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BACKGROUND AND RATIONAL
[image: Participants at as Media COE Reporting GBV workshop_SA_MM_20112013]
Gender Links (GL) is a Southern African NGO founded in March 2001 with the head office in Johannesburg, Mauritius (Francophone base), Mozambique (Lusophone base) and Botswana (headquarters of the Southern African Development Community) as well as Lesotho, Madagascar, Swaziland and Zimbabwe. GL is committed to an inclusive, equal and just society in the public and private space in accordance with the SADC Protocol on Gender and Development.  This has been updated in line with the Sustainable Development Goals, Beijing Plus Twenty and Africa Agenda 2063. GL coordinates the Southern African Gender Protocol Alliance and works to achieve the targets of the Protocol in its core media, governance and justice programmes.   

Embedded in the aims is a mission to end GBV as the scourge of gender based violence in the SADC region, community by community.  This to be achieved by recognising the important role played by local government; in the pursuit of excellence in the implementation of policies and strategies that serve all of their constituents.  

Working with more than 100 of 425 Centres of Excellence (COEs) for Gender Mainstreaming in Local Government in SADC, GL has run a successful programme aimed at reducing gender based violence (GBV), through the economic empowerment of survivors. 

Over the last 17 years GL has worked with gender based violence (GBV) survivors to document their personal testimonies or “I” stories; has provided insights into some of the drivers of GBV particularly of intimate partner violence. Many women write about economic dependence as both a cause for violence and as a reason for staying or returning to abusive relationships. 

GL was from the onset cognisant of the diverse views in terms of the impact of economic independence for those experiencing GBV. The GL programme therefore set out initially as a pilot to add to the research on the links between economic independence and GBV in the SADC regions.  

The aim was also to test the hypothesis that economic empowerment for women can reduce their vulnerability to GBV.  

In a successful pilot started in 2013 1350 women were trained in life skills and entrepreneurship training in 10 SADC countries and 101 local councils; in both urban and rural environments. The overall results showed that in this target group 87% of the women indicated that GBV experiences were “better or much better” following participation in the project. Many attributed this to the fact that they were able to earn them income and “put food on the table”.   The results have made this a model of reducing GBV viable and worth pursuing. 

Objectives 
· To increase women’s agency and independence, socially, emotionally and economically
· To empower them to participate fully in all aspects of their private and public lives
LIFE SKILLS
ENTERPRISE TRAINING

MENTORSHIP
ACCESS TO FINANCE

INTEGRATED MODEL FOR ENTREPRENEURSHIP AS AN INSTRUMENT OF CHANGE
SURVIVORS OF GBV

· To provide them with the tools to realise their economic potential as entrepreneurs 
· To provide women alternatives to persevering in situations where they experience GBV
· Break the stereotypes of women in business in emerging markets
· Connect women with information, services and resources in their own countries to enhance their ability to succeed



The implementation focuses on an integrated approach of: 

· Life Skills Training: Life skills including confidence building; writing; public speaking; decision making.
· Entrepreneurship Training: Entrepreneurship skills which includes starting up a business; basic business management skills such as financial management, marketing and applying for tenders.
· IT training: Use of computers and Microsoft applications is an essential part of the Phase one process which encourages women to explore and use the computer as a tool for change.   They type up their original business ideas with the help of facilitators.
· Networking to identifying sources of support and business opportunities.
· Addressing the underlying structural inequalities between men and women.

How GL measures change?
GL is a learning organisation with a strong commitment to measuring change in the projects of the organisation. A very strong component therefore of GL programs is the emphasis on Results for Change. GL has developed several tools to measure changes in the social and economic status of the women that participatein  the Sunrise Campaign project. 
At the level of community GL will:
· Review the council’s GBV action plan at the beginning of the process and at the end to assess how the plans have changed and levels of progress in implementing the plan.
At the level of the individual GL will do:
· “I” stories or personal accounts of experiences of GBV will be collected before and after the training. Prior to the training GL will work with the participants to document their stories using the “healing through writing” methodology and this will be repeated to measure change.  
· The Gender Empowerment Index (GEI) measures five keys areas: experiences of GBV; agency; entrepreneurial flair; depression and economic status. Each participant will complete the GEI at the beginning of the programme to establish baselines. These will be re-administered at the end of the process to measure change. The GEI is online and is set up to generate automated reports. Each participant will have a profile with baseline and progress data.
· In first workshop each participant completes a personal action plan where the participants identify three things they want to achieve. This is reviewed again at the same time as the repeat I stories and GEI.
· The women develop business plans which are monitored over time as they develop their business ideas through each stage.

All the information is collated and analysed to provide qualitative and quantitative evidence of progress and change in these women’s lives at a personal and business level.

Results of the programme to date 
To measure change GL conducted both quantitative and qualitative research before and after the training.  
Key facts 
· 1350 survivors of GBV in 101 councils in ten Southern African countries trained in life skills and as entrepreneurs. 
· 91% completed a business plan and 79% followed through on the plan 
· The average increase in income per month for the region was R526; the overall increase in income in 2015 because of the project is R10.8 million; a 66% increase following the pilot
· 59% added new products and 54% found new markets; 48% indicated starting a new business and 29% increased the size of their business; 41% opened a bank account and 35% increased email usage. 
· 87% of participants said they experience less or much less GBV. Overall, the relationship control index increased by four percentage points to 66%.

Personal accounts: Some important outcomes are demonstrated in the personal accounts of participants through “I” stories and interviews: 
	
One of the key aims was achieved increases in income for the women. “In the past I couldn’t make decisions in the house because my husband was always dominating me. He did not respect me because I was not earning any income. I was not happy because my husband forced me to accept decisions that he made. He thought I was not mature enough to make the right decision. After I got the training for starting a business everything went back to normal in the house.  This workshop helped me because I am getting income from my business. I make clothes for children and women and the business is really progressing well, even although I was facing challenges at the beginning.” Donatilla Amwaalwa from Oshikuku in Namibia

In some cases, survivors have been able to provide jobs for others in their community.  “In order to improve the productivity of her business, she opted to hire one person who is assisting her to do much of the work especially selling finished products and washing bakery dishes. She managed to register this person with social security commission and is paying her reasonable salary.”  Allensia Garab from Outja, Namibia

Before the project started some of the women were already running small businesses and have said they have been able to improve how they run the businesses. “Before the training I was not interested in doing business as such. I was teaching swimming but after the training I learned that I could also earn extra money. I am still doing my swimming classes but with an added twist. I prepare snacks g and sell this to those who come to swimming lessons.  Thanks to the training I have been able to develop this idea. My family especially my daughter really appreciates the fact that I have been able to get a chance to make the most of my old age.” Dorine Volafite Beau Bassin, Mauritius.

One of the main aims of the project was to increase survivor’s personal agency and many have indicated positive changes in their relationships.  “I now know where I am today. I have learned to be strong and stand up for myself as a woman. I have experienced violence from my husband. We fought a lot about money. These days we can talk about our problems as adults and mostly I am the one who has to initiate the talking.” Thembakazi Ngemntu from Bitou South Africa.

The programme brought about a change in IT skills. 

As illustrated in the graph, 68% women now use a computer compared to 18% at the start of the project. 48% have access to E Mail (compared to 13% at the start). 32% surf the internet (compared to 13% at the start). 7% now have a website or space on a website, compared to 3% at the start.    

Impacting on gender mainstreaming in local government: The programme has helped Centres of Excellence for Gender in local government; to put their gender action plans to work. “From the action plan generated during the gender training workshops, the council has managed to develop a drafted HIV policy, which is engendered. The council has also been quite proactive in considering women for job opportunities particularly in waste management, and fire emergency response. This action has come because of the entrepreneurship programme being carried out in partnership with Gender Links.” Case study of the Lusaka Council by Albert Ngosi.  

Role of the COE’s: The roles and contributions of the COEs have been instrumental in the success of the project. Whilst some results were mixed between councils, the overall result showed GL where the strengths and weaknesses were in the relationship between GL and these COEs. This has been fundamental in the changes suggested to the project going forward from 2018; with regard to the relationship and support between these partner organisations.   

The perceptions of council support varied from country to country, council to council.  The outcome was the introspection of the initial design for the roll out of the project and the need to review this in line with a more structured and sustainable approach; based on clearer information provided to councils, council evaluations and sound negotiations to achieve the aims of the project. For example there needs to be a clearer understanding of the resources available to councils; both internally and externally; to achieve sustainable results.  

Given the strengths and weaknesses between councils; it was also mooted that councils be encouraged to work together in cluster formations for stronger and more experienced councils to support their weaker or less resourced counterparts; for peer support, learning, cost effectiveness and sustainability.  

Other recommendations for sustainability and success included:
· Revising approaches, roles and responsibilities of GL, GFPs and COEs. COEs should be selected that have the resources, capacity and willingness to provide support to women in the longer term.
· Identification and mobilising of resources available as a primary upfront requirement to promote programme and client sustainability; longitudinal process for the support of the women
· Selection of participants based on their desire to start or grow a business as GBV survivors is essential to maximise the economic aims of the training
· Training of COE gender focal persons to backstop and roll out the programme: Relevant staff in the backstopped councils in 2016 will receive training on programme content, logistics and management to facilitate the ongoing running of the project. 
· Including partners and families in the pursuit of gender justice should be introduced to the programme with the consent of individual women
· Encourage the setting up of women’s business and community groups
· Introduce best practises prize for COES in rolling out the Sunshine Campaign
· Integrate the Comminute of Practise (COP) programme into the Sunrise campaign

Key to achieving the longevity of the programme work is the need to capacitate councils to manage and integrate the project into their council activities. This TOT programme is a step in the journey to achieve this.

Target group for training
Four key criteria need to be considered in the selection of participants to meet the aims of the project as currently run. These include:

[image: C:\Users\Juliana\Desktop\Gender Links\Entrepreneurship 2014-2015\Mosselbay\Phase 1 pictures\Blackberry pictures\IMG-20140819-WA000.jpg]1. GBV survivors: Given the specificity of the target group and aims of the programme; it is important that GBV experiences are verifiable. This is done through interviews with the women selected through the service provider during their interaction with their clients.  Service providers are required to sign confirmation of this when recommending women for the programme.  
2. Age: Women survivors of GBV; irrespective of, or at what age or circumstances; this has or is occurring.  The assumption being that if a woman has sought help; they are experiencing the impact.  For many they have experienced multiple forms or instances of GBV from different sources.   Women must be 18 years or older and are identifiable as GBV survivors from the councils own GBV programmes or via relationships with other organisations providing support for GBV survivors; such as NGOs.  Ideally 50% should be between the ages of 18 and 35 years. 
3. Economic status:  Must be unemployed or running their own business,
4. Motivation: It is important that women want to start or grow an existing business; to qualify for this programme.



Training methodology 
Key issues 
The aim of the training is to both development of personal agency and basic skills needed to start and run a micro enterprise.  This GL project provides a framework for the development of potentially sustainable entrepreneurship opportunities for survivors of GBV through an integrated model of life skills preparation, business development skills training, mentorship opportunities and access to finance.  

It is well documented that entrepreneurship development for women, especially women in under resourced environments, is exacerbated by gender related challenges.  
Whilst men and women both experience difficulties when wanting to start or run a business, women face additional challenges which are gender specific. 

These include issues such as lack of mobility, lack of experience, poor skills base, a lack of assets and resources and multiple roles associated with patriarchal relationships.   These obstacles often women are further exacerbated by exposure to GBV which undermines their self-esteem and confidence in taking charge of their own lives. 
To affect sustainable economic independence the programme recognises the need to address:
· Women’s understanding of the social constructs of gender
· The building of self-confidence of women who have experienced GBV 
· Entrepreneurship as a tool for change 

The programme has therefore been designed for the target market in line with GLs vision and mission.  The programme addresses both issues of social and economic justice in the pursuit of ending GBV. GL VISION AND MISSION
VISION:
Gender Links (GL) is committed to an inclusive, equal and just society in the public and private space in accordance with the SADC Protocol on Gender and Development.
MISSION:
GL achieves its vision through a people-centred approach guided by the SADC Protocol on Gender and Development that is aligned to the Sustainable Development Goals, Beijing Plus Twenty and Africa Agenda 2063.



Participants are selected by COEs through their relevant structures and GFPs.  Given the side variety of local councils in terms of size and geographic positioning; the profile of participants is unlikely to be homogeneous and the training methodology may need to be reviewed by facilitators based on the composition of groups. 

The curriculum has been designed to provide basic business skills and tools most likely to be accessible to the target market.  These can be adjusted in terms of difficulty if the facilitator if appropriate to the participant group. It will help to starting to understand the level of business understanding and experience at the beginning of the programme.

The training has been designed to prepare participants to plan to start or grow a business and to understand the process of writing a business plan.  A tool is provided for them to take notes in sequence along with the content in terms of each section.  

It is important to emphasise the need for participants to have a business idea as early as possible in the process and this should form the basis of their response to the training and the use of this tool.  The aim of the project is developing economic independence through self-employment as a means of building personal confidence and an ability to make positive decisions about their lives.  
Overall view
For many in the previous training experiences indicated that their self-confidence, their ability to make positive choices and negotiate relationship boundaries, was attributed to a number of factors;
· Learning new skills and knowledge
· Demonstrating their ability to earn their own income or run a business
· Putting food on the table and contributing to household sustainability

Some examples of women’s experiences:  
“I am no longer experiencing gender base violence since I started attending the Gender Links workshops. The workshop really helped to reduce abuse in my family. My business grows fast, many people start flocking to me asking how I managed to be where I am today. I became a role model in my village because people look at me for financial advice and good advice in term of their own wellbeing.”  Ely Paulus from Ongwediva in Namibia.

“Since I started attending the workshops my business is doing well. I am not suffering abuse anymore because I am earning my own money from my business. I can buy my own food and pay school fees for the kids. Now that I am empowered I want to teach other women about entrepreneurial skills that I gained from Gender Links so that women can be empowered in our community. I am no more abuse by my husband as   we made peace with my husband. This happened because now I am making money and can buy food for the house and help our children wherever I can..” Faustina Petrus from Ongwediva in Namibia.

“Prior to this training, I used to suffer a lot. My husband from my second marriage beat me every day. He was extremely violent. He made his own rule, he did whatever he wanted. Getting beaten, being injured and going to the hospital were a routine for me. At that time, I knew nothing and was always submissive. I did not even work, I stayed at home. I was not aware of my rights and accepted violence from my husband. Today, I feel proud. My life has changed a lot. From this training, I learnt to become independent and to stand on my own.”. Danonbal Caserne referred from Ministry of Gender Mauritius. 

Selection of participants: When women are selected they will be asked if they want to start or already have a business and this will inform their eligibility for the programme.  This will help focus the training and group motivation and coherence.   The content is provided in a way which introduces key business concepts in a practical and easy way to understand.  These are core skills needed to start or run a business more effectively and provide a basis on which to expand knowledge in these areas though further training.  

Key is an understanding of financial management skills; core to which is start-up finance, cash flow, pricing and record keeping.  These are presented in an accessible way but need special attention during training as it is usually the most difficult content for participants to grasp.  Extra time and effort is allowed on the programme.   The training can be expanded through out of classroom activities such as field visits to businesses in the area, meetings with local government departments and programmes, participation in trade fairs and the introduction of “experts” into the programme.  Women can share their own experiences 

Key issues to remember;
· Groups may include participants at different levels of learning and this is influenced by 
life experience, business exposure, educational background, income, culture, geography and language.
· The content provides a basic platform but can be adapted according to the groups needs.  Experienced facilitators can add content and anecdotes to enhance the experience and should gauge the groups response.
· The course is aimed at micro level businesses

Course content
The programme focusses on an integrated approach of: 
· Life Skills Training: Life skills including confidence building; writing; public speaking; decision making.
· [image: Ntomboxolo Mrubata_ Bitou Joy Community Laundry_ FLOW Impact Assesement Evalution_Bitou Municipality South Africa _nm21102015]Entrepreneurship Training: Entrepreneurship skills which includes starting up a business; basic business management skills such as financial management, marketing and applying for tenders.
· IT training: Use of computers and Microsoft applications is an essential part of the Phase one process which encourages women to explore and use the computer as a tool for change.   They type up their original business ideas with the help of facilitators.

Learning materials
The course is accompanied by three training manuals in the series called;
· Taking charge: Life skills training manual: Ending Violence Empowering Women.
· Taking charge: Entrepreneurship training manual: Ending Violence Empowering Women.
· Taking charge: IT training manual: Ending Violence Empowering Women.
Collectively these promote personal agency and the potential for economic independence.



The role of the facilitator and trainer
In this context the roles of trainer and facilitator overlap as both are needed.  The following table helps us to understand this.[footnoteRef:1]    [1:  http://www.guilamuir.com/what-is-a-trainer-what-is-a-facilitator/] 
4 Major Differences Between Facilitator and Trainer Roles
Great Facilitator
Great Adult Educator (Trainer)
Is not necessarily a content expert.
Is a content expert.
Is an expert in many forms of group process (including inter-and-intra-group conflict resolution, strategic planning, team building, etc.)
Is not necessarily expert in many forms of group process. Instead, continually develops new methods to help participants achieve specific learning outcomes.
Often helps the group to define and verbalize its own outcomes (e.g. to solve a specific problem or develop a new procedure.) When outcomes are externally prescribed, helps the group develop, implement and “own” action steps to achieve the outcomes.
Most often in corporate, organizational or higher education settings, the trainer does not help each learner group establish its own learning outcomes. (That’s a whole other approach, called Popular Education.) However, the trainer may be involved in implementing and/or analyzing the results of training needs assessments. These should include input from representative (potential) participants as well as other stakeholders.
Sees facilitation as a process to help achieve specific “bits” of broad organizational goals.
Often focuses on training’s impact on actual, discrete job performance or tasks. Trainer may evaluate training’s effectiveness long after the training event takes place.
Elements the Two Roles Share
Both great facilitators and the best trainers…
· Help the group achieve specific outcomes through the use of active, participatory, participant-centered methods.
· Regularly evaluate the process in real time, and can measure how well the participants achieved the stated outcomes at the end of the process.
· Have made themselves familiar with the organizational culture and context in which they are working, and ensure the processes “fit” that culture.
· Stimulate dialogue and interaction between participants, not just between themselves and the participants.


These are useful guidelines.  When training the participants, we need to be both content experts and good facilitators to ensure full participation, goals are set. Goals are reached and aims understood. 

Facilitators need to be familiar with the content and able to transfer this knowledge to participants.  This is not enough and the ability to involve people, ensure everyone participates and learns at their own pace is just as important.  This is a vulnerable group and it is very important for each to feel equally involved and respected.

Workshop guidelines to put the participants at ease
This is a potentially vulnerable group of women and sometimes there are anxieties about the workshops, so it is a good idea to start off with introductions, explanations and an icebreaker.  Allow participants to ask questions.  



Preparation
Always familiarise yourself with the programme and content before a workshop begins
Check in advance that all logistics are in place for the workshop
Always arrive before the group
Introductions at the beginning of a workshop
Introduce yourself to the participants explaining who you are 
Let the participants introduce themselves individually 
Be sure to welcome each person before moving to then next participant.  Give full attention to each delegate as they introduce themselves
Give them information about the programme for the day, when the beaks will be and for how long. Tell them where the toilets are and what time you intend to finish
[bookmark: _Toc316902530][bookmark: _Toc240111597][bookmark: _Toc240104608]Completion attendance registers, distribute manuals and discuss housekeeping rules; especially about punctuality and respecting everyone’s right to participate  
Go through the objectives and the content of the programme
Explain the importance and role of the consent forms which participants have signed and reinforce the importance of respecting one another’s experiences and right to privacy
Participants cannot be forced to share information that they are not comfortable to share
Break the ice
Once the introductions are competed introduce an appropriate activity, such as an icebreaker to build the groups confidence and to feel relaxed.
[bookmark: _Toc316902532][bookmark: _Toc240111599][bookmark: _Toc240104610]Ask participants to state their expectations of the course and write them down on a sticky note and these can be stuck on a flipchart and attached to the wall for reference during the workshop. 
Go through the objectives and the content before you proceed with your programme.
This learning programme introduces a holistic approach to the subject matter presented in this manual, as an introduction to applying acquired knowledge and skills in the workplace.
Workshop administration
GL requires the following administrative tasks at workshops;
· Participants complete an attendance register every morning of the workshops 
· Workshop evaluations are made on the last day of each workshop series 











MODULE THREE BASIC COMPUTER SKILLS

[image: ]

This module will provide participants with the basic knowledge needed to:
· Understand the hardware and software elements of a computer
· Entry level use Microsoft Word and Excel
· Creating a Gmail account
· Using the Internet

	ITEM
	INFORMATION

	Time allocated

	Two Days

	Overview 

	The manual is designed to help participants to learn the basic computer skills which can assisit them to run their businesses.

	Learning 
Objectives 

	Through this module the participants will:
· Understand how a computer works
· Understand how to create and manage documents on Microsoft Word
· Understanding how to use Microsoft Excel.
· Understand how to email and create a Gmail account
· Have the basic knowledge to use google Internet

	Preparation 

	Familiarize yourself with the content of the manual before the training.  
Make sure the venue is available with a projector and screen.
Check catering has been confirmed and confirm numbers with the caterer. 

	Materials 

	Basic computer skills manual
Basic computer skills facilitators guide

	Session type
	Lectures, group work and exercises.  The lessons need to be projected in order for all particpants to have access as the training proceeds

	Monitoring and evaluation 
	Registration forms
Workshop assessment forms


3.1   HOW DOES A COMPUTER WORK

Notes to the facilitator: This is an introduction on how a computer works and the basic components of a computer.  The aim is to provide information that assists the participants to understand the basic components and accessories of a computer.

It is important that all of these modules are taught whilst projecting onto a screen or wall so that all participants can be included.   They are likely t be at different levels of knowledge and experience with hardware and software so encourage those with more experience to help others.  

A computer is an electronic device that can store, recover and process information. You can use a computer to type documents, send email, and browse the internet. You can also use it to do accounting, presentations, games, and more. 

All computers consist of two basic parts:
1. Hardware is any part of your computer that has a physical structure, such as the computer monitor or keyboard.
2. Software is any set of instructions that tells the hardware what to do.

Computers come in different shapes and sizes. 
	[image: A desktop computer]
	Many people use desktop computers at work, home, school, or the library.

They can’t be carried around easily and usually stay in one place. 


	[image: Image result for laptop]
	Laptops are more portable than desktop computers, allowing you to carry and to use them almost anywhere.

They have everything that the desktop does but is all in one place. 

	[image: https://s3-eu-west-1.amazonaws.com/somc.cs.faveo.product-images/xperiav.png]
	Today, there lots of everyday devices that are basically specialised computers, even though we don't always think of them as computers think of them as computers. Even cell phones (smartphones) can be used as computers.   You can use kind of phone to transfer money, send messages and work on the Internet.



What is an operating system? All computers have a “brain” and this is called the operating system and this runs a computer. It manages the computer's memory, processes, and all of its software and hardware. Without an operating system, a computer won’t work.[image: Operating System (OS) Diagram]
Computer operation system. Picture source: http://www.webopedia.com/TERM/O/operating_system.html


Booting is the process that occurs when you press the power button to turn your computer on. Once the operating system has started up, it manages all the software and hardware on the computer.  


What is an application? 
You may have heard people talking about using an application or an app. But what exactly does that mean? An application (or app) is a type of software that allows you to perform specific tasks. [bookmark: _GoBack][image: ]2


App is a very common term for an application, especially for simple applications that can be downloaded cheaply or even for free. Many apps are also available for mobile devices.

Types of desktop applications
There are countless desktop applications out there, and they fall into many different [footnoteRef:2]categories. Below are just a few types of applications that you might use: [2:  https://www.dreamstime.com/stock-illustration-computer-applications-internet-concept-creative-abstract-web-software-business-communication-technology-desktop-pc-cloud-image45284874] 

· Word processors: A word processor allows you to write a letter, design a flyer, and create many other kinds of documents. The most well-known word processor is Microsoft Word.
· Web Browsers: A web browser is the tool that you use to access the World Wide Web. Examples of browsers include Internet Explorer, Firefox, and Google Chrome.
· Games: There are many different games that you can play on a computer. 

Basic components of a computer

A Key board [footnoteRef:3] [3:  https://www.digitalunite.com/sites/default/files/images/keyboard850.jpg] 

[image: ]



A mouse
This is a way to control what the computer does

	With a desktop computer a separate mouse is attached to the computer.  A mouse needs to be always be used on a flat surface and must face the computer.  
	[image: Image result for computer mouse]

	On a laptop the mouse is built into the computer.  This type of mouse is controlled with a finger moving where the mouse needs to be on the screen.  You can use both types when you use a laptop.
	[image: Image result for computer mouse on laptop]



[image: Related image]A monitor or screen.

 Every computer has a screen.  A desktop computer has a separate screen and a laptop this is built in.






3.2 USING A COMPUTER TO CREATE DOCUMENTS

Notes to facilitators:  Again please project this module and at each stage ensure that all the women have found that section of the training on the computer in front of them. Do not proceed until they have.  Keep reinforcing the steps as you move on.  In this section the women will transfer their hard copy business plan onto a word document as part of the training.

The aim is to motivate participants to see the computer and applications as tools for running a business. This needs to be the emphasis of the training and to create a level of technical empowerment for the participants.

Using the computer to create a document
[image: Related image]On the computer you can create a new document or work on an existing document which you have already saved.  First you need to start the computer using the start button.   

Everyone sets up their computer in different ways and this can be confusing when not every screen looks the same.  This is because people set up the computer for their own needs.

When you start up the screen will change and show you different options to use on your computer.   You will find icons for opening documents, accessing the internet or email, finding all the programmes that are on the computer; amongst other applications.

[bookmark: _Toc366841753]The most common way of creating a word document is to use Microsoft Word.

Microsoft Word 2010
Word 2010 is a word processor that allows you to create various types of documents such as letters, papers, flyers, faxes and more.  The Ribbon contains all the commands you'll need to do common tasks. It contains multiple tabs, each with several groups of commands. 

[image: Overview of the ribbon]

Creating and Opening Documents
[image: ]Word files are called documents. Whenever you start a new project in Word, you'll need to create a new document, which can either be blank or from a template.  There are many different options that you can find and use to make documents look smarter or more interesting.  These templates can be changed to suit your own needs. 

They include templates for pamphlets, letters and business cards.
[image: Business cards (Level design)]

You'll also need to know how to open an existing document which have already worked on.  You can save a document you have worked on to keep working on them late.

To Create a New, Blank Document:
· Click the File tab. 
· Select New.
· Select Blank document under Available Templates. It will be highlighted by default. 
· Click Create. A new, blank document appears in the Word window.

[image: Creating a new document]

To Open an Existing Document:
· Click the File tab. 
· Select Open. The Open dialog box appears. 
· Select your document and then click Open.


Microsoft Word also allows you to copy and paste text from;
· [image: Image result for microsoft 2010 cut and paste]Different places in the same document
· Between different documents that you are working on
· [footnoteRef:4]From other documents that allow you to copy information such as from the Internet [4:  https://www.google.com/search?q=microsoft+2010+cut+and+paste&client=firefox-b&dcr=0&source=lnms&tbm=isch&sa=X&ved=0ahUKEwidrrGtm4fZAhVpCMAKHdakBKoQ_AUICigB&biw=1525&bih=730#imgrc=lIZpizh4JnPiBM:] 


To Copy and Paste Text:
1. Select the text you wish to copy.
2. Click the Copy command on the Home tab. You can also right-click your document and select Copy. 
3. Place your insertion point where you wish the text to appear.
4. Click the Paste command on the Home tab. The text will appear.

[image: Related image]
 


[bookmark: _Toc366841751]




3.3 USING MICROSOFT EXCEL TO MANAGE FIGURES AND FINANCE MANAGEMENT 

[bookmark: _Toc366841752]Notes to facilitators:   This section is likely to take longer so please make time to complete if the group needs more time.  In this section the women will transfer their hard copy cash flow onto an Excel spreadsheet as part of the training.  
The aim is also to promote the use of the computer and software as a tool for running a business and to create a level of technical empowerment for the participants.

Excel 2010
[image: http://content.gcflearnfree.org/topics/175/_img.png]
Excel 2010 is a spreadsheet application in the Microsoft 2010 Office Suite. Excel allows you to store, manipulate and analyze data in organized workbooks for home and business tasks. New innovations in Excel 2010 include the enhanced data viewing features of Sparklines and Slicers. 
Introduction


Row
A row is a group of cells that runs from the left of the page to the right. In Excel, rows are identified by numbers. Row 15 is selected in the image below.
[image: http://gcflearnfree.org/weborbassets/uploads/ID_82/row15.png]
Name Box
The Name box tells you the location or the "name" of a selected cell. In the image below, cell B4 is in the Name box. Note how cell B4 is where column B and row 4 intersect.
[image: http://gcflearnfree.org/weborbassets/uploads/ID_82/Namebar_2.png]
Quick Access Toolbar
The Quick Access Toolbar lets you access common commands no matter which tab you are on. By default, it shows the Save, Undo, and Repeat commands. You can add other commands to make it more convenient for you.
[image: http://gcflearnfree.org/weborbassets/uploads/ID_82/quickaccesstoolbar.png]
Zoom Control
Click and drag the slider to use the Zoom control. The number to the left of the slider bar reflects the zoom percentage.
[image: http://gcflearnfree.org/weborbassets/uploads/ID_82/zoom_2.png]
Page View
There are three ways to view a spreadsheet. Click on a page view button to select it.
• Normal view is selected by default, and shows you an unlimited number of cells and columns. It is highlighted in the image below.
• Page Layout view divides your spreadsheet into pages.
• Page Break view lets you see an overview of your spreadsheet, which is helpful when you are adding page breaks.
[image: http://gcflearnfree.org/weborbassets/uploads/ID_82/pageviews2.png]
Horizontal Scroll Bar
You may have more data than you can see on the screen all at once. Click and hold the horizontal scroll bar and slide it to the left or right depending on what part of the page you want to see.
[image: http://gcflearnfree.org/weborbassets/uploads/ID_82/horizontalscroll.png]
Worksheets
Excel files are called workbooks. Each workbook holds one or more worksheets (also known as "spreadsheets").
Three worksheets appear by default when you open an Excel workbook. You can rename, add and delete worksheets.
[image: http://gcflearnfree.org/weborbassets/uploads/ID_82/worksheets2.png]
Formula Bar
In the formula bar, you can enter or edit data, a formula, or a function that will appear in a specific cell. In the image below, cell C1 is selected and 1984 is entered into the formula bar. Note how the data appears in both the formula bar and in cell C1.
[image: http://gcflearnfree.org/weborbassets/uploads/ID_82/web_formulabar.png]
Column
A column is a group of cells that runs from the top of the page to the bottom. In Excel, columns are identified by letters. Column L is selected in the image below.
[image: http://gcflearnfree.org/weborbassets/uploads/ID_82/columnL_2.png]
Ribbon
The ribbon contains all of the commands you will need in order to do common tasks. It has multiple tabs, each with several groups of commands, and you can add your own tabs that contain your favorite commands. Some groups have an arrow in the bottom-right corner that you can click to see even more options.
[image: http://gcflearnfree.org/weborbassets/uploads/ID_82/ribbon.png]
 Working with Excel Environment
The Ribbon is where you will find the commands you need to do common tasks in Excel. 

[image: Overview of the Ribbon]

Creating and Opening Workbooks
Excel files are called workbooks. Each workbook holds one or more worksheets (also known as "spreadsheets").
To Create a New, Blank Workbook:Click the File Tab. Select New.
1. Select Blank workbook under Available Templates. It will be highlighted by default.
2. Click Create. A new, blank workbook appears in the Excel window. Creating a new workbook
3. To save time, you can create your document from a template, which you can select under Available Templates. We will talk more about this in a later lesson.

[image: Row 4, Column D]To Open an Existing Workbook: 
1. Click the File tab. 
2. Select Open. The Open dialog box appears. 

Opening a workbook
Select your desired workbook and then click Open.
[image: Image result for MICROSOFT EXCEL BLANK DOCUMENT]You will need to know the basic ways you can work with cells and cell content in Excel to be able to use it to calculate, analyse, and organize data. Cells are the basic building blocks of a worksheet. Cells can contain a variety of content such as text, formatting attributes, formulas, and functions. To work with cells, you'll need to know how to select them; insert content; and delete cells and cell content. 

Each rectangle in a worksheet is called a cell. A cell is the intersection of a row and a column.

[image: Cell address]Each cell has a name, or a cell address based on which column and row it intersects. 

The cell address of a selected cell appears in the Name box. Here you can see that C5 is selected.

Simple Formulas in Excel 2010
[image: Launch "Simple Formulas in Excel 2010" video!]
A formula is an equation that performs a calculation. Like a calculator, Excel can execute formulas that add, subtract, multiply, and divide.

Creating Simple Formulas
Excel uses standard operators for equations, such as a plus sign for addition (+), a minus sign for subtraction (-), an asterisk for multiplication (*), a forward slash for division (/), and a caret (^) for exponents.The key thing to remember when writing formulas for Excel is that all formulas must begin with an equal sign (=). This is because the cell contains, or is equal to, the formula and its value.

 Creating Formulas with Cell References
When a formula contains a cell address, it is called a cell reference. Creating a formula with cell references is useful because you can update data in your worksheet without having to rewrite the values in the formula.

To Create a Formula Using Cell References:
1. Select the cell where the answer will appear (B3, for example). 

[image: Selecting cell B3]
Selecting cell B3
2. Type the equal sign (=).
3. Type the cell address that contains the first number in the equation (B1, for example). 
[image: Entering a formula in B3]
4. Type the operator you need for your formula. For example, type the addition sign (+).
5. Type the cell address that contains the second number in the equation (B2, for example). 
[image: Entering a formula in B3]
Entering a formula in B3
6. Press Enter. The formula will be calculated and the value will be displayed in the cell. 
[image: Result in B3]
Result in B3
If you change a value in either B1 or B2, the total will automatically recalculate.
[image: Result in B3] 

You may be familiar with common functions like sum, average, product or count, but there are hundreds of functions in Excel, even for things like formatting text, referencing cells, calculating financial rates, analyzing statistics, and more. 

In this lesson, you will learn the basics of inserting common functions into your worksheet by utilizing the AutoSum and Insert Functions commands. You will also become familiar with how to search and find various functions, including exploring Excel's Functions Library.

To Create a Basic Function in Excel:
1. Select the cell where the answer will appear (F15, for example) 
2. Type the equal sign (=) and enter the function name (SUM, for example). 
3. Enter the cells for the argument inside the parenthesis. 
[image: Adding cells to the function argument]
4. Press Enter and the result will appear. 



You can manage stock on Excel
[image: http://pad1.whstatic.com/images/0/0f/Create-an-Inventory-List-in-Excel-Step-3-Version-3.jpg]
Source: http://www.wikihow.com/Create-an-Inventory-List-in-Excel#/Image:Create-an-Inventory-List-in-Excel-Step-3-Version-3.jpg

You can do your cash flow on Excel

[image: http://www.planware.org/images/cash-2.gif]
Source: http://www.planware.org/cashshot.htm

Now use the cash flow projections in your entrepreneurship manual (on page 53) to create cash flow projections in Excel.

Start-up finance can also be done on Excel
[image: http://www.bplans.co.uk/common/gifs/qa/bplans/BPP2003-startupexpenses.gif]Using Excel to do you’re budgeting, forecasting and to manage your cash flow will make managing your finances easier before and after you start a business. 
Use the start-up finance example in your manual to create a template in Excel.
You can also do simple calculations on Excel like your monthly income and expenses in an easy way like the example in your entrepreneurship manual which you can create in Excel. [footnoteRef:5] [5:  http://articles.bplans.co.uk/starting-a-business/estimating-realistic-start-up-costs-2/358
] 

Template for managing monthly expenses that can guide you and be created in Excel.
	EXPENSES IN THE BUSINESS
	INCOME IN THE BUSINESS

	ITEM
	COST
	ITEM
	AMOUNT

	Rent
	 
	Sales
	 

	Water and electricity
	 
	Other
	 

	Owners salary
	 
	 
	 

	Wages for employees
	 
	 
	 

	Transport
	 
	 
	 

	Insurance
	 
	 
	 

	Telephone/faxes/email
	 
	 
	 

	Cleaning
	 
	 
	 

	Loan repayments
	 
	 
	 

	Stock
	 
	 
	 

	Other
	 
	 
	 

	TOTAL
	 
	TOTAL
	 




[bookmark: _Toc366841755]

3.4 Email Basics

Notes to facilitators:  Once again the emphasis is on the application to enhance both personal and economic agency.  Through this section please check who does not have an email account and please assist them to create one.
                             
[image: http://content.gcflearnfree.org/subjects/24/_img.png]Are you interested in communicating online with friends, family and colleagues? The topics in Email Basics will teach you the essentials of email, in addition to other popular ways to communicate online in today's world. 
[image: http://content.gcflearnfree.org/topics/187/_img.png]
Gmail is a popular, web-based email service provided by Google. Learn the basics of how to compose, send and respond to emails. 




Introduction

[image: Lesson 1]Gmail (also called Google Mail) is a free email service provided by Google. In many ways Gmail is like any other email service: you can send and receive emails, block spam, create an address book, and do other basic email tasks. But it also has some more unique features that help to make it one of the most popular email services on the web.   First you need to create a Google account.

Google Accounts
Creating a Google Account will be needed to access Gmail because this email service is one of the many services offered by Google to registered users. Signing up for a Google Account is free and easy, and naming your new Gmail address will be a part of the sign up process. This means whenever you're signed in to Gmail, you are automatically signed in to your Google Account. You'll be able to easily access other Google services like Google Docs, Calendar, YouTube, and more. Creating a Google Account also means that you'll be a part of Google+, Google's social networking service.

[image: Lesson 2]Gmail has a wide range of features, ranging from standard features that all email services have (such as the ability to send and receive emails. 
Get to Know the Gmail Interface
When you're working with Gmail, you'll mostly be using the main Gmail interface. This window contains your inbox, and it allows you to navigate to your contacts, Mail settings, and more. Also, if you use other Google services such as YouTube or Calendar, you'll be able to access them from the top of the Gmail window.Search Box
If you're having trouble finding an important email, you can start typing in the Search box to find it.
Action Buttons
The action buttons are located just above the inbox. When no message is selected the available actions are Select all and Refresh.
When a message is selected, several buttons will appear above the inbox. You can use these options, including Archive, Report spam, and Delete, to help organize your messages.
[image: http://gcflearnfree.org/weborbassets/uploads/ID_51/window_gmail_menubar.png]
Other Google Services
Signing up for Gmail automatically creates a Google account, giving you access to other Google services like Drive, Calendar, and more at the top of the screen.
Gmail Drop-Down Menu
The Gmail drop-down menu allows you to navigate to your Mail, Contacts, and Tasks List. 
If you're ever lost, you can just click the Gmail option to go back to the default view.
[image: http://gcflearnfree.org/weborbassets/uploads/ID_51/window_gmail_dropdown.png]
Labels
Labels allow you to organize the messages in your inbox. You can apply more than one label to any message, and create new labels to organize your messages any way you want. 
You can also choose colors for your labels to help them stand out.
Left Menu Pane
The left menu pane allows you to Compose a new email, navigate to your Mail, view your Sent Mail, manage your Labels, and more.
Inbox
Your inbox is where your received messages will appear. You can click on a message to read it.
Gear Icon
Whenever you want to change your settings, simply click the gear icon and select Settings. You can also select Help if you're having trouble.
 

Setting up a Gmail account is easy. You will begin by creating a Google Account and during the quick sign-up process you will choose your Gmail account name. In this lesson, we'll show you how to set up your Google Account for Gmail, add and edit contacts, and edit your mail settings.

Setting Up a Gmail Account
To create a Gmail (Google Mail) address, you'll first need to create a Google Account. Gmail will redirect you to the Google Account sign up page. You'll need to provide some basic information like your name, birthday, gender, and location. You will also need to choose a name for your new Gmail address. Once you create an account, you'll be able to start adding contacts and adjusting your mail settings.
[image: Screenshot of Gmail]
To Create an Account:
1. Go to www.gmail.com.
2. Click Create an Account. 

3. Gmail will redirect you to the Create a new Google Account window. 
[image: Screenshot of Google Account]You will now need to fill out a form with your information.  Type your first name and last name.
4. Type the Google username you want to use. This will become your Gmail email address. Google checks the availability of the username to make sure that name hasn't already been taken. 
5. [image: Screenshot of Gmail]Type your desired password. Just like with any online service, it's important to choose a strong password - in other words, one that is difficult for someone to guess. When you type your desired password, Gmail will tell you whether it is strong enough, and if it's not strong enough you can modify it. For more information, check out Passwords: The First Step to Safety in our Internet Safety tutorial. 
6. Enter your birthday month, day, and year. Select your gender. 
[image: Screenshot of Google Account]

7. [image: Screenshot of Google Account]Review the Terms of Service and Privacy Policy and click on the box to accept.
8. Review the About personalization and click the box if you would like to participate in Google +1 content and ads. We will leave the box empty. Click Next step to continue. 
9. The Create your profile page will appear. Google welcome page will appear. This page will help explain the basics of your Google account and remind you of your Gmail address and Google username. 

Signing in to Your Account
When you first create your account, you will be automatically signed in. Most of the time, however, you'll need to sign in to your account, and then sign out when you're done with it. Signing out is especially important if you're using a shared computer (for example, at a library or office), because it prevents other people from viewing your emails.

To Sign in:
1. Go to www.gmail.com.
2. Type your username (your email address) and password, and then click Sign in. 
[image: Screenshot of Gmail]
To Sign out:
· In the top-right corner of the page, click your name and select Sign out. 

Now that you've created a Gmail account, you can start sending email messages. Writing an email can be as simple as just typing a message, or you can use text formatting, attachments, and a signature to customize your message.

Sending Email
When you write an email, you'll be using the compose window. This is where you'll add the email address of the recipient(s), the subject, and the body of the email, which is the message itself. You'll also be able to add various types of text formatting as well as one or more attachments. If you want, you can even create a signature that will be added to the end of every email you send.

The Compose Window
Click the buttons in the interactive below to learn about the different parts of the compose window.

To Send an Email:
1. In the left menu pane click the Compose button. 
[image: Screenshot of Gmail]
Composing a new email
The compose window will appear in the lower-right corner of the page.  
In the Body field, type your message. When you're done, click Send. 
[image: Screenshot of Gmail]


3.5 Browsing the web 

Notes to the facilitator:  It is important for women to become technologically informed. The Internet is a powerful tool for gathering knowledge and information. Actively browse websites with the participants that pertain to local conditions.  This can include local enterprise development agencies, funders, suppliers and other relevant areas of business.  Show women how to extract images and free templates to enhance their business professionalism.

Introduction
[image: Image result for EASY GUIDE TO CHROME]It's possible to think of the internet as the world's biggest library - but instead of books, its shelves contain billions of individual web pages.  Imagine being in such a vast library. It would take forever to find what you were looking for! Every library has an index to help you track down the book you want. The internet has something similar in the form of 'search engines'.
Search engines are special websites that have indexed billions of pages - and make it easy for you to find a website or page in an instant. Popular search engines include Google, Yahoo!, and Firefox.
[image: Related image]To get to a search engine you just need to go to your browser's address bar and type in the address of the search engine website, or you can use the search box that's usually found in the top right-hand corner of a browser.
Using key words to find what you want
If you wanted to search shops shopping centres in Johannesburg, you could type  Shopping centres  in Johannesburg  into the search box and then either press 'Enter', or click on 'Search' or the search symbol (which can be a magnifying glass).

You'll get a list of the most popular web pages that contain the words you typed in.
You could search again using more key words. So instead of just Shopping centres in Johannesburg, you could add the word shoes. Now your search results should give you pages of shops that sell shoes.  If you know what the website address is then you can type this in the space next to Address.  For example, type http:/www.genderlinks.org.za.
There are two arrow symbols at the top of your browser window - one pointing left (which is the back icon) and the other pointing right (which is the forward icon). 

If you want to go back to a previous page, you can click or tap on the back icon. Similarly, you can use the forward icon to go forwards. 

[image: Image result for google back and forward]You may also want to reload the same page - for example, if it's a breaking news story that is being regularly updated. 

Some browsers refer to this function as 'refreshing' a page. Depending on your browser, the symbol for 'reload' or 'refresh' may appear as a circular arrow or arrows.

How can you use the Internet for your business?  Adapted from http://smallbusiness.chron.com/benefits-businesses-using-internet-322.html

The Internet has allowed emerging businesses to increase both visibility and revenue (income), and the ability to reach more people than ever before. 

Before the Internet a new business would need to rely on advertising locally, printing pamphlets or putting notices in people’s letter boxes. The Internet has given business an opportunity to reach many more people and customers. [image: Image result for business on the internet]
Source: http://moviecom.tv/tag/internet-marketing-requires/


The World Wide Web operates 24 hours a day, seven days a week. Businesses that sell ready-made products benefit most from this advantage. By creating an Internet store, these entrepreneurs have the ability to maintain a virtual retail shop that never closes, affording the owner the possibility of literally making money in their sleep. Opening and maintaining an online store costs much less than setting up a physical shop. 

The Internet makes it easy to stay in contact with your customers via email and online networking tools such as discussion boards, chat rooms, and social networking sites like Facebook. 

Using Internet communication tools effectively, you can keep up a continuous dialogue with customers and prospects.  You can send special offers and announcements to existing customers via email and keep customers aware of new products or services. [image: Image result for business website examples baking]
Source: https://www.template.net/design-templates/menu/bakery-menu-template/


A website can be colourful and show off products, allow people ot order and pay online and to ask questions about the business.

Browsing the Internet 
There are several options for how we browse and navigate through web pages. Traditionally, we click on links to go to new web pages. We may use the Navigation Buttons to navigate back and forth between pages. However, as we further our browsing, sometimes our computer desktop becomes cluttered with new windows and our navigation can become tedious. 

Browsing with Tabs
If you are doing more extensive browsing and perhaps want to switch between pages or have more than one page open at a time, then you may consider browsing with tabs. This option keeps your open pages organized and easily accessible, especially with the new Tab Groups feature that color-codes your related pages and arranges them next to each other.
[image: Browser Tabs]Browser Tabs
You can open pages in tabs while still remaining in the same window. Then you may navigate through the tabs at the top of the page to select and view the web pages you desire.


To Open a New Tab:
1. Locate and click on New Tab.
[image: New tab]

Opening a New Tab
2. The What do you want to do next? page will appear with several options you may choose from. Otherwise, you can enter a new address or search to open the page you desire in a new tab.
[image: New tab page]New Tab Page Options
To make navigation easier, you can preview your tabs by clicking on the Quick Tabs button and then selecting the tab you desire.
[image: Quick tabs]Quick Tabs Preview
Tab Groups
In order to use Tab Groups, you will need to open a new page by right-clicking on the desired link and selecting Open in New Tab.
[image: Open New Tab]
Open in New Tab
Related pages will be grouped and color-coded for easier access. You may see a list of the tabs by clicking on the Tab List drop-down button.
[image: Tab Groups]Tab Groups
Some links are coded to open in a new window and this option may be fine. However, sometimes having a lot of open windows on your desktop can get a bit confusing, so you may want to get into the habit of selecting Open in New Tab when clicking on links.
Internet Explorer 8 Toolbars
[image: Launch video!]
Toolbars allow for one-click access to the menus, functions and features of the web browser. Once you understand the Internet Explorer Toolbars, your browsing experience will become more convenient and even tailored to your specific needs. For example, you can place your favorite websites in the Favorites Bar for faster, one-click access.
In this video, you will learn about the various toolbars and how they can be customized to suit your needs.

The toolbar menu
The Favorites Bar, Command Bar and Status Bar are all standard toolbars in Internet Explorer. Review the interactive below to learn about the various toolbars and their convenience and function. 
Customize toolbars
Now that you have a better understanding of the toolbars, you may choose to customize them to suit your needs. You may hide toolbars, rearrange them in the browser or change the look of the icons. You can even add, remove or reorder toolbar buttons.

Toolbar Menu and View Options
Right-click in the toolbar area to access the Toolbar Menu. Click on the box to the left of each Toolbar to hide or show it in the browser.
[image: Toolbar Menu]
Toolbar Menu
If you want to rearrange the placement and view of toolbars, uncheck the Lock the Toolbar option. You can then click on the dotted line to adjust the view of the toolbar. You can also click and drag toolbars to adjust their placement in the browser.
[image: Expand Toolbars]Reduce or Expand Toolbars
Customise toolbar
There are several options for customizing the view of the buttons, icons and text in the toolbar. Select Customize from the Toolbar Menu and adjust the settings as desired.
[image: Customize Toolbar Options]Customize Toolbar Options
To Add or Remove Commands:
1. Click on Add or Remove Commands... from the Customize options.
2. As desired, select a Toolbar Button and then click on Add or Remove.
3. Click on Move Up or Move Down to change the order of the icons in the Command bar.
4. Click on Close when finished.
[image: Customize Toolbar Options]Customize Toolbar
Customize your home page
You may wish to change Internet Explorer's default home page to a page that you desire. Click on Tools in the Menu Bar and select Internet Options.
[image: Access Internet Options]
Access Internet Options
Type the URL address of the web page you want to be your home page. You may add more than one address and Internet Explorer will open them as home page tabs. For example, you may wish to check your email and your Facebook page on a regular basis, so it may be convenient to add each of the sites as your home page tabs. 

Google Chrome as an Internet Browser  (adapted from https://www.howtogeek.com/287721/the-complete-guide-to-mastering-tabs-in-google-chrome/

Google Chrome is the most resent browser developed by Google.[image: Image result for chrome browser] This has many new features and the screens you might see when opening Chrome can include:
[image: Image result for chrome browser]
This may be confusing until you get use to it.

How to Open, Pin, and Close Tabs
To open a new tab on Chrome, click the New Tab button. To close a tab, click the X on each tab on Windows.  If you want to reorder tabs, you can click and drag them around to fit your needs. 

Similarly, if you want a tab to open in a new window, drag it out of the current browser window, and drop it elsewhere on your desktop. Right-click on any open tab and check out the options available to you.

Closing tabs is easy, as we discussed, but if you have a lot of tabs open and you don’t want to close every single tab one by one, you can right-click on the one you want to keep and choose “Close Other Tabs”.  








87% RECORDED LESS OR MUCH LESS VIOLENCE


54%  FOUND NEW MARKETS


COMPUTER UAGSE INCREASED BY 50 PERCENTAGE POINTS
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Figure 4.5 Use of IT before and after project: region

Before	
Use a computer	Have an E Mail address	Surf the Internet eg for google	Have a Facebook account	Have a Twitter account	Have a website or space on a website	0.18141592920353983	0.12743362831858399	0.12920353982300886	0.14247787610619475	5.3097345132743383E-2	3.2743362831858421E-2	After	
Use a computer	Have an E Mail address	Surf the Internet eg for google	Have a Facebook account	Have a Twitter account	Have a website or space on a website	0.67699115044247837	0.48141592920353982	0.32300884955752235	0.15663716814159298	9.1150442477876195E-2	7.3451327433628352E-2	
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