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I n t r o d u c t i o n Making IT Our Own

Training Sessions
The training material is divided into learning blocks called sessions. These 
sessions constitute a cohesive curriculum as they are currently laid out in 
the manual. In addition, they can be re-organized to focus on a particular 
theme, toolset or skill level. This process is described in detail in Steps to 
Assembling a Training, and a few pre-assembled agendas are included in 
the Appendix. 

Each session follows a consistent structure. A short introduction lays out 
the objectives for the session as well as the concepts and tools covered. 
This is followed by skill-building activities, each of which first sets the 
contextual relevance of the tool using everyday scenarios from the life of 
four imaginary characters (described in the Profiles section that follows).  
It then walks through the actions needed to learn the technology, using the 
following format:

•   This formatting indicates the action that everyone undertakes, whether it is clicking 
on a button, going through a sequence of steps, or logging into an application. 
This font style is used to indicate a button name or text that users see on 
the computer, while this font style is used to highlight a terminology or text that 
needs to be typed in.

•  This formatting indicates instructions, guidelines, and tool tips associated 
with the action that facilitators share with participants.

•  It is also used to indicate talking points or optional discussions on a 
particular topic.

Icons Used in the Manual

Computer required

Internet required

 Internet needed, but workarounds possible in case  
of bad connectivity

 Newer versions of or specific application required

:
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the objectives for the session as well as the concepts and tools covered. 
This is followed by skill-building activities, each of which first sets the 
contextual relevance of the tool using everyday scenarios from the life of 
four imaginary characters (described in the Profiles section that follows).  
It then walks through the actions needed to learn the technology, using the 
following format:

•   This formatting indicates the action that everyone undertakes, whether it is clicking 
on a button, going through a sequence of steps, or logging into an application. 
This font style is used to indicate a button name or text that users see on 
the computer, while this font style is used to highlight a terminology or text that 
needs to be typed in.

•  This formatting indicates instructions, guidelines, and tool tips associated 
with the action that facilitators share with participants.

•  It is also used to indicate talking points or optional discussions on a 
particular topic.

Icons Used in the Manual

Computer required

Internet required

 Internet needed, but workarounds possible in case  
of bad connectivity

 Newer versions of or specific application required

:
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