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KEY TERMS 
1. Authoring tools: These are applications which enable us to 

construct multimedia educational materials. 

2. Blog: This is a website which chronologically compiles 

texts and articles of different authors, the most recent 

appearing first. 

3. Collaborative projects: These are work groups created on 

the Internet, in which their members conduct a joint 

project with everyone actively involved. 

4. Digital competence: This refers to the skills required to use 

digital technologies, communication tools and networks in 

order to access information and manage it in a critical and 

secure manner. 

5. Digital literacy: The process by means of which a person 

learns to use ICT in order to produce, present and 

exchange information and knowledge. 

6. Educational resources: These refer to materials which 

have been created for the purpose of facilitating the 

teaching-learning process. 

7. Free software: These are computer programs whose users 

are free to copy, distribute, study and modify them. 

8. Hyperlink: An option available in Open Office tools which 

enables us to link the contents of the document to other 

documents and web pages. 

9. ICT (Information and Communication Technology): This 

refers to a set of technologies which enable us to manage 

information and process it, transmit it and share it. 

10. Information Society: This is a society in which 

technologies are used to facilitate the creation of 

information and its distribution and shared use. 

11. Java: A programming tool which enables us to create 

computer applications. 

12. Knowledge Society: This is characterized by knowledge 

being the main component of any kind of activity and 

regards ICT as a factor for social change. 

13. Software: This refers to all the programs and data which 

are stored on a computer. 

14. Wiki: A collaborative learning tool whose pages can be 

edited by its users, who can create, modify or delete the 

text they share. 



 



 

QUESTIONS 
Can you imagine using the Internet and the resources and tools it offers in your classroom? 
Do you think it would become just another teaching-learning tool in your classroom? 
How do you think these tools can help you in your teaching work? 

 



 



  



 



 



  



 

WRITER 
A word processor for creating and transforming or editing 
documents. It enables you to open practically all the files 
created with Microsoft Word. 

CALC 
Spreadsheet for operating, analysing and presenting 
data in numerical reports or by means of charts. It is 
compatible with Microsoft Excel. 

BASE 
This is an application which enables you to handle 
databases similar to Microsoft Access. It enables you to 
create and modify tables, forms, queries and reports. 

DRAW 
This is an editor which allows you to design different 
types of charts, from diagrams to dynamic 3D 
illustrations. 

MATH 
This is a component for creating and editing 
mathematical formulas directly in the equation editor. 

IMPRESS 
Program for creating and editing multimedia 
presentations like Microsoft PowerPoint. 
 

EXAMPLE: CREATION OF MATERIALS 

To start working, access the Apache Office website and download the program, in order to create educational materials 
with Writer, Calc and Impress. 
In the section titled “Material” you can obtain the link to a wiki which offers a tutorial on the handling of these tools. 



  



  



 



 

 

  

You can create word 
searches or lotuses 
with images (go to 
the “Material” 
section to create 
lotuses). 

This provides the 
option of protecting 
the sections, 
enabling you to 
conduct the 
questionnaires 
directly on the 
computer. 

You can create a 
classroom or school 
newspaper, using 
the available 
options: columns, 
headers, image 
insertion, etc. 

For younger 
children, teachers 
can create their own 
writing data sheets, 
reading sheets with 
pictograms, etc. 

Students can 
present the 
results of 
research work or 
a study with this 
tool. 



 



  

CLASSROOM ACTIVITIES 
In the “Material” section there are links to classroom activities conducted by teachers by means of this tool. 

Regardless of the degree of difficulty, this enables 
you to perform any type of mathematical operation 
for working on all the areas of knowledge. 

For representing data 
from mathematical 
exercises and small 
and large statistical 
tasks. 

Average marks of the 
students. 



 



  

CLASSROOM ACTIVITIES 
Plan a classroom topic for its presentation and do it with Impress. In the “Material” section you can view different web pages with 
examples of applications in the classroom. 

Teachers can prepare a 
presentation to support 
their explanations of a 
topic. 

The students can perform 
research on a topic and 
present the results with 
Impress slides, using the 
hyperlink option. They can 
also perform a 
photographic or image 
compilation work and put 
on a slide show with 
different transition, music 
and sound effects. 

Students can prepare a topic 
and present it to the rest of 
the class using Impress. 



 



  



 



 



 

BROWERS 
These are computer programs (software) whose function is to make the web pages hosted on the Internet visible and to access their contents 
(videos, files, etc.). 
They are free and can be downloaded and installed on the computer. It is important to always have the latest version installed. 
The most popular are Google Chrome, Mozilla Firefox, Internet Explorer, Microsoft Edge and Safari. Some are integrated into the operating 
system, like Internet Explorer for Windows. 

SEARCH ENGINES 
These are programs which you can use to find the information you are searching for at any given time. 
Not all of them do so in the same way. Some do it through keywords they search for on their databases (search engines), others search through topics or 
categories (search indexes) and others do so through the databases of other search engines (meta search engines). 
Some of the most widely used are: Google, Bing, Yahoo and AsK. 



  



 



  

AUTHOR 
When accessing information, make sure that 
the author’s name appears; value the 
author’s knowledge and experience of the 
topic and decide whether the content is 
really what you are looking for. 

WEB PAGE 
Check if the content is updated frequently, 
assess whether it is aimed at the general 
public or people specializing in the subject 
and, if it provides links to other pages, check 
they are working. 

WHAT TYPE OF INFORMATION DO YOU 
NEED AND WHAT FOR? 

Specify your search, establishing whether 
you need articles, opinions, links, etc. 



 



 



 



 



  

JClic 
This enables you to create different types of educational activities which, as 
they are created, are grouped into what is called a project. 



 

 

  

JClic 
You can install it on your computer via the website itself. As it is a Java application it is necessary to also install this file, which is 
downloaded with the JClic components. You must click on each of the components and follow the installation instructions. 



 



 



 

  

JIGSAW PUZZLES 
This involves rebuilding information which appears out of order. The 
information can be graphic, textual or sound or combine graphic and 
sound aspects. 

TEXT ACTIVITIES 
The exercises are based on words, phrases, letters and paragraphs of 
a text which must be completed, understood, corrected or put in order. 
You can include images and windows with active content. 

 

EXPLORATION ACTIVITIES 
These are made up of a single set of information. 

WORD SEARCHES 
They consist of finding words hidden in a grid of letters. 

WRITTEN RESPONSE ACTIVITIES 
These are solved by writing a text, which may be a word or 
phrase. 

MEMORY GAMES 
This involves discovering pairs of equal or related elements 
which are hidden. 

CROSSWORDS 
The boxes must be filled in according to the definitions, which may be 
textual, graphic or sound. 

ASSOCIATIONS 
The aim is to discover the relationships which exist between two sets 
of information. 



 



  

DOWNLOAD ARDORA 
In order to use Ardora you do not need to install it on your computer, you only need to download the exe file, which will automatically unzip the files 
it contains. It is also necessary to have the Java plug-in installed on your computer. If you do not have it, you can download it from the Ardora 
website. Access the link and download the file in order to conduct activities with this tool. 
Off you go! 



 



 



 

ARDORA TUTORIAL 
To facilitate your task, in the “Material” section you 
have a link to an Ardora mini-tutorial. 



 



 



 



 

  Jcloze 
This is used to perform gap-filling exercises. A text is presented in which, instead of words, a gap appears. They may be both 
sentences and paragraphs. You have the option of receiving hints, or letters appear each time you press for help. Very useful for 
children who have begun to read and write fluently. 
 

Jquiz 
This enables you to create answer-ticking or short-answer exercises. Questions are asked and the right alternative or alternatives 
must be ticked. It can be used to create a questionnaire or a multiple-choice test. 

Jcross 
This application allows the creation of crossword puzzles. A grid is created in which the crossword is constructed, with the 
definitions we regard as suitable. 

Jmatch 
This allows the creation of association exercises. In this type of exercise there appears a drop-down with several options, from 
which you must choose the correct one. 

Jmix 
Application for creating exercises to sort words or letters. A set of words or letters are presented out of order within a sentence, 
which must be arranged to make sense. 



  



 



 

  



 



 



 



  



 



 


