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Basic Home Computing 

 

 

Description 

Are you new to computers? Computers can be  
overwhelming to the new user. Lest us show you  
how a computer works. In this 3 hour workshop,  
we will help familiarize you with the keyboard,  
mouse and other general computer components.  
Organize your files with folders and learn to  
search your computer for your files and programs.  
Everyone has to start somewhere. If you are feeling  
overwhelmed by your computer, then this hands on  
workshop is for you. 

Objectives 

By the end of this workshop you will be able to: 

 Use a Mouse and Keyboard 
 Use the Windows Launch Key 
 Minimize & Maximize Windows 
 Know what a Software Program Is 
 Open & Close Software Programs 
 Know what an Operating System Is 
 Work With Files and Folders 
 Organize Files and Folders 
 Create, Save and Close Word Documents  
 Manage Tasks 
 Use the Search Feature 

Target Audience 

This workshop is intended for people that are  
beginners in the computer world. Students only  
need to have a desire to learn! 

 

 

Content 

 How a Mouse Works 
 Connecting Your Mouse  
 Connecting Your Keyboard 
 Using a Keyboard 

o Arrow Keys 
o Home & End Keys 
o Windows Launch Key 
o Number Keys 
o Shortcut Keys 

 How to Minimize & Maximize Windows 
 What is Hardware 
 What is Software 
 Operating Systems 
 Opening & Closing Software Programs 

o Internet Browsers 
o Email Programs 
o Microsoft Office 2007 

 Creating Files & Folders 
 Organizing Files & Folders 
 Opening, Saving & Closing Files 
 Creating a New Document 
 Opening an Existing Document 
 Saving a Document 
 Printing a Document 
 Closing a Document 
 Managing your Tasks 
 Searching for Files and Folders 

 
 
 
 
 
 

 

 


