequently asked questions about Excel  is making tables/graphs


[bookmark: _Toc269474417]PowerPoint

· Tutorial #33    Intro to Powerpoint 2007 
· Description:  Instructional reading about navigation in MS PowerPoint 2007. 
· Run Time:   25 min   (10 min / 15 min)
· Video:  http://www.fgcu.edu/support/office2007/ppt/GettingStarted.asp       (use links on top or bottom to go through whole tutorial “Getting Started”-“Tips” )
· Practice : No Training required for this Tutorial
· Practical Use in Lab: Will increase Knowledge of PowerPoint 2007 to better aid patron trouble shooting.

[bookmark: _Toc269474418]Access
· Tutorial #34    Intro to Access 2007 
· Description:  Instructional reading about navigation in MS Access 2007. 
· Run Time:   25 min   (10 min / 15 min)
· Video:  http://www.fgcu.edu/support/office2007/access/GettingStarted.asp       (use links on top or bottom to go through whole tutorial “Getting Started”-“Print a Report” )
· Practice : No practice with this tutorial
· Practical Use in Lab: Will increase Knowledge of Access 2007 to better aid patron trouble shooting.
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