COMPUTERS - BEGINNERS I

This course is for absolute beginners with little or no previous knowledge of computers. It is for those who are interested in gaining an insight into computing and feel nervous about getting started. It will provide the learner with a gentle introduction to computers and to some standard computing applications to enable them to develop their confidence when using a computer.

On completion, the learner should be able to use the main features of a computer, understand and use basic word-processing features using Microsoft Word, send and receive emails and surf the Internet.

What You Study

· Introduction – the main parts of a computer; mouse, keyboard and monitor 

· Create a document, save, open and edit saved files 

· How to edit text – alignment, highlighting, changing fonts etc 

· Adding Clip Art and Word Art to a document, resizing and moving it 

· Setup up your own personal email account for sending and receiving e-mails
· Surf the Internet 

· Download photographs from your digital camera to your computer
There is no examination at the end of the course. 

Course Pre-requisite

None
